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Competency Conversation Record Sheet
CHC30708 Certificate III in Children’s Services

	Student name:
	

	Assessor name:
	

	Date:
	


Instructions: The Competency Conversation Record Sheet is a tool which records a conversation between the Assessor and the candidate. The purpose of these conversations is to provide evidence which supports the recognition of the candidate’s knowledge and skill/s.  

The following units will require a competency conversation with the Assessor.
	(
	Participate effectively in the work environment

	(
	Ensure children’s health and safety

	(
	Provide care for children

	(
	Contribute to provision of nutritionally balanced food in a safe and hygienic manner

	(
	Provide care for babies

	(
	Provide experiences to support children’s play and learning

	(
	Develop understanding of children’s interests and developmental needs

	(
	Support the development of children

	(
	Interact effectively with children

	(
	Work effectively with families to care for the child

	(
	Work within a relevant legal and ethical framework

	(
	Identify and respond to children and young people at risk

	(
	Support Aboriginal and/or Torres Strait Islander families to participate in children’s services

	(
	Contribute to OHS processes


CHCORG303A Participate effectively in the work environment

Question 1: 
Within your work role outline how you work effectively, as an individual and as part of a team, in alignment with the Centre policies and procedures.
	· Outlines personal job responsibilities, discussing how they work within their defined job role

Resources:
· Identifies resources required for work duties

· Dealing with shortages of resources according to organisation practices

Organisational structure:
· Defines different roles and responsibilities

· Who to seek assistance from

· Who to report conflict to

· Who to report concerns to

Collaboration and cooperation:
· Consults and works cooperatively with others in alignment with organisational policies and procedures

· Consideration of cultural differences and diversity

· Sharing information with others to complete tasks

· Behaviour supporting a cooperative manner

Work performance:
· Monitoring and reviewing work performance in relation to responsibilities and workplace policies and procedures

· Plans work activities to achieve individual objectives and organisation expectations

· Identifying training needs

· Participating in training

Contribution to the development of policies, practices and structures of the organisation:
· Participation in staff meetings

· Sharing of information

· Reporting of concerns
	Comments:

	Industry requirements / knowledge of

· Policies and procedures

· Legislation

· Cooperation

· Collaboration

· Basic negotiation

· Effective communication

· Grievance resolution

· Workplace harassment

· OHS

· Problem solving

· Organisation mission, philosophy, structure

· Privacy and confidentiality
	Comments:


CHCCN301A Ensure children’s health and safety

Question 2:
What role do you play in maintaining a clean and hygienic environment?


	Medication:
· Administration

· Storage

· Checking before use
· Documentation
· Allergy/Anaphylaxis
· Identification

· Response

· Risk management strategies

· Administering medication
	Comments:

	Industry requirements/knowledge of:

· Childcare Regulations

· Policies and procedures

· Traffic rules and road safety awareness

· Traffic hazards

· OHS

· Food safety and handling requirements

· National guidelines for nutrition for children and adolescents

· Basic understanding of developmental stages for children

· Effective communication
	Comments:


CHCCN302A Provide care for children

Question 3: 
How do you provide individualised care for children, ensuring a child’s physical and emotional wellbeing is maintained and their self sufficiency is nurtured?

	Provision of physical care:
· Opportunities for rest

· Provision of quiet areas and areas conducive to rest

· Assistance with hygiene

· Dealing with toileting accidents whilst protecting a child’s privacy and self esteem

· Dressing children according to weather conditions whilst acknowledging clothing preferences

· Nutritional needs

Provision of opportunities for children to develop their understanding of physical needs:
· Explanation of nutritional needs

· Explanation and demonstration of hygiene practices

· Explanation and demonstration of safety issues/procedures

· Supporting the understanding of the relationship between physical activity and good health

· Provision of opportunities for children to participate in food preparation and procurement

Establishing an environment that encourages children to complete tasks themselves:
· Ensuring materials are accessible for children

· Provision of sufficient time

· Encouraging all attempts in a respectful manner
	Comments:

	Industry requirements/ knowledge of:
· Policies and procedures

· Childcare Regulations

· Relevant QIAS principles

· Nutritional guidelines

· OHS

· Inclusive practices

· Standards for food handling and storage

· Basic understanding of physical development and skill development
	Comments:


CHCCN303A Contribute to provision of nutritionally balanced food in a safe and hygienic manner

Question 4: 
What factors do you take into consideration when planning the provision of food and drink for children at the Centre?

