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	Full Name

	Job Title

	Review Date

	Review Period

	Manager conducting review

	Educator/staff member’s signature:

	Manager’s signature



Appraisal must be linked to job description, role and responsibilities.
For nominated supervisor and educator/staff member to complete together
	What were your significant achievements in the review period?
	




	What professional development activities/courses have you undertaken?
	




	What are you professional development goals (what would you like to learn/improve)?
	


	Did you achieve the goals that you listed in you previous performance appraisal, and if not, why?
	

	What could we do to improve your performance in your current role?
	

	What do you see as your key strengths?
	

	What do you see as key areas for improvement? (Are there any aspects of the job you find difficult?)
	



Nominated Supervisor to complete and discuss with educator/staff member
	Did the educator meet the level of performance expected?
(Clarify job role and responsibilities if required).
	





General Outcomes
	DESIRED OUTCOME
	Excellent
	Satisfactory
	Poor
	Unsatisfactory

	Upholds our service philosophy  

	
	
	
	

	Always follows policies and procedures and Code of Conduct

	
	
	
	

	Actively works to understand all requirements under the National Regulations
	
	
	
	

	Actively works to understand the National Quality Standard
	
	
	
	

	Actively works to understand the Early Years Learning Framework
	
	
	
	

	Works collaboratively as part of our  team of educators
	
	
	
	

	Communicates professionally with educators and families
	
	
	
	

	Contributes to QIP
	
	
	
	

	Handles all grievances and complaints professionally
	
	
	
	

	Committed to continuous improvement 
	
	
	
	

	Effectively manages time 
	
	
	
	

	Keeps up-to-date documentation as required
	
	
	
	

	Carries out responsibilities professionally without supervision
	
	
	
	

	Participates in meetings
	
	
	
	

	Participates in professional development 
	
	
	
	

	Uses resources efficiently and respectfully

	
	
	
	

	Takes the initiative to implement creative and innovative strategies to maximise children’s learning
	
	
	
	

	Acts and dresses professionally at the Service at all times.
	
	
	
	




NQS Quality Area One
	DESIRED OUTCOME
	Excellent
	Satisfactory
	Poor
	Unsatisfactory

	Contributes to curriculum development  
	
	
	
	

	Engages in conversations and debates about the EYLF (or other approved framework)
	
	
	
	

	Engages with children to understand their individual needs, interests and culture
	
	
	
	

	Proactively works to ensure each child is included and  feels comfortable participating in the program.
	
	
	
	

	Engages with families to help build the curriculum together
	
	
	
	

	Ensures routines maximise learning opportunities
	
	
	
	



NQS Quality Area Two
	DESIRED OUTCOME
	Excellent
	Satisfactory
	Poor
	Unsatisfactory

	Adequately supervises children at all times
	
	
	
	

	Aware of child protection requirements 
	
	
	
	

	Actively works with children and families to meet individual health needs

	
	
	
	

	Follows hygiene policies and procedures
	
	
	
	

	Manages injuries, trauma and illnesses and completes forms when necessary
	
	
	
	

	Administers medication safely and in accordance with our guidelines
	
	
	
	

	Maintains confidentiality of children with medical conditions
	
	
	
	

	Aware of sleep, rest and clothing needs and safety
	
	
	
	

	Promotes healthy eating with children and ensures drinking water provided at all times
	
	
	
	

	Provides opportunities for physical activity
	
	
	
	

	Participates in planning and drills to manage emergencies.
	
	
	
	




NQS Quality Area Three
	DESIRED OUTCOME
	Excellent
	Satisfactory
	Poor
	Unsatisfactory

	Sets up indoor and outdoor spaces safely
	
	
	
	

	Follows Work Health Safety obligations and requirements
	
	
	
	

	Contributes to safe premises and equipment
	
	
	
	

	Immediately responds to any hazards, either reporting them to the nominated supervisor or dealing with them appropriately
	
	
	
	

	Actively works to reduce risks and hazards
	
	
	
	

	Contributes to sustainable and environmentally responsible practices
	
	
	
	

	Provides sufficient resources and equipment to ensure participation by every child
	
	
	
	

	Sets up play spaces to facilitate interaction between indoor and outdoor environments
	
	
	
	



NQS Quality Area Four
	DESIRED OUTCOME
	Excellent
	Satisfactory
	Poor
	Unsatisfactory

	Ratio and qualification requirements are monitored and met at all times
	
	
	
	

	Respectful, collaborative and ethical interactions with all educators and staff
	
	
	
	



