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This guide is designed as a simple introduction to writing a 
Quality Improvement Plan (QIP) for early education and care 
services.

This resource assumes you know the background to the NQF and 
you know if your service is covered by the new Regulations or not 
and, therefore, whether you have to write a QIP. 

It has been prepared as writing a QIP is a new strategy for 
everyone. It is different to writing a Self Study Report under the 
previous quality assurance system. It is also different to writing a 
planning document under assessment and reporting for the NSW 
Government.

This guide will also point you to more information when you are 
ready to use it.

Throughout this guide, we refer to DEC and ACECQA. DEC is the NSW Department of Education 
and Communities. It is the ‘state regulatory authority’ in NSW — in other words, it assesses 
services under the National Quality Framework and is responsible for ensuring compliance with 
the Regulations. ACECQA is the Australian Children’s Education and Care Quality Authority. This 
is the national organisation which oversees the NQF.

USING THIS GUIDE

WHAT YOU NEED TO DO
The actions you must take 
to comply with the National 
Quality Framework.

GOOD TO KNOW
Snippets of handy information.

READ MORE 
We know you have a lot to do, 
so this is an essential reading 
signpost.

> GOOD TO KNOW
The sections of the Regulation that have the parts you need to consult more regularly are 
Chapter 4 – Operational Requirements and Chapter 7.3 which contains the specific parts 
which apply to NSW services.

WHAT YOU 
NEED TO DO …
… Become familiar with 

the new Regulations.

Building 21, 142 Addison Road
Marrickville NSW 2204
Phone: (02) 8922 6444
Fax: (02) 8922 6445
Email: info@ccccnsw.org.au
Website: www.ccccnsw.org.au

The full Requirements 
around Quality 
Improvement Plans can 
be found in Regulations 
31, 55, and 56 of the 
National Law and 
Regulations. Download 
these from Community 
Child Care’s website: 
www.ccccnsw.org.au 
or the ACECQA website: 
www.acecqa.gov.au

READ 
MORE

WHAT YOU 
NEED TO DO …
… The Regulations require that all services:
▶   Must have a Quality Improvement Plan;
▶   Must keep it on the service premises;
▶   Show it to parents of a child who is enrolled or are 

seeking to enrol a child at the service;
▶   Must review and revise the QIP annually or at any 

time DEC directs; and
▶ Must submit it to DEC on request.

The QIP is one of the things that DEC must take into 
account when making an assessment of your service 
under the NQF.
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[ What is the first step in 
completing a QIP?… ]
…A self-assessment!

> GOOD TO KNOW
Once your service has been identified for assessment, you have six weeks to submit the QIP 
to DEC. Outside of the identified assessment process, DEC can require you to review and 
revise your QIP at any time or submit your QIP to them ‘on request’. DEC will notify services 
when the QIP needs to be submitted.

> GOOD TO KNOW
You do not need to address all standards and elements of the NQS in the Quality 
Improvement Plan.

[What goes in a QIP?]
A QIP must:
1.  Assess the operation, policy and practices of the service against the NQS  

and the National Regulations;
2. Identify areas that you consider may require improvement; and
3. Contain your service philosophy.

[What doesn’t go in a QIP?]
1.  Evidence that you are not meeting a regulatory requirement! Basically, if you are not 

meeting something you need to do under the Regulations or Law (and you don’t have 
a waiver for it), fix this immediately – before you even write your QIP! If you do have a 
waiver, or there is a really compelling reason why you cannot address the issue, put it 
in your QIP but make sure that it is earmarked as your ‘number one’ area that you will 
be working on. Services must meet regulatory requirements at all times – these are 
the minimum standards for operating a service.

2.  Something that you could resolve with an hour or two of attention. If something is this 
easy to improve upon, just do it!

Self assessment

QIP preparation

QIP implementation

This Simple 
Guide is all 
about this 

step of the QIP 
process
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[ What is the purpose 
of a QIP? ]
According to ACECQA (www.acecqa.gov.au), the aim of a QIP is: 

‘To help providers self-assess their performance in delivering quality education and 
care and to plan future improvements. The QIP also helps the regulatory authorities 
with their assessment of the service. A QIP helps providers to document the strengths of 
their services and to recognise areas for improvement.’

Community Child Care believes that a QIP is, above all, the document that:
	 ▶	Tells everyone what your service does well; and
	 ▶	Tells everyone:
	 					–		What quality improvements your service is working 

on improving first;
	 					–	How you are going to make these improvements; and
	 					–	How you are going with making these improvements.