Question 5: 
How do you ensure that food safety is maintained while carrying out food handling?

	Question 4:

· Ensures children’s nutritional needs are catered and calorie intake is sufficient for their needs

· Understands impact of food and drinks on dental health

· Understands food groups

· Ensures children’s health needs are addressed in food intake

· Ensures children’s cultural requirements and preferences are accommodated in food intake

· Prepares food suitable for children's needs

· Ensures food and drink preferences are accommodated 

· Ensures meals and snacks are designed to be appetising and attractive to children
	Comments:

	Question 5:

· Carries out food handling according to guidelines for food safety

· Identifies and addresses processes or practices which are not consistent with the guidelines 

· Maintains the food preparation area in a clean and tidy order to meet workplace standards

· Addresses health conditions and/or illness that may impact of safe and healthy food handling 

· Ensures that clothing and footwear worn is appropriate for the food handling task
	Comments:

	Industry requirements/ knowledge of:
· Safe food handling

· Work safety practices

· Workplace procedures

· Client service standards

· Duty of care

· PPE

· Nutritional needs of children and babies

· Dietary requirements for infants

· Fibre and fat content of food

· Cultural awareness

· Food additives
	Comments:


CHCCN305A Provide care for babies

Question 6: 
List ways of how you provide care for babies, ensuring that their physical and emotional wellbeing in maintained at all times.
	Responding to cues and needs:
· Unhurried, gentle and sensitive manner

· Monitor for signs of hunger, distress, pain and tiredness

· Introducing solids

· Consistency

· Timely manner

· Respect, fulfil rituals

· Nutritional needs

Nurturing relationships:
· Planned and spontaneous interactions

· Routines of physical care for interactions

· Familiarisation of routines, rhythms, preferences and cues

· Accommodate individual routines where possible

Settling new arrivals:
· Signs of stress

· Interactions prior to parent leaving

· Unhurried separations

· Establish routines

· Responding to distress

Secure environment:
· Clear communication of expectations

· Relaxed and flexible environment

· Set up of physical environment

· Stage appropriate equipment and resources
	Comments:

	Industry requirements/knowledge of:
· Policies and procedures

· Definition baby/infant

· Social development

· OHS

· Cultural inclusion/practices

· Anti bias practices

· Childcare Regulations

· Relevant QIAS principles

· Hygiene, food handling standards

· Five food groups

· Dietary requirements

· Road safety awareness and procedures

· Indicators and types of child abuse

· Child protection legislation

· Appropriate licensed/approved equipment

· Guidelines for infection control
	Comments:


CHCPR301A Provide experiences to support children’s play and learning
Question 7: 
Provide examples of where you have conducted a range of activities to assist in enhancing a child’s development.
Question 8: 
What strategies do you use to facilitate children’s play?

