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Hi there, I'm Jodie!

I have worked in the early childhood and community services
profession for over 35 years so I know what it's like to be in the trenches
without the support , time and step by step guidance you need. As busy
(& underpaid!) educators we don't have time for difficult to understand
jargon or lengthy theoretical debates - you just want to meet
requirements while still having the time to do what you do best...
supporting and extending the unique learning journey of every child in
your care as they grow and discover in these very important early years.

And that is exactly why I like to do things a little bit differently to
support educators just like you - I don't believe that professional
development and the tools we use to do our jobs well need to be
complicated, out of our budget or judgmental. I believe every adult
learns differently and at a different pace and that's ok. There is nothing
wrong with going back to basics & embracing simple...so welcome to our
Empowered Ed Community... let's do this together!

I enjoy supporting early childhood
educators around the world through
my training sessions, blog posts, digital
resources and private educator
Member Hub to feel more confident 
in their role no matter their level of
experience or the area of early
learning they are currently working in!

A Little About Me

WELCOME TO 
YOUR EMPOWERED 

ED COMMUNITY!



5 Stepping Stones Educators  
can Use to Reach Exceeding  
Without Focusing ONLY
on Documentation
How to confidently link together different tools, strategies,  

environments and experiences to show evidence of an overall  

exceeding educational program so that you can focus more on the  

children instead of just paperwork!

With Jodie Clarke - The Empowered Educator



In this webinar… .

I’m going to show you how you can link together a  

variety of methods, tools, strategies and processes to  

not only meet outcomes and standards but show  

evidence you are exceeding without relying only on  

‘perfect paperwork’.

By the end of this presentation you will be able to  

identify exactly what core areas of your work to  

review and focus on first when preparing for your  

next assessment or review.

You will understand how to utilise what you are  

already doing in day to day practice and work WITH  

your individual strengths instead of against them.
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Don’t think  
you can  
do this?

If you’ve been concerned in the past that you just can’t  

succeed with accreditation, assessment or rating inspections  

and visits, I want to put those fears to rest right now!

You can most definitely do this. You just need  

the right person to explain it to you!



It’s OK to  
not k now
everything!

Has it ever felt like no matter what you do it isn’t quite good

enough at work?

Like the goalposts are constantly changing and you are always  

reaching to make it through to the end?



Empo w e r ed Ed

That’s what we are  
here for!

I know you are an empowered  
educator because you have shown  
up for this workshop and you  
obviously want to use the  
knowledge you gain here to  
exceed standards and do your job  
to a  highstandard….



Empo w e r ed Ed

Are you in the right  
place?

Perhaps you decided to attend this  
workshop for a different reason  
and wondering now if you are in  
the right place?



You’re in the  
right place if:

You are you excited to understand how you  

can confidently link other methods, actions  

and your individual strengths with  

documentation (instead it being your only  

option!) to meet outcomes and exceed  

standards.
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You’re in the  
right place if:

You are motivated to leave behind the stress  

and frustration of feeling like the only way  

to reach exceeding is by writing more and  

having perfect paperwork.
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You’re in the  
right place if:

You struggle to know where to start and how  

to identify the core areas of your work you  

need to review and focus on first when  

preparing for an assessment.

You feel like it’s too late to start a self-

reflection process now!
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You are simply one of those people that likes  

to regularly extend on their skills, leadership  

and current level of expertise by learning  

new strategies and how to share this  

knowledge with others through mentorship  

and step by step guidance.

You’re in the  
right place if:

4



Everyone will take away a different light bulb  

moment from one of these workshops.

All participants here have varying levels of  

experience across different service models.

We all want to feel more confident in our role.

You are in the  
RIGHT place.



Presenter

Educator

Blogger

Project Manager  

Writer  

Coordinator  

Director

Family Services  

Mum!

Why learn  
from me?
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I’m a 40 *something* Mum of twin 9 year old girls and a  

23 year old. We live in Northern NSW Australia but I  

grew up in QLD and a fun fact for you… my first ever  

role in a childcare centre was a high school work  

experience placement in Rockhampton!

I was pretty focused, even back then, to study  

then work with young children.



Why do I  
share online?
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To reach out to educators online around the  

world and help them to feel more empowered,  

confident and motivated by using the ‘Keep it  

Simple’ approach I’ve created from my own  

experiences (and failures!) over 30 years working  

in early childhood roles.