ACECQA puts it this way: ‘The most effective improvements to service delivery 
are initiated from within the service, rather than being imposed from the outside. 
Therefore, once the quality of current practice in the service is assessed, the next step 
is to determine where quality improvements can be made and to plan effectively to 
implement them’. (p.5, Guide to Developing a Quality Improvement Plan).

Guide to Developing a 
Quality Improvement Plan  
http://tinyurl.com/
QIPGUIDE 

READ 
MORE

> GOOD TO KNOW
It is the Approved Provider that is responsible for completing a QIP for their service. This 
responsibility is most often delegated to the Nominated Supervisor or Director, but it is the 
Approved Provider who holds the legal responsibility for its completion and annual updating.

> GOOD TO KNOW
▶		DEC can ask you to revise your QIP at any time. 

▶			You do not have to use the template on the ACECQA website.

▶			There is no minimum or maximum length of the QIP.
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> GOOD TO KNOW
The Exceeding NQS column of the Ratings Instrument can be used to 
set good outcome/goals and success measures in your QIP. Download the 
Assessment and Ratings Instrument from the ACECQA website 
(http://tinyurl.com/assessinstrument). 

Look at the samples on 
pages 14–18 of ACECQA’s 
Guide to Developing a 
Quality Improvement 
Plan:  
http://tinyurl.com/
QIPGUIDE 

READ 
MORE

WHAT YOU 
NEED TO DO …

MAKE SURE:
▶  Your issue is something stopping 

you achieving the Standard/Element 
identified;

▶  You have describes the actual 
issue – not the solution in the key 
improvements section;

▶  Your outcome will resolve the issue/s;
▶  Your steps are clear for everyone and 

result in the outcome being achieved; 
and
▶  Your success is measureable,   
           or observable and concrete.

[ The major components 
of the QIP ]
	

	 ▶	Philosophy.

For each Quality Area:
	 ▶	Strengths (What your service does well in this Quality Area);
	 ▶	�Key Improvements Sought (What you are wanting to improve on 

and change this year);
	 ▶	Improvement Plan (What you are going to change and how).

Strengths
When completing the ‘Strengths’ section, think clearly about the strengths of your 
service in each Quality Area – this will be the areas where your service absolutely 
exceeds the minimum requirements of the National Quality Standard. Every service will 
have some areas they excel in. State these proudly. Often, families and children are the 
ones who can best inform you about the strengths of your service.

Key improvements sought
This section is where you identify the standard or element and the key identified issue. 
The identified issue is an area where you are not exceeding the standards or elements of 
the National Quality Standard. The reason you choose to work on an area is because you 
believe your service is not yet exceeding the requirements for this area. Describe the 
actual issue in this section – not the solution.

Improvement plan
This is the section where you identify how you will solve the issues outlined in the 
key improvements sought. Make sure your outcomes/goals and success measures 
are closely linked to your success measures and to your identified issues. If you work 
through the steps, will you reach your goal? More importantly, will it resolve the 
identified issue? If not, there is a problem – the steps or the goal, or both, need 
changing.

Think ‘big picture’ improvements when approaching your outcomes and 
goals. Make sure that linking to a single element doesn’t constrain you 
to small objectives or goals that fail to address the bigger issues that 
you may need to improve upon. If you end up with a shopping list of 
little things that need working on, you can end up with a plan that 
is not focussed and integrated. This can make it hard for everyone 
to work on implementing the plan. You are not constrained to only 
putting one standard or element next to each outcome or goal. You 
can have multiple standards against the one goal.
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[ Writing a QIP and layout 
tips and tricks ]
Assessment and Compliance Officers will have read hundreds of QIPS by the time every 
service in NSW is assessed. How can you make sure yours stands out, is easily readable, 
tells a coherent story about your service and is above all professional?

The two big tools you have to do this are:

 ▶ Clear layout; and 
 ▶ Good writing.

Strengths
Which of the following strengths is easier to read?
Example 1

 

The educational progress of each 
child is monitored and recorded 
by the early childhood qualified 
staff in collaboration with children 
and families and is documented 
using daily reflective diaries, group 
and individual portfolios, and a 
variety of displays. Staff, children 
and families actively engage in 
conversations about children 
and their progress, through daily 
conversations, sharing of digital 
portfolios, parent feedback in room 
diaries, centre newsletters and 
periodic family meetings.

   

OR

   

Each child’s educational progress 
is assessed by educators in 
collaboration with children 
and their families. Progress is 
documented in daily reflective 
diaries, group and individual 
portfolios as well as through 
displays throughout the centre. 

l Educators, children and families:
l actively discuss children’s 

progress;
l share digital portfolios; 
l provide feedback via room diaries; 

and 
l have periodic family meetings.

