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	As a registered provider of a daycare service you must meet particular regulations.  These are the Childminding and Day Care (Wales) Regulations 2002 as amended by the Care Standards Act 2000 and the Children Act 1989 (Regulatory Reform and Complaints (Wales) Regulations 2006.  You can find them on our website: www.cssiw.org.uk 

This form is designed to help you make sure you meet Regulation 3A which is about how you review and improve the quality of care you provide.


You must review the quality of care you provide in your service each year. This is in addition to your usual inspection routine (whether you are inspected two yearly or each year).  Your annual review of your quality of care will include the views of parents, children, any local authority who has placed a child in your care and your staff.  At the end of your review you will decide what action to take to improve the quality of care you provide.  You must produce a report (a summary) of what you have looked at and record in it how you plan to improve your service.  Your report must be made available to parents of children you look after, any local authority who has placed a child in your care, your staff and Care and Social Services Inspectorate Wales (CSSIW). Your review is your look back at your service over the past months; your report will include what you found and your plans for improvements.

Although you can produce your report in any format of your choice, it must meet the regulations and by using this form you can be sure that you have.  When you have completed it, you will find it helpful to keep a copy and use it during the year to measure your progress against the actions taken. Please ask if you want a blank copy emailed to you.

About your report following your quality of care review

By looking at your report CSSIW will be able to see what your review covered, who was involved and what you identified as action points to improve the care you provide.  When you have looked at the quality of care you provide you may decide that some areas are working well and don’t need to be changed but you may also identify that some action is needed in certain areas of your service. 

Example 1:
	Your review of records shows you that there have been several incidents during certain play activities.  This means that you have looked at your activities programme, your risk assessment, the needs of children attending your setting and their access to equipment, and perhaps your staff qualifications and so on. Your policies that relate to or include any of these aspects may now need amending to prevent further similar incidents. You decide who is responsible for making the changes to the specific policies, when they will be completed and how and when parents and staff are informed. This is briefly noted in the report.


Example 2:
	By looking at the records you keep you know there have been no complaints from parents about the way you care for their children.  You notice however, that you are sometimes kept talking by parents when they collect their children and you want to consider how you might respond positively to parents while not being distracted from your work at this busy time of day.  You look at the information you give to parents about sharing information with them and identify a number of options that will give parents a flexible choice when you can give them your best attention.  You amend any relevant paperwork and the leaflet for parents, update your notice board and make sure that parents know about the changes. You also arrange for parents to feed back to you their views about how effective the new system is.  You briefly record this process in your report.


Summarise your decisions briefly in the relevant sections in this form.

It is not necessary to repeat any comments you have included in one section if you think they also relate to another section. For example you may decide that by making notes in the section on policies and procedures that you have also covered the section about premises.  In this case, make a note saying ‘covered in section on policies and procedures’ rather than writing the comments in both sections. Where sections do not apply to your setting please write N/A.

The local representative of your support network organisation can provide further assistance. 

About you:

If you provide daycare on non-domestic premises, please complete this section:

	Name and address of setting:



	Postcode:

	Telephone number:


	Name of registered person/responsible individual: (1)

Home address:

Post code:
	Name of registered person: (2)

Home address:

Post code:

	Telephone number:
	Telephone number:

	Mobile telephone number:
	Mobile telephone number:

	Email address:
	Email address:


	Name of registered person: (3)

Home address:

Post code:
	Name of registered person: (4)

Home address:

Post code:

	Telephone number:
	Telephone number:

	Mobile telephone number:
	Mobile telephone number:

	Email address:
	Email address:


Please attach additional sheets if needed.  Where sections do not apply to your service, please write N/A.

If you are a childminder, please complete this section:

	Your name:



	Your address:


	Address where childminding takes place if different:

	Post code:
	Post code:

	Telephone number:
	Mobile number:

	Email address:


Section A.  About your review

In Section A describe how you looked at the quality of the care you give and who contributed to your review:

	1. When did you last review your service?
	

	2. Which areas of your service did you look at to check the quality of care you provide? 

	

	3. Describe briefly how you included the views of children you care for in your review:

	

	4. Describe briefly how you included the views of those children’s parents/carers in your review:

	

	5. Describe briefly how you included the views of a local authority, referral scheme or other agency who may have arranged for you to care for a child:

	

	6. Describe briefly how you included the views of staff (and any volunteers) you employ:

	


	7. How will you make sure that everyone who requests, and is entitled to, a copy of this report will receive it?

	


Section B.  Managing your service

In this section please record any changes to your service since your last quality of care review and say what difference they have made - both positive and negative – to the quality of care you provide.  