To Empower

To Bring Back Simple  

To Advocate

To help educators see that we all start  

somewhere, we all have varying  

experience & we all work differently…  

and that’s ok!



Always a  
challenge  
being a  
parent &  
educator!
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30 Minute Post  
It Party Activity
Think about what an assessor 
would be able to SEE, FEEL and 
HEAR if they visited your  
service TOMORROW.
If you have already answered the reflection  

prompts I provided for you in the Workshop  

Action Guide you will have a head start when  

you take part in the Post It Party!



30 Minute
Post It Party  
Activity

FDC ED?
Answer the question in

terms of your own FDC

environment & practice.

FDC Coordinator?
Answer the questionin  

terms of coordinator  

roles and also the  

coordination unit  

practices. Post it party  

together as ateam.

Ed Leader?
Answer the questions  

together as a team  

activity during a  

meeting or mentor  

session.



How to start your  
post it party

notes and a sharpie1 Grab a few packs of post it

2 Set a timer for 30 minutes
( and play some good music)



Go for it!
Post every every thought, action, resource,  

environment area, routine step, embedded practice,  

process or piece of paperwork that comes to mind.

Write on a separate sticky note for each one.



30 Minute
Post It Party  
Activity

This is just going to take  

you 30 minutes to do  

and I want you to do it  

in the next 24hours.

I’m going to teach you  

how to do it in 5 minutes  

right now! This is a quick  

exercise that will help  

you to identify...

What you are already  

doing and where there  

might be some room for  

improvement - nolengthy  

self reflection writing  

required!

30
Minute

Quick  
Exercise

To  
Identify



What to do with  
your post it notes

1
Write down each of the National  
Quality Standards ( or relevant  
performance indicators) and stick  
to the top of a board or wall.

Using different colours here will  
help with visual organisation.



What to do with  
your post it notes

Organise all of the notes you  
wrote down under each of  
those standards sections to  
form columns.

Stand back and identify any  
areas that might need more  
evidence or some improvement.
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What to do with  
your post it notes

Are there any columns that are  
obviously longer and might 
indicate doubling up in some  
areas or steps you currently do  
unnecessarily that lead to  
overwhelm but not ideally higher  
quality practice?

3



4 Use the information gained from  
your post it party to write some  
action steps in your Webinar 
Action Guide.



The Post it Party is a fast way for  
you to gain a clearer picture of  
what you already do, what you 
don’t need to do and where you  
need to get to.



When used with the all of the
information from this webinar...  
you will see a clear pathway  
toward exceeding then  
confidently tak e the steps and  
use the tools you need to get  
there faster with less stress!



What was ONE area you 

discovered you are doing welland  

can build on?

What is ONE area you feel 

presents a challenge or might need  

improvement?

Ask Yourself.. .



Jot down the answers on your  
notepad or find the ‘quick quiz’  
page in your webinar action  
guide and enter your answers  
in the 2 blank boxes!



. . . . You looked forward to  
assessment visits as an  
opportunity to be recognised 
and appreciated for all of that  
work you do everyday and  
how this effort contributes to  
the growth of your service and  
provides quality outcomes for  
children and their families?

Can you imagine what it  
would feel like if….



You knew HOW to confidently  
prepare for an assessment

Can you imagine what it  
would feel like if….

visit and where to focus your  
time and energy instead of
just worrying about collecting  
bits and pieces of paperwork ?

You CAN get to that place…..



Becoming the educator who understands that documentation is  
only one part of the puzzle to achieving an ongoing exceeding  
standard means that you are no longer just focused on (and  
stressed about!) paperwork tick ing every box.

Instead, you begin to work with your current strengths and identify  
a wider range of tools, strategies, documentation methods,  
interactions, experiences and environments that will help you to  
not only complete the planning cycle but also show evidence of 
how you link everything together and embed practices throughout 
your service to develop an educational program that consistently  
performs above and beyond expectations.



Sometimes we can’t see the
path forward because of the
obstacles we have put in our
own way. What if you were to
create a new path and could
see where you needed to go?



If you are anything like me and you like to  

know what the path ahead looks like and if it  

is a good use of your time, let me take you  

through a quick roadmap of our webinar so  

you know exactly what to expect before we  

go any further.

Our Work shop  
Journey...



