
The Kinder Garden 
Staff Appraisals Policy 

Aim 
The Kinder Garden ensures the highest quality of early childhood education and care throughout its services, through the use of 
appraisals to evaluate the work performance and knowledge of their educators and staff employed. 

Legislative Requirements 
Equal Opportunity Act 
NSW Anti Discrimination Act 1977 
Commission for Children & Young People Act 1998 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2011 
National Quality Standards 2011 
NSW Department of Education & Communities  
Workplace Relations Act 1996 (Cth.). 

Who is affected by this policy? 
Educators 
Staff 
Management 

Implementation 
The Approved Provider/ Nominated Supervisor will ensure all staff/educators engage in an appraisal following the end of their 
probationary period. 
The purpose of a staff appraisal is to: 

- Encourage workplace performance 
- Determine a work plan and goals for the year ahead 
- Help plan training  

Applicants will be notified of their appraisal interview time and place. 
The Approved Provider/Nominated Supervisor of the Education and Care Service will conduct the appraisals. 

The Approved Provider/Nominated Supervisor's Role:   
• To communicate expectations 
• To observe performance 
• To measure performance against expectations 
• To communicate evaluation to staff member 
• To provide support and strategies which the Educator or other Staff can use to achieve a higher rating 

Educator or other Staff Member's Role:  
• To understand their performance rating and ways of achieving a higher rating 
• To think about things they would like to see happening with their job in the future. 
• To develop short term and long term goals using the suggested comments of the appraisal 

Appraisals need open communication to help the Approved Provider/Nominated Supervisor and the educators and other staff to 
achieve the desired results. It is not a discipline action but is aimed at helping an Educator or other Staff member set realistic goals and 
standards for their position.  
Stage 1 - a review of your practices and pedagogy against a list of professional practices and the ECA Code of Ethics will be 
completed by the approved provider/nominated supervisor independently and in confidence 
Stage 2 – an interview will be conducted with the employee to reflect on their current practice and pedagogy 
Stage 3 – the review/feedback of your practices and pedagogy as noted by the approved provider/nominated supervisor in stage 1 
will be shared with the employee and discussed. The employee’s responses and discussion will be documented. 
Stage 4 - Together with the approved provider/nominated supervisor the employee will determine areas for focus and development 
over the next 6 to 12 months. Professional development will be planned and scheduled. Refer to the professional development and 
training policy. 
Stage 5 – A periodic review of your professional development and training will occur where the employee and approved provider/
nominated supervisor review the training completed thus far and discuss needs for further training. 
Once each goal has seen progression and development (after 6-12 months) the appraisal process will begin again from Step 1. 



All documents and discussions that take place throughout the appraisal process are to remain confidential between the candidate 
and approved provider/nominated supervisor.  
A team collaboration of individual professional goals is encouraged where educators/staff share their ideas and experiences. 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all times. 

Sources 
Children’s and Young Persons (Care and Protection) Act 1998  
Educational Services (Teachers) Award 2010  
Children’s Services Award 2010 
National Employment Standards 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2011 
Guide to National Quality Standards 2011  
Australian Children’s Education & Care Quality Authority  
NSW Department of Education  
Fair Work online www.fairwork.gov.au  Retrieved: 2nd November 2016 
Privacy and Personal information Protection Act 1998 

Review 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested parties. 

Reviewed: November 2016   Date for next review: November 2017 



Staff Appraisal Document 
The process of staff appraisal is put in place to not only to improve staff current 
performance in the workplace but also to make decisions about the skills we need to 
develop as a team in order to achieve our ambitions for our future success. 

 The appraisal process consists of 5 stages: 
1. Preliminary evaluation of the staff member’s professional practice and ethics 

2. Interview between the staff member and Nominated Supervisor/Director 

3. Collaborative review of the staff member’s preliminary evaluation notes 

4. Forward planning for professional growth 

5. Periodic review of professional growth and development progress 

All records and discussions noted throughout the appraisal process will remain 
confidential between both parties (the employer and the employee). 

