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POLICY 

 
POLICY STATEMENT: 
The progress of each child will be documented, to provide information that will enhance 
the development of, and meet the needs of each child. 
 
 
OBJECTIVES/PRINCIPLES: 
1. Background information shall be collected on the enrolment form, and through 

discussions with the child’s parent(s) or guardian(s). 
 
2. All information collected shall remain confidential, being available to appropriate 

staff members, the Department of Education and Early Childhood Development, and to 
the child/ren’s parent(s) or guardian(s). 

 
3. Staff shall observe, interact with, and document the child/ren’s progress, to plan and 

establish activities for each child/ren for each week or fortnight. 
 
4. The documentation of a child’s progress shall be undertaken on a regular basis. 
 
5. The inclusion of all children, and their needs, in the planning of activities, will 

promote the enhancement of each child’s development. 
 
6. Families will be reminded twice per year that they may view their child’s file and chat 

to a staff member about their child’s development. 
 
7. Parent/teacher interviews will be offered at least once per year. 
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