S T E P 2 S T E P 3 S T E P 4 S T E P 5S T E P 1 S T E P 6 S T E P 7 S T E P 8

Where We’re Going… ...
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S T E P 3 S T E P 4 S T E P 5 S T E P 6 S T E P 7 S T E P 8

Where We’re Going… ...
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S T E P 2S T E P 1

Making  

Engagement  

Meaningful



S T E P 3 S T E P 4 S T E P 5 S T E P 6 S T E P 7 S T E P 8

Where We’re Going… ...
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S T E P 1

Making  

Engagement  

Meaningful

S T E P 2

Environments  

& Resources  

Review



S T E P 4 S T E P 5 S T E P 6 S T E P 7 S T E P 8

Where We’re Going… ...
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S T E P 3S T E P 1

Making  

Engagement  

Meaningful

S T E P 2

Environments  

& Resources  

Review

Making Reflection  

Work For You



S T E P 5 S T E P 6 S T E P 7 S T E P 8

Where We’re Going… ...
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S T E P 3S T E P 1

Making  

Engagement  

Meaningful

S T E P 2

Environments  

& Resources  

Review

Making Reflection  

Work For You

S T E P 4

The Program  

as Evidence



S T E P 6 S T E P 7 S T E P 8

Where We’re Going… ...
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S T E P 5S T E P 3S T E P 1

Making  

Engagement  

Meaningful

S T E P 2

Environments  

& Resources  

Review

Making Reflection  

Work For You

S T E P 4

The Program  

as Evidence

Organisation

& Leadership

as a Tool



S T E P 7 S T E P 8

Where We’re Going… ...

The Empowered Educator | Jodie Clarke

S T E P 5S T E P 3S T E P 1

Making  

Engagement  

Meaningful

S T E P 2

Environments  

& Resources  

Review

Making Reflection  

Work For You

S T E P 4

The Program  

as Evidence

Organisation

& Leadership

as a Tool

S T E P 6

How to turn  

Documentation  

into a Bridge



S T E P 8

Where We’re Going… ...
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S T E P 7S T E P 5S T E P 3S T E P 1

Making  

Engagement  

Meaningful

S T E P 2

Environments  

& Resources  

Review

Making Reflection  

Work For You

S T E P 4

The Program  

as Evidence

Organisation

& Leadership

as a Tool

S T E P 6

How to turn  

Documentation  

into a Bridge

How To Work  

With Me



S T E P 7S T E P 5S T E P 3S T E P 1

Where We’re Going… ...
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Making  

Engagement  

Meaningful

S T E P 2

Environments  

& Resources  

Review

Making Reflection  

Work For You

S T E P 4

The Program  

as Evidence

Organisation

& Leadership

as a Tool

S T E P 6

How to turn  

Documentation  

into a Bridge

How To Work  

With Me

S T E P 8

Live Q & A +  

Certificate  

Details



Engagement Techniques.
…..When used meaningfully, they can achieve MORE

than just informing parents about your program and

what their child did today (even if that’s the only  

way you know how to show evidence of parent  

input and collaboration!)

Stepping
Stone 01

Communication Tools &



C .

Stepping Stone  
01

The communication  
processes, sk ills and tools we  
use and how we engage with  
other educators, children,  
families and our community
is important for all educators  
and services to focus on.



Stepping Stone 1
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Communication Tools & Engagement Techniques

H O W D O Y O U K N O W T H I S  
S T E P P IN G S T ON E I S . . .

1.Embedded effectively throughout your  

practice?

2.Something you could confidently highlight  

for your service at the moment?

3.An area to focus on for improvement and  

inclusion in your quality improvement  

plan?



Reflection Prompts… ...

Can you as an educator explain what  

you do and how you do it? Can everyone  

on the team?

Is there a consistent process to engage  

and connect with families EVERY DAY.

Can all educators explain how their  

environment, program and interactions  

connect with the service philosophy?

Stepping Stone 1
Communication Tools & Engagement Techniques



Do all educators feel supported,  

respected and ‘heard’?

Are orientation processes for new  

educators, families and children  

helpful and consistent?

Are staff meetings an opportunity for  

engagement, discussion and growth or  

just one person talking and everyone  

else listening?

Reflection Prompts… ...
Stepping Stone 1

Communication Tools & Engagement Techniques



Stepping Stone 1
Communication Tools & Engagement Techniques Empowered Action  

Prompts… ...
You might already be doing some of these  

You might have ideas of your own

OR

You might find something new you would  

like to try.

J O T Y O U R T H O U G H T S D OW N I N Y O UR  
A C T IO N G U ID E O R N O T E P A D !