Employer: The Kinder Garden                     Service Location: ______________________________ 
Employer Representative (Centre Director/Nominated Supervisor): 
_______________________ 
Employee: ____________________________________________________________________________ 
Employee Qualifications: ______________________________________________________________ 
Date of Employment: __________________________________________________________________ 

Appraisal Timeline: 
Preliminary Evaluation - _______________ 
Interview - __________________________ 
Collaborative review - _________________ 
Forward Planning - ___________________ 
Periodic Review - ____________________        _____________________         ___________________ 

All information noted within this document is agreed upon by both parties and will remain 
confidential. 
Director: ___________________________                Employee: ____________________________ 
Signature: _________________________                Signature: _____________________________ 
Date: ______________________________                Date: _________________________________ 



Stage 1: Preliminary Evaluation of Staff Member’s Professional Practice 
F = Frequently          O = Occasionally          N = Never 
General Work Habits F O N

Arrives on time

Reliable in attendance

Responsible in job duties

Alert in health and safety matters

Flexible with tasks and rosters

Maintains a positive attitude

Gives ample notice for absence

Remains calm in tense situations

Feedback/Notes:

Interaction With Children F O N

Friendly, warm and affectionate

Eye to eye interaction

Uses modulated, appropriate voice

Shows respect for individuals

Is aware of developmental levels

Encourages independence and self-help

Avoids stereotyping and labelling

Reinforces positive behaviour

Uses positive discipline techniques

Regularly records observations of children

Feedback/Notes:



Classroom Management F O N

Creates an inviting learning environment

Maintains a safe environment

Provides age appropriate activities

Develops goals from observations

Facilitates growth in all areas of development

Serves as an appropriate role model

Anticipates problems and redirects behaviour

Is flexible, responsive to children's needs

Is prepared for the day's activities

Handles transitions well

Feedback/Notes:

Working With Parents F O N

Available and approachable with parents

Listens and responds well to parents

Is tactful with negative information

Shows respect for those from diverse backgrounds

Maintains confidentiality

Seeks a partnership with parents

Regularly shares information about the child's progress

Involves parents in centre activities and events

Feedback/Notes:



 Interaction With Children F O N

Is friendly and respectful

Strives to assume a fair share of work

Shares ideas and materials

Communicates directly, avoids gossip

Approaches criticism with learning attitude

Looks for ways to be helpful

Solves conflict independently

Feedback/Notes:

Professionalism and Growth F O N

Takes job seriously, seeks skill improvement

Participates in meetings, workshops, classes

Sets goals for personal growth

Behaves in an ethical manner

Feedback/Notes:



Stage 1 cont.: Preliminary Evaluation of Staff Member’s Professional Ethics (as 
stated in the ECA Code of Ethics) 
In relation to children does the staff member: 

act in the best interests of all children 

create and maintain safe, healthy, inclusive environments that support 
children’s agency and enhance their learning

provide a meaningful curriculum to enrich children’s learning, balancing child 
and educator initiated experiences 

understand and be able to explain to others how play and leisure enhance 
children’s learning, development and wellbeing 

ensure childhood is a time for being in the here and now and not solely about 
preparation for the future 

collaborate with children as global citizens in learning about our shared 
responsibilities to the environment and humanity 

value the relationship between children and their families and enhance these 
relationships through my practice 

ensure that children are not discriminated against on the basis of gender, 
sexuality, age, ability, economic status, family structure, lifestyle, ethnicity, 
religion, language, culture, or national origin 

negotiate children’s participation in research, by taking into account their 
safety, privacy, levels of fatigue and interest

respect children as capable learners by including their perspectives in 
teaching, learning and assessment 

safeguard the security of information and documentation about children, 
particularly when shared on digital platforms.

