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INSTRUCTIONS FOR USE OF ACTION TEMPLATE

This resource has been developed to assist services with writing an Action Plan. This is a requirement for services that have not achieved accreditation status on two consecutive occasions.

A service that does not meet satisfactory standards on two consecutive occasions will receive a ‘Notice of Intention to Sanction’ from the Department of Families, Housing, Community Services and Indigenous Affairs.
After receiving this notice the service has 28 days to provide the department with a properly completed action plan.

The definition of a properly completed action plan is:
1. It is in writing;
2. It sets out in detail all the actions, including, where relevant, the associated time frames the service intends to take to achieve satisfactory progress in relation to the Quality Areas determined as unsatisfactory by the NCAC; and
3. It addresses all the actions suggested in the Continuing Improvement Guide, which is enclosed with the NCAC accreditation result letter to the service.

This resource provides services with a template, that when completed with full details, will satisfy the departments requirements for a ‘properly completed action plan’.

Along with the template, you will find some completed examples, which have been provided to demonstrate the type of detail required.
Please read the instructions for use prior to completing the template.

This template should be completed for all principals identified in your QIAS report as being unsatisfactory. You are required to explain, with as much detail as possible, how you plan to address and rectify each identified unsatisfactory principle. It is important that you also detail any
actions that have already been taken to rectify an issue that was identified as unsatisfactory during the Validation visit.
You are also required to provide details of how you intend to address all actions suggested in the Continuing Improvement Guide, which is enclosed with the NCAC letter you will have received when notified of the decision of non-accreditation.
The template is a Word Document so can be modified to allow you to vary the amount of space required to fully complete each section.

· Column 1: State the Principle being addressed.
· Column 2: State the specific issue/s relating to this principle that have been identified through the accreditation process, as requiring attention.
· Column 3: State all actions and strategies you will be implementing, and/or have already implemented, to address the identified issue. Also state any particular documentation required.
· Column 4: State the timeframe by which you will complete all identified actions / strategies/ documentation.
· Column 5: State who is going to take responsibility for completing each task (may be one or more persons)
· Column 6: State the date each identified action/strategy was completed and sign off.
EXAMPLE OF COMPLETED TEMPLATE
QUALITY AREA: FIVE: PROTECTIVE CARE AND SAFETY
	Principal
Number
	Issue/s to be addressed
	Actions/Strategies/Documents
	Timeframe for Completion
	Person Responsible
	Date Completed

	5.3: Staff ensure
that potentially
dangerous
products, plants
and objects are
inaccessible to
children

	
· Cleaning products /
detergents not clearly
labelled with contents

· No written policy and
procedures regarding the use and storage of
dangerous products
	
Ensure all cleaning product bottles and detergent
containers are clearly labelled with contents,
dilution and first-aid. Label stickers to be applied
to all containers / spray bottles and permanent
markers.
• Develop policy and procedures for the use and
storage of dangerous products
• Consult with staff and families
• Source current information from websites and
recognised health and safety authorities
• Date policy, state all relevant sources used and date for review
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30/09/08


30/09/08
15/09/08


30/09/08
	
Room Leaders







Director / COM


Director
Director / Staff


Director
	
10/08/08


	5.4: The service
ensures that
building and
equipment are
safe
	Power points accessible to
children did not have
protective secure caps in
place.
	Purchase protective caps for all accessible power points.
• Develop a safety check list that is to be completed
daily to ensure risks that may change are regularly monitored.
• Discuss safety issues and new procedures with all staff at next staff meeting.
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Director
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Quality Area: ____________

	Principal Number
	Issue/s to be addressed
	Actions/Strategies/Documents
	Timeframe
	Person/s Responsible
	Date completed
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