Stepping Stone 1
Communication Tools & Engagement Techniques

Mentor sessions and groups with educators.  

Creation of professional development plans in  

partnership with educators.



Team meetings that give educators an opportunity to contribute  

to the agenda.

Guidance & practice sessions to show educators how to  

confidently articulate their practice and explain to someone  

who doesn’t know them. Practice case studies together!

Stepping Stone 1
Communication Tools & Engagement Techniques



Create communication tools for educators to contribute to  

planning, observations, forward planning and reflection - even  

across different rooms, shifts and roles.

Designate a place to record evidence of quality interactions,  

conversations and practice.

Initiate a regular communication & discussion process -

especially leading up to an assessment visit

Stepping Stone 1
Communication Tools & Engagement Techniques



Review parent communication steps, collaboration tools and processes.  

Meaningful engagement opportunities that work with the parent’s  

communication needs.

Invite family input into your program, special events and ‘morning  

meeting’ type experiences.

A daily communication system with parents delivered in different ways  

for all to access. Focus on core processes first!

Stepping Stone 1
Communication Tools & Engagement Techniques



Provide regular opportunities for families to give feedback using a  

variety of approaches.

Activities and tools that help educators seek out children’s voices to  

ensure they contribute to the program, feel a sense of belonging  

and are ‘heard’.

Are children’s ideas and opinions included in your QIP? How?

Stepping Stone 1
Communication Tools & Engagement Techniques



Set up family and child orientation processes.

Set goals in partnership with families about their child’s learning,  

home culture, needs and expectations.

Use displays in different ways that allow you to communicate a  

child’s interests, conversations, play and connections to their  

family, other children and educators extending that sense of  

belonging.

Stepping Stone 1
Communication Tools & Engagement Techniques



Access to professional development resources and training to help  

educators build knowledge and confidence.

Support educators to understand the service philosophy and how  

their actions and practice connect with this.

Create and regularly review the Educator Orientation process.  

Show educators how to set goals, clarify strengths & identify areas  

for improvement.

Stepping Stone 1
Communication Tools & Engagement Techniques



Environments & Resources
…..when used meaningfully, can achieve MORE  

than just providing engaging spaces for children  

to access toys, craft and play equipment (even if  

you have spent an hour setting up that Insta  

worthy invitation to play that the kids will pull 

apart in 2 minutes anyway).

Stepping
Stone 02



Stepping Stone 2
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Environments & Resources

H O W D O Y O U K N O W T H I S  
S T E P P IN G S T ON E I S . . .

1.Embedded effectively throughout your  

practice?

2.Something you could confidently highlight  

for your service at the moment? OR

3. An area to focus on for improvement and  

inclusion in your quality improvement  

plan?



Stepping Stone 2
Environments & Resources Reflection Prompts… ...

I F Y O U W E R E L O O K I N G A T Y O UR  
E N V I R O N M E N T T H R O UG H A
C H I L D ’ S E Y E S T O D A Y , W O U L D  
Y O U F E E L T H A T . .

You belong?

You feel safe here?

You can explore and try out new  

skills?

It is a stable and dependable familiar  

space?

Does it feel/look/smell safe, inviting,  

familiar to you?

You can investigate freely and access  

materials to direct your own play?

Your interests and family culture are  

welcome?



Stepping Stone 2
Environments & Resources Empowered Action  

Prompts… ...
You might already be doing some of these  

You might have ideas of your own

OR

You might find something new you would  

like to try.

J O T Y O U R T H O U G H T S D OW N I N Y O UR  
A C T IO N G U ID E O R N O T E P A D !



Make sure your service entry is welcoming

to both parents and children

Review displays - are they respectful? Are

there displays of children's work and the

process of learning with documentation?

Can children see outdoors if inside? How?

What do they see?

Stepping Stone 2
Environments & Resources



Can children see what is stored in some of the  

jars, baskets and tubs you use to make  

decisions and encourage autonomy?

Are your materials and spaces arranged to  

allow for creative self-expression?

Do you have resources available that invite  

open ended learning opportunities for children  

of all ages and developmental stages?

Stepping Stone 2
Environments & Resources



Do you involve the children in the design and  

setup of their learning spaces?

Do you set up your space to send a message  

of 'I can do things myself here' to the child.  

Do you provide opportunities to leave some  

spaces or activities ready to 'play again'  

tomorrow to extend on current interests?