Include how you intend to take forward any plans you have for future development.

	1. Are there any changes to your Statement of Purpose?  Say what they are and why they have been made:

	


(If you are a childminder, please go straight to 3)

	2. Describe briefly any changes in the organisation or management structure of your service and why they were made:

	


For childminders only:

	3. Record here any changes to your household members since your last inspection/review of care:

	


Section C Staffing (please state N/A where the question does not apply to your setting)

Safe recruitment practice and on-going staff support helps provide good quality care for children using your service. 

Use this section to record any action you have taken or plan to take (including time scale) about the following: 

Please include yourself as a childminder or registered person(s) / responsible individual, all staff and any volunteers: 

	1. Recruitment processes:

	

	2. Management of checks on staff (new and ongoing):

	

	3. Management support for staff (including continuous professional development):

	

	4. Staff training and qualifications (you can use the staff list provided with this form) 

	

	5. Staff changes:

	

	6. Staff meetings:

	


	Please note that you are required by regulation 19 to inform CSSIW of certain significant events and changes in your service.  CSSIW provides a form for this - please ask at your CSSIW regional office if you need one.


You need to keep the following information about staff (including volunteers) you employ:  

	Please refer to Regulation 16 (Suitability of workers) and Schedule 2: 

The following checks to be in place for each person working at your setting and available for CSSIW at the first inspection following your registration and for inspection following employment of each new recruit :   

· Proof of identity + photo

· Evidence of current enhanced CRB 

· Two written references (one of which must be from a previous employer)

· Statement of mental/physical health

· Documentary evidence of relevant qualification

· Full employment history, explaining any gaps - including why any previous employment as a carer ended. 


If you employ staff please complete the following section and return it with the self assessment form. It may be helpful to photocopy it if more rows are needed.

	Name of setting:
	


STAFF LIST: Report on all staff (including yourself if a member of staff) and any volunteers and students who work in the setting:

	Name and position held:
	Date started in post:
	Qualification 

level achieved:
	Qualification level working towards:
	Expiry date 

of first aid certificate:
	Date of child protection training:
	Date of food hygiene training:
	Additional training (list):
	Date of issue of CRB:

	
	
	
	
	
	
	
	
	

	1.


	
	
	
	
	
	
	
	

	2.


	
	
	
	
	
	
	
	

	3.


	
	
	
	
	
	
	
	

	4.


	
	
	
	
	
	
	
	

	5.


	
	
	
	
	
	
	
	

	6.


	
	
	
	
	
	
	
	

	7.


	
	
	
	
	
	
	
	

	8.


	
	
	
	
	
	
	
	

	9.


	
	
	
	
	
	
	
	

	10.


	
	
	
	
	
	
	
	


Section D The records you keep

By looking at the records you must keep for your service you will be able to judge whether you need to change the way you manage your service to improve it.  

Use this section to record any action (including time scale) you have taken or plan to take after reviewing your records of the following:

	1.Accidents and incidents:

	

	2. Complaints:

	

	3. Notifications that you must send to CSSIW:

	


Section E Policies and Procedures

By looking at your policies and procedures and how they work in your setting, you will be able to judge whether you need to make any changes to improve your service.  

Use this section to record any action (including time scales) you have taken or plan to take about the following areas:

	1. Risk assessment (including indoor and outdoor play):

	

	2. Safeguarding children (this includes staff recruitment and child protection):

	

	3. Meeting individual needs of the children you care for:

	

	4. Resources (this may include sustainability, staffing, premises, equipment):

	

	5. Food and drinks:

	

	6. Note here any changes to any other policies and procedures and why you have made them:

	


Section F Premises

Working and playing in a safe and interesting environment helps provide good quality care for the children who use your service. 

