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PROGRAM PLANNING AND EVALUATION

Policy:

Plans are prepared weekly by the Educational Leader in collaboration with
Educators who choose to attend Program Planning Meetings. Programs are
reviewed after each session to ensure they are meeting the developmental needs
and interests of children. Evaluations and observations of children’s involvement in
the program are recorded daily.

Educators regularly ask children to express ideas and reflections and this
information is used to refine daily routines and prepare the weekly plans.

Programs cater for cultural diversity and a range of interests, developmental levels
and social development. They include structured and unstructured activities and
allow for choice, flexibility and responsiveness on a day-to-day basis.

Programs are on display for children, families and Educators to view.

Procedures:

Planning and Evaluation Cycle
(from the Victorian Early Years Learning and Development Framework)

Planning and Evaluation - 1 -
Last updated: September 2024
To be reviewed: September 2025



Biz – E - Kidz Policies and Procedures
_____________________________________________________________________

Program Planning meetings occur on Wednesdays at 12:30 - 2:15PM at Errol St.
Everyone is welcome. The meeting is facilitated by the Educational Leader. In their
absence, interested Educators perform the below tasks.

1. One person is allocated as the scribe, who documents the discussion. The

point is to show what was talked about in the meeting, who said what, and

who attended. It doesn’t need to be very detailed, just needs to be done.

2. Log in to the Google Drive and read the Captain’s Log from the past week,

make notes of any relevant suggestions and discuss. Use this email to log in

oshc.north.melbourne.ps@education.vic.gov.au

3. Look in the ‘Suggestions Box’ on the Errol St front desk, read and document

any suggestions.

4. Log into NMPS’ Cultural calendar padlet to see culturally significant days

coming up https://nmps.padlet.org/michaelgriffiths4/calendar Password:

nmps

Double check dates are correct for this year.

5. Look up the dates of any remaining days on google to see if any notable

events are happening.

One day per week the theme should focus on a significant Aboriginal or

Torres Strait Islander figure, story or event (a recent art exhibition, sporting

figure, historical event, etc).

6. Each of the five days of the week are allocated to a person. The person does

further research about the theme of their allocated day, writing up an

explanation of it to be read out to children at the daily meeting, finding

indoor and outdoor activities related to it, and writing this up.

7. If there is a laptop available, log in to Canva to create the weekly Program

Plans from templates. This can be done / completed after the program

planning meeting.
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- https://www.canva.com/ Canva login - select ‘login via email’ - use

oshc.north.melbourne.ps@education.vic.gov.au

- Check email for login code from BEK PC computers’ Outlook app.

- Along the left side of the Canva screen, select ‘Projects’

- Templates for Seniors and Juniors Program Plans are shown here.

- Click the ‘…’ above the templates and select ‘Make a Copy’.

It is easier to fill out one campus’ Program Plan, make a copy of it and then

edit the copy to be specific to Juniors or Seniors.

- Rename and Edit the Copy.

- FIll in all the blanks and add resources and extra info to additional pages

below the template, in the same document.

- Download the Seniors and Juniors versions as PDFs when finished.

- Add the downloaded plans to the

oshc.north.melbourne.ps@education.vic.gov.au Google Drive folder ‘Program

Plans’ > ‘Current Plans’.

- Print 2 copies of each plan on Monday and display.

8. If all above tasks are covered and an attendee would like this task, they can

print photos from iPads and make Learning Outcome Posters.

9. Ensure all notes are added to the Drive > Program Planning > Prog Planning

Meeting Notes > 2024 Meeting Log - Program Planning

This is the running document that acts as a log of Program Planning Meeting

notes.

A range of fun activities are planned, appropriate and inclusive to all ages and needs,
aiming to provide children with a variety of experiences catering for a range of
interests and social, cultural, linguistic and ability backgrounds.
Plans champion children’s cultural safety, endeavouring to include materials,
activities and resources that represent diverse cultural backgrounds including
Aboriginal and Torres Strait Islander experiences.
Opportunities for small group / large group and quiet / active experiences are
planned.

Holiday Program Planning
Holiday Program Planning needs to begin by week 4 of term!
● Program Planning team / Educational Leader/s make a draft plan for the

Coordinator to work from to write the Holiday Program Plan to send out to
families. Educational Leader / an Assistant Coordinator should read over this
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and ensure the advertised activities are appropriate for what we can manage
to do in a day.