Do you record evidence of this?

Stepping Stone 2
Environments & Resources



Label storage shelves, buckets, walls and  

different spaces with text or images.

Are there smaller spaces within the  

environment so children know where they  

can go to engage in loud, quiet, social or  

solitary play if they need to?

Is there a way to invite fresh air indoors?  

How does it flow? Connected to outdoors?

Stepping Stone 2
Environments & Resources



Are there a variety of hands-on elements to  

pick up, investigate, touch?

Find ways to incorporate texture into your  

spaces - it’s essential for the senses.

Provide access to natural materials like  

herbs, flowers, scented leaves, damp soil,  

pine cones, spices indoors and out to invite  

investigation with the senses.

Stepping Stone 2
Environments & Resources



Are there ways you reach out to and invite  

your community to help with creating or  

maintaining your learning environments?  

What community services do you connect  

with to support families and children?

Are indoor AND outdoor experiences  

planned for and included on your program?  

Do you incorporate natural materials into  

different spaces within your service - do  

you encourage families to contribute to  

these materials?

Stepping Stone 2
Environments & Resources



Is there a way children and families can contribute to your  

sustainability practices and everyone can play an active role?  

How would you explain to someone what your service and the  

children do to be environmentally responsible?

Is practice embedded in a way that children could confidently  

share what they do to look after their earth?

Stepping Stone 2
Environments & Resources



Stepping Stone 2
Environments & Resources



Reflection and
Critical Reflection
…...when used meaningfully, can achieve MORE  

than just a review of what worked this week,  

what didn’t and what you will do next week (that  

you then file and never look at again).

Stepping
Stone 03
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Stepping Stone 3
Reflection and Critical Reflection

H O W D O Y O U K N O W T H I S  
S T E P P IN G S T ON E I S . . .

1.Embedded effectively throughout your  

practice?

2.Something you could confidently highlight  

for your service at the moment?

3. An area to focus on for improvement and  

inclusion in your quality improvement  

plan?



Stepping Stone 3
Reflection and Critical Reflection Reflection Prompts… ...

Can you confidently explain the steps you take to  

reflect, evaluate and analyse individual or group  

observations. Can you show how you record this?

Would visitors to your service see visual  

displays and learning resources that invite  

conversations for you to reflect on?

What do you do with the feedback you receive  

from families, leaders, coordinators? How do  

you know whether you need to take action?

Do you understand the difference between  

critical and regular reflection and how to use  

them consistently in your work to achieve  

different outcomes?

Are simple tools used to incorporate  

useful reflections into every step of your  

planning cycle? Are they explained to  

other educators?



Empowered Action  
Prompts… ...
You might already be doing some of these  

You might have ideas of your own

OR

You might find something new you would  

like to try.

J O T Y O U R T H O U G H T S D OW N I N Y O UR  
A C T IO N G U ID E O R N O T E P A D !

Stepping Stone 3
Reflection and Critical Reflection



Think of critical reflection as 2 steps further
on from the regular reflection you do.

Incorporate interesting reflection prompts &

questions into team meetings or networking

events.

Use tools to help you reflect on your work  

and set short term and long-term goals to  

aim for.

Use easy to understand language in plans  

and assessments so you can connect with  

other educators AND families and invite  

input into forward planning.

Stepping Stone 3
Reflection and Critical Reflection



Allocate a space for weekly or daily  

reflection on your program plan.

Take notice of what children are saying and  

doing and include their own voice rather  

than always documenting learning goals  

from an educator’s perspective.

Is there a regular routine that consistently  

recognises and acknowledges the  

achievements and challenges of educators  

and staff?

Stepping Stone 3
Reflection and Critical Reflection



Reflect on all steps of the planning cycle  

through your current documentation. Add  

to your QIP documents as goals for review.  
Utilise family communication tools as  

another way to record your reflections.

Engage and have conversations with others.  

Share - don’t isolate. Don’t be the person  

with ALL the answers.

Identify the training you need for self  

improvement.

Stepping Stone 3
Reflection and Critical Reflection



Can educators explain how they use  

information from reflections to inform  

their program & practice?

Do children have the opportunity to self  

reflect in simple ways?

Use family communication & displays as  

an opportunity for reflection.

Use you QIP to document your  

improvements. Your QIP should be  

updated as part of your regular meeting  

process.