NQS Quality Area Five
	DESIRED OUTCOME
	Excellent
	Satisfactory
	Poor
	Unsatisfactory

	Interactions with children are positive, warm and responsive 
	
	
	
	

	Supports children to engage in collaborative learning opportunities
	
	
	
	

	Children’s behaviour is guided appropriately
	
	
	
	




NQS Quality Area Six
	DESIRED OUTCOME
	Excellent
	Satisfactory
	Poor
	Unsatisfactory

	Develops positive and professional relationships with families
	
	
	
	

	Encourages families to share information about their child with the service to support continuity of care and learning between the home and service environment
	
	
	
	

	Encourages families and the community to play an active role at the service
	
	
	
	

	Works with families and children to ensure orientation processes are followed
	
	
	
	

	Information is provided to families about their child and other support organisations
	
	
	
	



NQS Quality Area Seven 
LEADERSHIP AND SERVICE MANAGEMENT. QA7 may not apply to all educators.
	DESIRED OUTCOME
	Excellent
	Satisfactory
	Poor
	Unsatisfactory

	Acts as a responsible and effective leader
	
	
	
	

	Works with educators to improve teaching and curriculum methods
	
	
	
	

	Acts consistently and fairly as a leader
	
	
	
	

	Follows induction processes for all educators
	
	
	
	

	Fosters team work 
	
	
	
	

	Uses effective delegation guidelines 
	
	
	
	

	Manages and monitors individual performance goals for all educators and staff
	
	
	
	

	Provides opportunities for all educators to contribute to the QIP
	
	
	
	

	Maintains up-to-date QIP
	
	
	
	

	Ensures statement of philosophy regularly reviewed and used to guide service operations 
	
	
	
	

	Ensures policies and procedures are reviewed and amended as necessary
	
	
	
	

	Ensures all records are stored securely and confidentially
	
	
	
	

	Ensures admin systems are effective
	
	
	
	

	Ensures all notifications are made to the Regulatory Authority where necessary
	
	
	
	

	Ensures relevant information displayed as per regulations (e.g. supervisor on duty)
	
	
	
	

	Ensures all grievances and complaints are handled professionally
	
	
	
	





	Professional Development 
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Professional development is the ongoing enhancement of skills, knowledge, competencies and experiences. It includes all types of learning opportunities, ranging from university degrees to informal learning opportunities and may include external courses, work-based learning, distance learning programs, on-line training courses, self-directed private study, workshops, coaching, tutoring and voluntary work.
Professional development is a continuous cycle of reflecting, planning and doing. 
1) Reflect on where you are now and where you want to be 
2) Plan development activities to help you meet your goals 
3) Carry out and log your activities 
4) Reflect on what you have achieved and where to go next.
Some examples of approaches to professional development include:
· Case Study Method - students are presented with a case which they have to manage/solve. The Nominated Supervisor might present a problem to all Educators and ask them as a group to identify ways of solving the problem.
· Coaching - to enhance a person’s competencies in a specific skill area by providing a process of observation, reflection, and action. 
· Lesson Study - to systematically solve practical dilemmas through participation with other experienced child care professionals.
· Mentoring - to promote an individual’s awareness and refinement of their own professional development by providing and recommending structured opportunities for reflection and observation.
· Reflective Supervision - to support, develop, and ultimately evaluate the performance of employees through a process of inquiry that helps them understand the reasons they are doing things. 
· Technical Assistance – provide improved technical resources like laptops and training in their use.
· Resources– provide resources to assist professional development (eg publishing companies and educational resource companies.)
We have provided two professional development plan templates

	Professional Development Plan 
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	Full Name

	Job Title

	Educator/staff member’s signature

	Manager 

	Manager’s signature



Priority 1 Very important; Priority 2 Important; Priority 3 training in the longer term
	Date
	Goal
	Activity
	Priority
	Person/organisation responsible
	Completed by
	Review/
Outcome

	Example
14.5.14
	Understand difference between old style observations, evaluations and NQF critical reflections
	NQS Training 
	1
	Centre Support
	30.6.14
	Confidently completes critical reflections and assists others in reflection process.

	Example
14.5.14
	Awareness child protection law
	On-line child protection training
	1
	NSW DEC
	31.5.14
	Discussed child protection obligations at June staff meeting.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Professional Development Plan 
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	Educator/staff member’s name:
	Date:

	Nominated Supervisor’s name:
	Nominated Supervisor’s Signature:

	Educator/staff member’s signature:



	
Training /Development to be undertaken
	
Start Date
	
End Date
	
Sign Off

	






















	
	
	




9

image1.jpeg
Staff