 

Use of short sentences and bulleted lists makes the second example easier to read. 

Example 2

Policies and Procedures inform and 
support Educators in the areas of 
Curriculum, Planning and Recording 
Children’s Experiences Procedure. 
All Educators receive extensive 
induction training prior to starting 
their employment at our Service. 
Our Service Director has written a 
comprehensive Staff Handbook.

   

OR

   

Policies and procedures inform 
and support educators in the 
areas of curriculum, planning and 
recording children’s experiences. 
All educators receive extensive 
induction training prior to starting 
their employment at our service. 
Our service director has compiled a 
comprehensive staff handbook.

 

Excessive use of capitalisation reduces readability. There is no rule of writing that says 
important words should be capitalised (like educator). Limit your caps to the first letter 
in a sentence, specific titles of publications, and proper nouns. (A proper noun names a 
specific (usually a unique) item such as Sydney, Carolyn, Rabbit Childcare).
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Example 3

A community based, not for profit 
service, our service takes pride 
in ensuring fair, equitable and 
affordable access and treatment 
of all families and we welcome 
family input and involvement, 
and believe in transparency and 
open communication with families 
in all matters concerning the 
service, from daily communication 
about children right through to 
staff recruitment and financial 
operations. Families are in turn 
very supportive of the centre, and 
have planned working bees to 
help improve our outdoor area, 
and fundraising initiative already 
planned for the near future. 
Communication with families is 
warm and respectful, and takes 
many forms; verbal and written on 
daily arrival and departure, emails, 
newsletters, signage and reflection 
posters, and family meetings held 
throughout the year.

   

OR

   

Our service is community-based 
and not for profit. 

l We take pride in ensuring fair, 
equitable and affordable access 
and treatment of all families;

l We welcome family input and 
involvement;

l We believe in transparency and 
open communication with families 
about our service;

l Our families demonstrate their 
belief in the service through 
strong participation in working 
bees and fundraising;

l We prize our service’s warm and 
respectful communication with 
families;

l We communicate orally and 
through written communication 
such as emails, newsletters and 
signs; and

l We hold family meetings 
throughout the year.

 

A QIP written in active voice is more dynamic and easier to read. Shorter sentences and 
the use of active tense or voice, rather than passive, make the second example easier to 
read. In an active sentence, the subject is performing the action described by the verb: 
‘We hold family meetings throughout the year’. In a passive sentence, the subject is 
having the action performed upon it: ‘Family meetings are held throughout the year’.

Your service has a name – use it!
Authorised Officers read hundreds of QIPs a year. Use the name of your service often 
throughout your QIP. It is good to use it repeatedly, especially in the strengths 
section. Let the reader have no doubts as to who this service is with all these 
great strengths.

Template layout
The QIP template can be challenging to use initially, but taking the time 
to make a QIP layout look clear and simple (or finding someone who 
can make it look good in Microsoft Word) is worth it.

Good, clear layout makes something more legible.  

 ▶ Consider the use of bullets;
 ▶ Larger point size for the typeface (12 point is a good size);
 ▶ Space between points;
 ▶ More space between paragraphs than lines. 

WHAT YOU 
NEED TO DO …

▶   Write the way you talk.
▶		Use short words, short 

sentences and short paragraphs.
▶		Use bulleted points.
▶		Don’t use big words or too much 

jargon.
▶		Cut out unnecessary capitals
▶			Check grammar, spelling and 

apostrophe use. 
▶			Ask a colleague to review your 

writing when you think your QIP 
is perfect.
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Key Improvements Sought 
Which of the following key improvements sought is clearer?
Example 1

 

3.3.1 Sustainable practices are 
embedded in service operations.

Identified issue: Continuing cycle 
of revisiting/enriching play based 
enquiry/learning to reinforce/
promote sustainable practices.

  

 

OR

   

3.3.1 Sustainable practices are 
embedded in service operations.

Identified issue:  Recycling activities 
are currently limited to paper 
recycling. Food scraps are not 
composted and experiences are not 
organised as often as appropriate 
to engage children in experiences 
that extend their understanding of 
sustainability issues. Our sustainability 
policy needs reworking and needs 
additional procedures added.

 

Identifying the issue makes the second example clearer.

 Example 2

3.1.3 Facilities are designed or 
adapted to ensure access and 
participation by every child in the 
service and to allow flexible use, 
and interaction between indoor and 
outdoor space.

Identified Issue: Outdoor learning 
environment.

   

OR

   

3.1.3 Facilities are designed or 
adapted to ensure access and 
participation by every child in the 
service and to allow flexible use, 
and interaction between indoor and 
outdoor space.