Stepping Stone 3
Reflection and Critical Reflection



The Program
…...when used meaningfully, can achieve MORE than  

just showing evidence on a wall (that hardly anyone  

glances at) that you have planned a range of age-

appropriate activities and experiences that may or  

may not actually get done (but it looks good).

Stepping
Stone 04
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Stepping Stone 4
The Program

H O W D O Y O U K N O W T H I S  
S T E P P IN G S T ON E I S . . .

1.Embedded effectively throughout your  

practice?

2.Something you could confidently highlight  

for your service at the moment?

3. An area to focus on for improvement and  

inclusion in your quality improvement  

plan?



Stepping Stone 4
The Program Reflection Prompts… ..

Is it clear to all educators and leaders that there

are no particular mandated program templates

required to document learning & experiences?

Is the focus on providing playful experiences  

and quality interactions with parents and  

children rather than using complicated codes  

and colours to link to learning outcomes?

Do the indoor and outdoor environments reflect  

the documented program?

Can you clearly see the links between the  

program and all other steps of the planning  

cycle?

Can educators articulate children’s learning and  

progress to parents?

Can educators explain why they are  

documenting and how they as well as the  

children will benefit from this?



Stepping Stone 4
The Program Empowered Action  

Prompts… ...
You might already be doing some of these  

You might have ideas of your own

OR

You might find something new you would  

like to try.

J O T Y O U R T H O U G H T S D OW N I N Y O UR  
A C T IO N G U ID E O R N O T E P A D !



Ensure educators understand the

service philosophy and how their

actions and practice connect with

this.

Bust Myths that can lead to lack of  

confidence, overwhelm &  

resentment.

Is there a mix of Incidental and  

Intentional teaching activities?  

Are spontaneous learning and  

children’s emerging interests  

included throughout the program?

Stepping Stone 4
The Program



Write out your program in a style and  

format that is easily understood by  

others.

Does your service allow for a variety of  

program formats?

Utilise visual routines and cues to  

support the program.

Find ways to share the writing of the  

program with other educators & display  

children’s learning.

Quality is always better than quantity  

when it comes to writing a program.

Stepping Stone 4
The Program



Is the program being used relevant to  

the service you work in?

Record children’s voices and input into  

your program in simple ways.

Invite children to have their say about  

this week’s program and what they  

would like to do next week!

Display your program with pride as a  

way for other educators and parents to  

see the awesome experiences & learning  

opportunities you create.

Stepping Stone 4
The Program



Organisation &
Leadership
…...when used meaningfully, can achieve MORE than just 

being up to date with this month’s observations, finding  

time for professional development opportunities,  

attending staff meetings on time or getting your program  

finished before a new month begins (even though you are  

actually aiming for a weekly program)!

Stepping
Stone 05

Time Management,



Stepping Stone 5

The Empowered Educator | Jodie Clarke

Time Management, Organisation &Leadership

H O W D O Y O U K N O W T H I S  
S T E P P IN G S T ON E I S . . .

1.Embedded effectively throughout your  

practice?

2.Something you could confidently highlight  

for your service at the moment?

3. An area to focus on for improvement and  

inclusion in your quality improvement  

plan?



Reflection Prompts… ...
Is work being taken home to do out of  

hours regularly?

Do educators and staff feel well  

supported, respected and willing to  

engage in reflective process and  

change?

Can educators tell you where policies  

and the QIP document are kept and  

how they contribute to both?

Is there a high turnover of educators  

in this service?

Is paperwork organised and easy to  

locate for all educators and staff at a  

moment’s notice?

Does the Educational Leader  

confidently support and mentor  

educators or is there confusion about  

their role and responsibilities?

Stepping Stone 5
Time Management, Organisation &Leadership



Stepping Stone 5
Time Management, Organisation &Leadership Empowered Action  

Prompts… ...
You might already be doing some of these  

You might have ideas of your own

OR

You might find something new you would  

like to try.

J O T Y O U R T H O U G H T S D OW N I N Y O UR  
A C T IO N G U ID E O R N O T E P A D !



Stepping Stone 5
Time Management, Organisation &Leadership

Encourage opportunities for networking  

and capacity building both offline and  

online.

Find ways to encourage all educators to

highlight their strengths and share their

skills.

Consistent and empowering staff  

orientation and induction process  

An environment and service that

encourages retention and continuity of  

educators.



Review service QIP every 3 months and  

put on the meeting agenda to update and  

document improvements as part of your  

regular process. Include everyone.

