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OBSERVATIONAL RECORDING POLICY
PURPOSE  
Lower Plenty Primary School OSHC documents children’s participation, interests and experiences to inform an inclusive educational program, support each child’s learning and wellbeing, and guide ongoing program improvement.
SCOPE  
This policy applies to children, families, staff, management and visitors of the OSHC Service.
IMPLEMENTATION  
· Educators record meaningful observations of children’s participation and experiences to inform planning and evaluation, without unnecessary paperwork.
· Observations may be individual or group-based and recorded through methods such as:
· Individual and group observations 
· Communication book 
· Student portfolios 
· All About Me pages 
· What Happened Today pages 
· Evaluation forms 
· Educators record significant incidents, behaviour concerns or child protection matters promptly, factually and separately, following the relevant incident, child safety and reporting procedures.
· Records are stored securely and shared with families on request where appropriate, without disclosing another child’s or family’s confidential information. Photos and videos are taken and used only with required authorisation and in line with service policies.
· The Coordinator supports educators to use observations, children’s and families’ feedback, and regular reflection to plan and evaluate the program. Records are retained and accessed in line with National Regulations and the service’s privacy policy.
FURTHER INFORMATION AND RESOURCES  
Education and Care Services National Regulations 73–76, 168, 177, 181–183
National Quality Standard: Quality Area 1 (particularly Elements 1.3.1 and 1.3.2) and Quality Area 7
My Time, Our Place: Framework for School Age Care in Australia (Version 2.0); Education and Care Services National Law (Victoria)
REVIEW CYCLE AND EVALUATION
This policy was reviewed in October 2026 and is scheduled for review in October 2028.
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