● All advertised activities must be planned to a level of detail that an RPIC could
hand the program plan paper to an Educator to run.

● Ordering of materials: lots of materials will need to be ordered. Try to think
very far outside the box: consider what we could buy from Bunnings,
Amazon, or other random places that would fun for open-ended crafts, team
activities etc. The less suppliers the better.

● The program plan for the first week of the following term needs to be
prepared either at the end of the preceding term or during the Holiday
Program.

Implementing the Program:

● The current program plan is on display at all times: on the whiteboard or the
display board at the entrance.

● The daily program is discussed with the children at the 4.00pm daily meeting
and informally throughout other sessions.

● A range of structured and unstructured activities are always provided.
● Quiet areas for completing homework and reading are provided: at Errol St,

the round eating tables in front of the kitchen, or the couches at the back; at
Molesworth St, the beanbags in the carpeted room, and depending on
staffing, the whole of the carpeted room can be used.

● Lists of any children who are going to other areas of the campus outside of
the usual play areas (e.g. ESC Southside playground, MSC Gym or Ground
level playground) for an activity are kept at the front desk.

● Educators encourage children to choose activities themselves to promote
individual agency, ownership of the program, as well as to cater for differing
interests and developmental levels.

● During activities Educators facilitate and model discussion of different
experiences, cultures and current events with the children.

● Educators look for teachable moments during program delivery, using these
opportunities to expand the activity, facilitate progress towards learning
outcomes, discuss safety, particularly physical and cultural safety, or as a
direction for general discussion.

● Educators aim to provide children with positive feedback and experiences.

Planning and Evaluation - 4 -
Last updated: September 2024
To be reviewed: September 2025



Biz – E - Kidz Policies and Procedures
_____________________________________________________________________

● There is a focus on providing children with the opportunity to take part in
new activities and experiences that they may not have previously been
exposed to.

Daily evaluations and observations:

● Educators observe and are aware of children and make spontaneous changes
to the program plan where required.

● Observations are linked to OSHC Learning outcomes:

1. Children and young people have a strong sense of identity

2. Children and young people are connected with and contribute to
their world

3. Children and young people have a strong sense of wellbeing

4. Children and young people are confident and involved learners

5. Children and young people are effective communicators

● Observations and evaluations of individual children’s progress towards the
learning outcomes are made in the Captain’s Log (Service Log).

Recording evidence of observations and events:

● Evaluations, reflections and observations are documented after every session
by Educators by making notes in the Captain’s Log (Service Log) - stored on
the Google Drive.
Documentation can include:

o Evaluations and reflections on structured experiences and routines
o Interactions between children and other children/educators
o Positive behaviour and interactions
o Any child initiated experiences observed
o Suggestions for extending or new structured experiences
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o Observations of the children and their involvement.
● Educators are encouraged to include reference to learning outcomes in their

reflections.
● Educators are encouraged to submit further documentation via other

communication methods E.g. Email or SMS.
● This information is taken into account when preparing the next week’s plans.
● The Communication Book is used for tracking the behaviour of children where

there has been an issue. It is used to record conversations with parents,
general behaviour and behaviour issues and incidents. All information is
recorded discreetly, with respect for all children’s and families’ privacy and in
an unbiased way.

Meeting the needs of children:

● At the beginning of each school year, and whenever a new enrolment is
received, the Coordinator reviews all enrolment forms to be aware of the
specific needs of children as outlined on the enrolment.

● Occasionally, activities are conducted to gather feedback from children on the
program. Such activities include, but are not limited to:
- Discussions during meeting times in which children offer feedback and
suggestions
- Paper-based feedback activities
- Small group discussions.

● A suggestion box on the front desk allows children and families to provide
feedback and suggestions.

● Educators write up a communication book entry recording any information
that is relevant to the rest of the staff on a particular child, incident or need.
This information can often assist with planning.

● Any information received from parents and management relating to planning
is also taken into account.

● Scheduling choices for activities are tailored to the cohort on each day when
possible, allowing for development of ongoing projects.

● Communication from parents regarding children’s activity preferences inform
activity scheduling.

Equipment required:

Biz-E-Kidz Program Plan templates - on Canva
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Program Planning Folder on Google Drive

Meeting Log - Program Planning

Enrolment information

Weekly Program Plans

Whiteboard and markers

Captain’s Log

Communication Book

OSHC Learning Outcomes (My Time, Our Place) and National Quality Framework
Documents
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