Identified Issue: Self-assessment 
identified that the way equipment and 
resources are currently organised 
in the outdoor environment do not 
contribute to children being able 
to self-determine what activities 
they wish to engage in and access 
the appropriate equipment without 
educator assistance.

 

Giving specifics of the issue makes the second example clearer.

Example 3

1.1.2 Each child’s current 
knowledge, ideas, culture, abilities 
and interests are the foundation of 
the program

We will talk to families about what 
happens at home more. We need to 
get more cultural resources.

   

OR

   

1.1.2 Each child’s current 
knowledge, ideas, culture, abilities 
and interests are the foundation of 
the program

We use a limited number of ways to 
actively seek information from our 
families to gain understanding about 
each child’s life, experiences and 
cultural practices.

 

Explaining how the service’s practice falls short of the intent of the element and why 
this is a problem makes the second example work better.
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Improvement Plan  
Which of the following Improvement Plans is better?
Improvement Plan
Standard/
element

What outcome or 
goal do we seek

Priority 
(L/M/H)

How will we get this 
outcome? (Steps)

Success 
measure

By when?

3.3.1 Sustainability H Educators to meet 
and discuss ideas for 
beginning our journey of 
sustainability.
Use family dialogue 
book to include families 
in the planning of this.
Talk with children about 
their knowledge and 
ideas and record these 
for future planning. 
Establish any items 
that will need to be 
purchased and plan 
from here.

Sustainability 
will be a 
natural practice 
embedded 
within the 
routines of our 
service.

Ongoing

OR
Improvement Plan
Standard/
element

What outcome or 
goal do we seek

Priority 
(L/M/H)

How will we get this 
outcome? (Steps)

Success 
measure

By when?

3.3.1 More sustainable 
recycling practices 
are embedded 
in the service’s 
practices.

H We will:
• Talk to school’s 

gardening club about 
compositing;

• Determine which 
families may use food 
scraps for chicken 
feed;

• Make signage for 
existing compost 
bin and encourage 
children and staff to 
use;

• Explore available 
grants for worm farms;

• Ensure staff talk 
to children about 
recycling on a regular 
basis;

• Include information on 
sustainability practices 
in place within centre 
in school newsletter at 
least once per term;

• Source draft 
sustainability policy 
from CCCC or other 
services as required;

• Become a member of 
NSW Early Childhood 
Environmental 
Education Network;

• Draft policy in 
consultation with 
families,children and 
staff.

Establishment 
of compost bin.

Establishment 
of donation box 
for families.

Display 
established 
to advertise 
recycling.

End of 
Term 2 
and Policy 
by end of 
Term 3

The second sample has an achievable, concrete goal, clear steps to get there, realistic 
ways of measuring success and a clear timetable.
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[ What to avoid ]
 ▶  Too many standards identified in need of quality improvements.
 ▶ Success measures not clear.
 ▶  Strengths understated. If your service is good at something state it proudly!
 ▶  Unrealistic timelines. How many quality areas can you really work on at one 

time?
 ▶  Progress comments not showing movement towards goal.
 ▶ Inclusion of things that are very simple to resolve.
 ▶  Inclusion of regulatory compliance issues. If you have to do something to 

comply with the Law or Regulations, just do it!
 ▶ Not enough detail.
 ▶ Too few quality improvements listed.
 ▶  Disconnect between obvious quality improvements needed and what is in QIP.

Most pressing issues should be dealt with as a priority.
 ▶ Goals not broken down to realistic actions.
 ▶ Bad writing, grammar and layout. 
 ▶ Big, but ultimately unachievable ideas.
 ▶ Not identifying who is going to do what.

After you’ve had your first Assessment and Rating, where to from here? 

What if you have received an excellent or exceeding rating? What goes into your QIP 
then? You can document how the service will maintain your quality practices and 
remember that there is always a way to improve. If money and time were not an object, 
what would you do? How then can you do these with the money and time you have? 

> GOOD TO KNOW
Although a well written QIP is important, more important is implementing it! Writing it is only 
the first step – many services can make big quality improvements even if they do not have the 
world’s best QIP. A good QIP can, however, make the act of improving quality at your service 
achievable. 

ECA has published a QIP 
they helped a service 
develop as part of 
their NQS Professional 
Learning Program. It 
uses a different format 
to the ACECQA template, 
which may suit some 
services. Go to: www.
earlychildhoodaustralia.
org.au/nqsplp/wp-
content/uploads/2012/11/
Quality-Improvement-
plan-2012.pdf 

READ 
MORE