Feedback/Notes:

In relation to colleagues does the staff member:

encourage others to adopt and act in accordance with this Code, and take 
action in the presence of unethical behaviours

build a spirit of collegiality and professionalism through collaborative 
relationships based on trust, respect and honesty



acknowledge and support the diverse strengths and experiences of 
colleagues in order to build shared professional knowledge, understanding 
and skills

use constructive processes to address differences of opinion in order to 
negotiate shared perspectives and actions

participate in a ‘lively culture of professional inquiry’ to support continuous 
improvement

implement strategies that support and mentor colleagues to make positive 
contributions to the profession

maintain ethical relationships in my online interactions.

Feedback/Notes:

In relation to families does the staff member:

support families as children’s first and most important teacher and respect 
their right to make decisions about their children

listen to and learn with families and engage in shared decision making, 
planning and assessment practices in relation to children’s learning, 
development and wellbeing

develop respectful relationships based on open communication with the aim 
of encouraging families’ engagement and to build a strong sense of 
belonging

learn about, respect and respond to the uniqueness of each family, their 
circumstances, culture, family structure, customs, language, beliefs and 
kinship systems

respect families’ right to privacy and maintain confidentiality.

Feedback/Notes: 



In relation to the community and society does the staff member:

learn about local community contexts and aspirations in order to create 
responsive programs to enhance children’s learning, development and 
wellbeing

collaborate with people, services and agencies to develop shared 
understandings and actions that support children and families

use research and practice-based evidence to advocate for a society where 
all children have access to quality education and care

promote the value of children’s contribution as citizens to the development of 
strong communities

work to promote increased appreciation of the importance of childhood 
including how children learn and develop, in order to inform programs and 
systems of assessment that benefit children

advocate for the development and implementation of laws and policies that 
promote the rights and best interests of children and families.

Feedback/Notes:

In relation to the profession does the staff member:

base my work on research, theories, content knowledge, practice evidence 
and my understanding of the children and families with whom I work

take responsibility for articulating my professional values, knowledge and 
practice and the positive contribution our profession makes to society

engage in critical reflection, ongoing professional learning and support 
research that builds my knowledge and that of the profession

work within the scope of my professional role and avoid misrepresentation of 
my professional competence and qualifications

encourage qualities and practices of ethical leadership within the profession

model quality practice and provide constructive feedback and assessment 
for students as aspiring professionals

mentor new graduates by supporting their induction into the profession



Stage 2: Interview 
What aspects of your career and position within the centre do you find most rewarding 
and fulfilling? 
_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

What challenges have you faced or are currently facing which may be impacting on 
your job performance? 
_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

What skills are you currently working on (professional or personal)? 
_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

What skills and knowledge would you like to develop further? 
_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

Feedback/Notes:



Where do you see yourself in 5 years? 
_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

Explain your understanding of the Early Childhood Australia Code of Ethics? 
_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

Explain your understanding of the National Quality Framework (NQF)? 
_______________________________________________________________________________________

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

Explain your understanding of the accreditation process and the centre’s Quality 
Improvement Plan (QIP)? 
_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 



Stage 3: Collaborative Review of the preliminary evaluation notes 
Professional Practice Area Staff Member’s Response/Feedback

General work habits

Interaction with children

Classroom management

Working with parents

Working with colleagues



Professionalism and 
growth

Professional Ethics Area Staff Member’s Response/Feedback

In relation to children

In relation to colleagues

In relation to families

In relation to the 
community and society



In relation to the profession

Professional Ethics Area

In relation to children



Stage 4: Forward Planning for Professional Growth 

Area for 
professional growth

How? 
mentoring, inservice training, performed 

management tool

By When? 
timeline in which to 
achieve a level of 
growth considered 

satisfactory



Stage 5: Periodic Review of Professional Growth 
Area for 

professional 
growth

How? 
mentoring, inservice training, performed 

management tool

Progress Notes 
(date all notes made)