	Creating stimulating and positive and developmentally appropriate environments to foster development incorporating:

· Activities to support different kinds of play and physical activity

· Regularly changing resources

· Inclusion – gender, cultural diversity, different abilities of children

· Safe and non-threatening environment

· Children’s interests and needs

Guiding and encouraging children, including:

· Encouraging and acknowledging efforts

· Flexibility

· Demonstrating respect for children’s choices

Facilitating play incorporating:

· Following a child’s lead

· Participating when invited

· Monitoring children’s reactions

· Supporting and monitoring children’s interactions

· Redirecting inappropriate play

· Enticing and encouraging participation
	Comments:

	Industry requirements/knowledge of:

· Inclusive practices

· Stages of play

· Types of play

· National Physical Activity Recommendations for children and youth

· OHS

· Cultural beliefs about leisure

· Organisation policies and procedures

· Childcare Regulations

· Relevant QIAS (Quality Improvement and Accreditation System) principles
· Child development for children aged 0 - 12 years 
	Comments:


CHCPR303D Develop understanding of children’s interests and developmental needs

Question 9:
What factors do you consider when gathering and documenting information about a child?
Question 10: 
Using information you have gathered about a child, how do you utilise the information towards program planning?

	Question 9
Gathering information:

· Observing children daily

· Identifying interests and needs

· Monitoring strengths and needs

· Children’s records

· Exchanging information with family

Recording observations including:

· Free from bias

· Accurate

· Recorded according to requirements
	Comments:

	Question 10
Using information to understand the child and contribute to program planning, including:

· Meeting individual requirements

· Contribute to development of fundamental movement skills and leisure

· Enhancing play
	Comments:

	Industry requirements/knowledge of:

· Fundamental moment skills and milestones

· Child development (basic level)

· Childcare Regulations

· Policies and procedures

· Relevant QIAS principles

· Communication

· Programs
	Comments:


CHCFC301A Support the development of children

Question 11: 
Outline your understanding of child development.
Question 12:
In your role, how do you actively support the development of children?
	Support development including:

· Provide encouragement according to the child’s level

· Use appropriate language and friendliness

· Initiate communication relevant to their interests and capabilities

· Demonstrate developmentally appropriate expectations

· Appropriate behaviour management strategies

· Foster independence

· Respect, respond to child initiated communication

Supporting physical development:
· Utilising opportunities within daily routines

· Stage appropriate resources/activities to support fundamental movement skills

· Adequate nutrition for growth and development

· Foods to stimulate speech and jaw development

Supporting social development:
· Opportunities for one-to-one, small group and larger group interactions

· Modelling appropriate communication

· Acknowledge value and respect diversity

Supporting emotional and psychological development:
· Involve children in decision making

· Acknowledge and encourage efforts

· Provision of individual attention

· Respectfully respond to children’s feelings

· Recognise issues of concern relating to child’s participation in experiences

· Conduct and record observations that may indicate concerns

· Report concerns to supervisor

Support language development:
· Encourage verbal expression

· Provision of experiences to expose children to a range of language forms

Support creative development:
· Provision of experiences utilising a range of senses

· Encourage expression of imagination within play and interactions

· Experiences to encourage self expression

· Appropriate resources for children to initiate their own creativity

Support cognitive development:
· Provision of environment to stimulate cognitive development

· Encourage the exploration of problem solving 
	Comments:

	Industry requirements/knowledge of:

· Introductory knowledge of child development children 0 - 12

· Aspects of poor early childhood development – poor diet, lack of play, trauma

· Potential long term effects of poor early childhood development – depression, anxiety

· Fundamental movement skills

· Indicators of social, emotional indicators

· Process for observing, recording and reporting concerns

· Policies and procedures

· Childcare Regulations

· OHS
	Comments:


CHCIC301D Interact effectively with children
Question 13: 
Outline how you support children in developing and maintaining effective relationships.
Question 14:
Through your interactions with children, how do you promote positive behaviour?
	Communicating positively:
· Appropriate language style – age/stage, culture

· Key words of meaning

· Non-verbal communication

· Respectful interactions

· Non-gender specific

· Non stereotypical language

Promoting positive behaviour:
· Communicating expectations

· Identify and explain positive behaviour

· Suggesting positive options

· Attention to positive behaviour

· Application of limits within service policies
Collaborating with children about their interests:
· Consultation using a range of communication forms