Use this section to record any action you have taken or plan to take about the following in your review of the premises – (including use of indoors and outside):

	1.
Risk assessment:

	

	2. Condition:

	


	3. Security:

	

	4. Fire safety arrangements:

	


Section G Requirements from your last inspection

Describe what you have done to meet any requirements made at the last inspection by CSSIW and Estyn (if applicable):

	


	DECLARATION FOR PROVIDER’S ASSESSMENT OF SERVICE


As childminder / registered person/s / responsible individual, I / we confirm that the information provided in this form is a true reflection of events and practice at this daycare setting. I am / we are aware that failure to take reasonable steps to ensure that the form does not contain misleading or inaccurate information is an offence and may bring my / our suitability to be registered into question.  (Regulation 3B; Child Minding and Day Care (Wales) Regulations 2002 as amended by the Care Standards Act 2000 and the Children Act 1989 (Regulatory Reform and Complaints) (Wales) Regulations 2006)

	Name of childminder / registered person(s) / responsible individual: (in cases of more than 1 registered person, 1 signature may be given on behalf of all)

	Signature


	Date


	Name of person completing this form:

	Signature and position (such as: registered person / responsible individual or person in charge)


	Date

	No. of additional sheets attached:
	


	For CSSIW use:

	Seen by inspector (name):


	Date:


Care and Social Services Inspectorate Wales

Data Protection Act 1998 – fair processing notice

This notice tells you about how we process personal data that we hold because of functions under the Care Standards Act 2000, Children Act 1989 and any associated legislation.  

What is personal data?

Personal data, as defined by the Data Protection Act 1998, is information that we have or are likely to have at some point relating to a person. Examples of data held by us include the following:

· information relating to a person’s application for registration, 

· information provided by referees 

· information about an employee (staff) of any person applying for registration

· a record that a criminal record check has been completed, the date the check took place and if the outcome of the check was successful

· inspection history of a service;

· event history (in other words, specific events which need to be noted); and

· complaints.

During an inspection or complaint investigation, it can also include information about service users (including children), and, where appropriate, relatives or representatives of service users.

Why we process personal data

In regulating services provided to children and vulnerable adults we seek to reduce risks to their welfare as far as possible.  We therefore take great care to check that everything is as it should be and to make sure that care providers’ e.g. 

· care homes for adults, 

· children’s homes, 

· domiciliary care providers

· nurses agencies

· residential family centres

· day nurseries, childminders, playgroups, out-of-school clubs, crèches and play-schemes etc., are meeting the appropriate regulations and national minimum standards of care. 

We will try to make sure that we only record information that is necessary, that it is accurate and kept secure and that it is only kept for as long as is necessary.  

How we use this personal data

As part of the National Assembly for Wales we use the personal data to:

· help the National Assembly carry out its legal functions  including the regulation of standards of care  under the Children Act 1989, Care Standards Act 2000, other relevant legislation and appropriate national minimum standards of care, and the inspection of public sector services;

· prepare statistical analyses (from which people cannot be identified); 

· provide information to Welsh Assembly Government Ministers, which will help them make decisions relating to policy changes; and 

· maintain a public register of registered persons.

Organisations which may share the personal data

We may share the information we hold with other organisations when the law allows.  For example this may be with:

· Local Authorities and other organisations where there is a need to share information to protect and support vulnerable people or where it is necessary for the purposes of their functions ; 

· various regulatory organisations such as ombudsmen and inspection authorities, where the law says that information must be passed so that they can do their work; and

· the Criminal Record Bureau and the police.

Your rights under the Data Protection Act 1998

The Data Protection Act 1998 gives you certain rights about the personal data we hold on you. This is not a full list but examples include:

· the right for any personal data held about you to be processed fairly and lawfully; 

· the right to ask for and receive copies of the personal data we hold about you, although we can sometimes withhold some information;  

· the right, in some circumstances, to prevent us from processing personal data if doing so will cause damage or distress; and

· the right to ask for wrong information to be put right.

You also have the right to ask the Information Commissioner, who enforces and oversees the Data Protection Act 1998, to assess whether or not processing your personal data is likely to keep to the conditions of the Act.

If you want more information

For more information about the personal data we collect and how we use it, if you have any concerns about the accuracy of personal data, or want to refer to your rights under the Data Protection Act 1998, you should contact:

· the National Assembly’s Data Protection Officer on 029 2082 3999; or

· the CSSIW National Office on 01443 848450.

You can also get more information on data protection at: www.informationcommissioner.gov.uk 
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