Review philosophy and incorporate  

educator, parent and child input and  

voices.

Create a procedure that ensures you  

regularly seek feedback from educators  

and families and review general service  

policies.

Stepping Stone 5
Time Management, Organisation &Leadership



Setup an efficient & welcoming enrolment  

process for new families that all staff and  

educators can complete if needed.

Procedure for supporting vulnerable  

families and adhering to child protection  

processes.

Performance review systems including  

professional development plans

Use of digital and technological tools  

along with relevant support & training .

Stepping Stone 5
Time Management, Organisation &Leadership



The planning cycle is setup effectively to  

save time.

Daily, Weekly and Monthly processes and  

checklists are in place to save prep and  

planning time.

Educators are clear on their role and  

responsibilities and know how to ask for  

help or further professional development.  

The environment is set up so resources are  

easily & quickly accessed, stored and  

rotated.

Stepping Stone 5
Time Management, Organisation &Leadership



The Slippery
Stepping Stone or  
is it a BRIDGE?
D o c u m e n t a t i o n & A s s e s s m e n t

…...when used as just ONE PART of an overall educational  

program can achieve exceeding standards and learning  

outcomes without educators becoming overwhelmed,  

frustrated and unempowered.

Stepping  
Stone 6



Slippery
Stepping  
Stone 06

How do we turn it into
a bridge?
Documentation is only a small part in the overall  

educational program and children’s learning  

journey. It doesn’t need to be a whole stepping  

stone on it’s own as it is actually the mortar that  

brings everything together to build your bridge.



Weaving through  
the Stones

Embedding quality practices throughout our  

program and interactions

Setting up and maintaining our environments 

Putting processes in place to keep everything  

organised and save us time

Using effective communication techniques and  

tools to ensure we connect and engage in  

meaningful collaborations with families,  

children, our community and other educators.



Weaving through  
the Stones

To engage in a regular process of self  

assessment and ongoing improvement that also  

informs our planning system

Confidently explaining what we do and why to  

others - including assessors.

Finding and embracing new opportunities to  

grow, build on our skills and share knowledge  

with others.



Does everyone on the team understand the  

difference between critical reflection and regular  

reflection….and how to use it to inform forward  

planning?

Do you as an educator feel you are clear on

what your service expects in terms of  

documentation and assessment or are there  

questions you need to ask? As leaders, do you  

answer those questions and provide the clear  

guidelines,support and training required?

My Top 5 Reflection
Prompts for Documentation  

& Assessment

How do you incorporate child and  

parent voices into your planning?

1

2

3



How can you demonstrate links to learning  

outcomes and/or frameworks if you didn’t  

write numbers, colours or codes on your  

program?

Do you understand how to write a  

meaningful observation, analyse the  

learning that took place and use this  

information to extend a child’s learning  

journey and strengths? Are you clear on  

how many observations you are expected to  

complete?

My Top 5 Reflection
Prompts for Documentation  

& Assessment

4

5



As an educator, your contribution
to your service’s assessment and
rating visit can really mak e a
difference - no matter your role!

Make sure you keep the completed workshop action

guide as evidence of your self assessment, reflection

and goal setting!



Do you have a  
question?

https://bit.ly/jointheeehub



I hope you find this resource useful – I love creating resources to support 
educators in the important work that they do! All downloads are Copyright
protected to TheEmpoweredEducator2019 Not to be distributed, 
transferred, or shared in any form.

Hi Empowered Ed!
 

Thanks for downloading this resource for educators. If you have any questions or
would like to request permission to share anything in this resource please email
support@theempowerededucatoronline.com

Please note the following information before using...

Personal Use Only
This document is for your own personal use. You agree that you will
not copy, reproduce, alter, modify, create derivative works, or publicly
display any content from my downloads (except for your own
personal, non-commercial use).

No Redistribution
This document is for your own personal use. You agree that you will
not copy, reproduce, alter, modify, create derivative works, or publicly
display any content from my downloads (except for your own
personal, non-commercial use).

Clipart/Images
All images used in this printable document are my owned by me with the
appropriate licences or I have gained permission to display (for non
commercial purposes only) by the original owner. All images in this
resource are therefore copyright protected to The Empowered Educator.
They cannot be reproduced or used
in whole or part, for any reason.

You May Not
Alter or sell my files. All file are for personal use only. You 
may not use my items for sale or profit, i.e. print them off, 
laminate them and sell them to others.

Enjoy your new resource!
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