· Regular interactions

· Encourage new ideas

· Allowing time to express ideas

· Positively acknowledging and acting upon suggestions

Respecting similarities and differences:
· Identifying and discussing likes and dislikes

· Differences as a resource

· Responding positively to communication styles used by children

Decision making process:
· Sharing ideas

· Discussing limitations

· Discussing safety factors and legal requirements

· Assist in planning and implementation of ideas

· Acknowledge suggestions that cannot be used

· Explore alternative options with children
	

	Industry requirements/knowledge of:

· Cross cultural issues

· Culturally appropriate communication

· Policies and procedures

· Childcare Regulations

· Rights of children

· OHS

· Range of children’s feelings and reactions

· Stage of development and age appropriate expectations of behaviour

· Range of behaviour management strategies in responding to challenging behaviours

· Different family practices
	


CHCRF301A Work effectively with families to care for the child

Question 15:
How do you establish a positive and trusting relationship with families?
Question 16:
Provide examples of where you have developed a positive relationship with a family which enabled the needs of their child to be communicated and/or met.
	Question 15
Establishing a positive relationship:

· Introductions

· Tour of facilities

· Verbal and non-verbal communication

· Creating a welcoming environment

Exchanging information about a child:

· Frequent communication

· Availability for parents

· Culturally appropriate communication

· Responding promptly to messages
	

	Question 16
Responding to concerns:

· Listening

· Responding according to policies and procedures

· Directing families to appropriate person/agency

· Effective communication – appropriate to age, cultural and linguistic background of individual

Reaching agreement about care practices including:

· Explaining significance of program

· Explain and discuss limitations

· Negotiation and compromises

· Clear communication of final decision

Facilitating child’s transition to care:
· Support familiarisation of service and staff

· Establishing consistent routines

· Reassurance

· Acknowledging feelings
	

	Industry requirements/knowledge of:

· Communication skills

· Diversity of family types and cultures

· Interpreter services 

· Policies and procedures

· Childcare Regulations

· Relevant QIAS principles
	


CHCCS400A Work within a relevant legal and ethical framework

Question 17: Within your work role, what rules and regulations (including legislation) do you need to be aware of? Provide examples of how you meet these regulations.
Question 18: Discuss how you have demonstrated duty of care responsibilities.
	Question 17
Policies, procedures and legislation:
· Privacy

· Health records

· Equal employment opportunities

· Poisons and therapeutics

· OHS

· Freedom of information

· Public health

· Criminal acts

· Registration and practice of health professionals

· Residential and community services

Application of the above in an ethical framework:
· Protects client rights when delivering services

· Demonstrates how rights, codes of ethics and duty of care responsibilities to clients and others are explained

· Works in an ethical manner

· Reports unethical behaviour
	Comments:

	Question 18:

· Works within/under a Code of Ethics

· Demonstrates respect for client privacy/security/ confidentiality

· Assists clients to achieve dignity and to participate in informed choice and decision making

· Promotes client’s freedom of association

· Assists clients to lodge a complaint

· Works with clients to an agreed standard of care

· Assists clients to access services

· Assists clients to recognise their right to express an idea or opinion
	Comments:

	Industry requirements/knowledge of:
· Workplace procedures

· Client Service Standards

· Privacy considerations

· Advocacy

· Duty of Care

· Respect for persons

· Rights of clients – human, legal and moral

· Effective communication

· Networking 
	Comments:


CHCCHILD401A Identify and respond to children and young people at risk

Question 19:
When you have felt that a child or young person may be at risk of harm, what child protection procedures have you implemented in order to protect them from harm and how did you report your concerns?

