[Setting Name]										[Session]

Sample Quality Assurance Calendar
	Term 1
	Notes
	August
	Date 
	September
	Date 

	
	· monitoring activities can be moved to suit the needs of the setting and the calendar can be added to where additional monitoring activities are carried out
· developmental overviews should be completed by keyworkers on an ongoing basis
· self-evaluation should be completed on an ongoing basis – reflective tasks should suit the setting’s current focus and will action points from inspection visits and the National Standard
· views of children, parents and staff should be gathered 
· child protection training should be added to the calendar in line with the setting’s usual cycle – ensure any new staff receive training when they start
· staff review and development meetings should be added to the calendar as appropriate to the setting’s regular cycle
· inductions should be planned before a child starts and audited to gather views
· blended placements – keyworker to contact other setting within 2 weeks of a child’s start date
· monitor allergens and nutritional content of snack and/or lunch using Setting the Table and Food Matters
· settings should find creative ways of involving all staff in self-evaluation
· evidence of monitoring should be stored with the setting’s self-evaluation records
· the ‘Making Links to National Guidance’ document will help settings to evaluate against a variety of quality frameworks
· Advice on Gaelic Education should be used to support self-evaluation and monitoring in GM settings
	staff meeting
	
	staff meeting
	

	
	
	risk assessment in place
	
	audit and evaluate profiles including DOs/PCPs
	

	
	
	monitor Personal Care Plans (up to date and signed)
	
	monitor planning/curriculum coverage
	

	
	
	review staff training needs and consult HC online training calendar – all staff to sign up to ELC blog and training ongoing throughout session
	
	submit Improvement Plan to Highland Council (date subject to change)
	

	
	
	first aid boxes – check contents/use by dates
	
	SSSC fees – remind staff to check registration
	

	
	
	administration of medication check – storage/protocols/dates on medication
	
	policy review
	

	
	
	SSSC fees – remind staff to check registration
	
	monitoring of hygiene records/infection control
	

	
	
	policy review
	
	stay, play and learn with audit
	

	
	
	stay, play and learn with audit
	
	children’s self-portraits/line drawings
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Term 2
	October
	Date 
	November
	Date 
	December
	Date 

	
	staff meeting
	
	staff meeting
	
	staff meeting
	

	
	monitor accident/incident records
	
	monitor planning/curriculum coverage
	
	monitor accident/incident records
	

	
	monitor Pre-school Form 1s 
	
	update ELC handbook
	
	monitor Pre-school Form 1s
	

	
	SSSC fees – remind staff to check registration
	
	policy review
	
	policy review
	

	
	monitor Personal Care Plans (up to date and signed)
	
	stay, play and learn with audit
	
	stay, play and learn with audit
	

	
	administration of medication check – storage/protocols/dates of medication
	
	SSSC fees – remind staff to check registration
	
	SSSC fees – remind staff to check registration
	

	
	first aid boxes – check contents/use by dates
	
	
	
	
	

	
	policy review
	
	
	
	
	

	
	stay, play and learn with audit
	
	
	
	
	

	Term 3
	January
	Date 
	February
	Date 
	March
	Date 

	
	staff meeting
	
	staff meeting
	
	staff meeting
	

	
	monitor Personal Care Plans (up to date and signed)
	
	monitor planning/curriculum coverage
	
	audit and evaluate profiles including DOs/PCPs
	

	
	review risk assessment
	
	enrolment (ELC usually Feb)
	
	monitor accident/incident records
	

	
	first aid boxes – check contents/use by dates
	
	SSSC fees – remind staff to check registration
	
	SSSC fees – remind staff to check registration
	

	
	CI Annual Return 
	
	policy review
	
	insurance certificates
	

	
	enrolment (school usually Jan/Feb)
	
	monitoring of hygiene records/infection control
	
	policy review
	

	
	handbook update
	
	stay, play and learn with audit
	
	stay, play and learn with audit
	

	
	SSSC fees – remind staff to check registration
	
	children’s self-portraits/line drawings
	
	
	

	
	administration of medication check – storage/protocols/dates of medication
	
	
	
	
	

	
	policy review
	
	
	
	
	

	
	ELC children to be included in ASN return (LA only)
	
	
	
	
	

	
	stay, play and learn with audit
	
	
	
	
	

	Term 4
	April
	Date 
	May
	Date 
	June
	Date 

	
	staff meeting
	
	staff meeting
	
	staff meeting
	

	
	audit parents on Improvement Plan
	
	children’s self-portraits/line drawings
	
	stay, play and learn with audit
	

	
	monitor Pre-school Form 1s
	
	audit and evaluate profiles including DOs/PCPs
	
	SSSC fees – remind staff to check registration
	

	
	monitor Personal Care Plans (up to date and signed)
	
	monitoring of hygiene records/infection control
	
	monitor accident/incident records
	

	
	first aid boxes – check contents/use by dates
	
	reports submitted by keyworkers for quality assurance by senior management
	
	policy review
	

	
	Duty of Candour – complete report
	
	SSSC fees – remind staff to check registration
	
	key worker meetings with P1 teacher – discuss pupil transition and DOs
	

	
	SSSC fees – remind staff to check registration
	
	monitor planning/curriculum coverage
	
	
	

	
	administration of medication check – storage/protocols/dates of medication
	
	submit Developmental Overviews to Highland Council
	
	
	

	
	policy review
	
	policy review
	
	
	

	
	stay, play and learn with audit
	
	stay, play and learn with audit
	
	
	

	Observation Visits

	Observation visits should be planned throughout the year to include:
· quality of spaces – indoors and outdoors
· quality of interactions
· quality of children’s experiences
· learning opportunities across the curriculum
· any other areas specific to the setting’s improvement agenda
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