	· Applies child protection procedures such as lawful instruction and regulation including restraining orders, supervision and custody orders, legislation 

· Follows appropriate child protection procedures as determined by job role, organisational procedures, or interagency agreements 

· Implements intervention/disciplinary actions if required 

· Ensures confidentiality is maintained 

· Reports to supervisor (if applicable)

· Responds appropriately to disclosure 

· Ensures decisions made are relevant to job role/ organisational role 

· Recognises and responds to indicators of abuse 

· Knowledge of different types of abuse – emotional, physical, sexual, neglect, domestic violence

· Knowledge of the impact of the risk of harm

· Maintains good practice in relation to communication and gathering information

· Reports are completed and delivered promptly to appropriate person/s

· Reports to appropriate person under State legislative requirements: For example: Ombudsman, Child Protection Agency, supervisor, carer

· Demonstrates sensitivity and awareness of children and young person’s needs

· Works inclusively

· Allows for differences for dealing with children and young people

· Uses different methods to engage young people
	Comments:



	Industry requirements / knowledge of

· Policies and procedures

· Workplace procedures

· Duty of care

· Advocacy

· Privacy and confidentiality

· Rights of the child

· Legislation

· Effective communication
	Comments:


CHCIC302A Support Aboriginal and/or Torres Strait Islander families to participate in children’s services

Question 20: 
In your role, how have you supported the cultural identity of Aboriginal and/or Torres Strait Islander children by promoting cultural understanding and relationships?

Question 21: 
What is your understanding of the impacts of colonisation on Aboriginal and/or Torres Strait Islander people and communities?

	Question 20

Influence of personal cultural identity on interactions:
· Identification of significant events influencing personal beliefs and values

· Identification of aspects of the environment influencing personal cultural identity

· Examine aspects of family history

Supporting cultural identity:
· Identification and consultation with appropriate persons/groups/organisations

· Obtaining knowledge from families

· Process and sharing information in a culturally sensitive way

· Opportunities to share culture

· Opportunities to experience cultural diversity

· Demonstrated respect for language 

Creating environments to support children’s cross-cultural understanding and relationships:
· Fostering positive attitudes

· Encouraging awareness

· Promoting constructive relationships

· Role modelling inclusive, equitable and ethical communication

· Promote families involvement and participation

· Observe children’s interaction and participation

· Identifying need for additional support
Implementation of inclusive experiences:
· Gathering information

· Review of experiences and resources

· Plan and implementation of experiences (in consultation with supervisor)

Support the development of personal identity, self-esteem and positive self image:
· Establishment of relationships

· Communication and interactions

· Group activities to allow for collaborative problem solving

· Collaboration with peers/mentors/other staff to support individual children where appropriate

· Community protocols
	Comments:


	Question 21

Understanding of impacts of colonisation:
· Historical issues

· Contemporary impacts of historical issues

· Diversity of population in community and organisation
	Comments:

	Industry requirements/knowledge of:
· Childcare Regulations

· Effective communication

· Equity and diversity principles

· Anti-discrimination and stereotyping

· Local protocols

· Relevant QIAS principles
	Comments:


HLTOHS300A Contribute to OHS processes

Question 22: 
Within your role, how do you contribute to Occupational Health and Safety in your workplace?

	Planning and conducting work safely:
· Planning work in alignment with legislation/requirements

· Identification of hazards

· Responding to hazards

· Reporting risks

· Reporting incidents

· OHS housekeeping

· Maintain and update knowledge

· Manage stress and fatigue levels

Supporting others:
· Sharing information

· Checking practices of less experienced

· Providing guidance/coaching

Contribution:
· Raising issues

· Participation in workplace meetings/inspections/activities

· Providing assistance

· OHS Representatives and committees

· Reporting identified hazards

· Reporting inadequacies in control measures

· Safety checks of environment

· Contribution to risk assessments

· Providing input

Emergency situations:
· Identification and response to emergency signals and alarms

· Initial action to control/confine emergency

· Implementation of emergency response procedures
	Comments:

	Industry requirements/knowledge of:
· Hierarchy of control

· Knowledge of safety signs

· Standard emergency signals, alarms and required responses

· Principles of basic risk assessment

· OHS

· Childcare Regulations

· Policies and procedures
	Comments:
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