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Reflective Practice Policy 
 

Policy Statement 
 

We aim to provide the best possible service within the context of meeting duty of care and 
maximising learning opportunities for all team members and service users. To enable our 
teams to perform at their optimum, they will be provided with appropriate support, 
guidance and professional development. 
 

Reflective practice is a two way process between the service coordinator and the 
individual team member, working mutually to ensure competent, accountable performance 
in line with service goals and the team members professional development goals and 
requirements. 
 

The purpose of this policy is to establish clear expectations and requirements of the 
reflective process to support the development of a team culture that will: 

 Support and promote the development of individual team members  competencies  

 Enhance professional development  

 Develop and maintain high team and individual  morale  

 Increase job satisfaction 

 Maintain service standards and best practice outcomes  

 Work within the National Quality Standards and the Victorian Early Years Frameworks 

Strategies and Practices 
 

All team members will have regular access to quality reflections. This commitment is 
demonstrated by ensuring that each team member has a designated coordinator who has 
undertaken supervision training, to carry out the requirements of this policy. 
 

Reflective Practice can take several forms, including: 
 formal reflections (described herein) 

 informal reflecting, which may involve discussion around a particular issue and may or may not be 

in a private, uninterrupted setting 

 “live” reflections, where the coordinator undertakes joint visits or operational work to either act as a 

mentor, or to provide constructive feedback on the team members practice 

 Team reflections, where the coordinator meets with the team to discuss work-based issues 

It is expected that, depending on the agreed needs of reflections and the team member/work 
circumstances, coordinators utilise each of these forms of reflective practice  
 

Purpose and Principles of Reflective Practice 
The purpose of reflective practice within a children’s service is to:         

 Assist with the professional development of team members 

 Provide a form of work-based support for the team member, recognising the demands of the job 

and considering ways to address these demands 

 Ensure that each team member has reasonable resources required to perform their duties 
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 Ensure that each team member understands their roles and responsibilities 

 Ensure that team members fulfil responsibilities to appropriate standards 

 Ensure quality of service to service users, in line with professional standards and requirements 

 Provide regular constructive feedback to team members 

Reflective practice is based on the following principles: 
 All team members are required to reflect as a necessity 

Reflective Practice is: 
 A shared responsibility 

 Regular and uninterrupted (where practicable) 

 Based on a negotiated agreement between the coordinator and the team member, in line with 

service goals 

 Based on principles of mutual respect and trust 

 Based upon principles of confidentiality 

 Promotes reflective, competent and accountable practice 

 Framed within adult learning principles 

 Flexible in delivery, in accordance with agreed need and work requirements (where, due to 

circumstances or the learning needs of the team member, more supervision at critical times may 

be required) 

The Functions of the Reflective Practice Process 
Reflective practice will fit within the overall performance appraisal for the team member and 
involves the critical areas of managerial, educative, supportive and mediation tasks 
 

Managerial: areas include: a focus on the processes and procedures of the work and a focus on 
the written job description; such as clarifying roles and responsibilities; task allocation, monitoring 
workload, time management, reviewing written work and documentation, information exchange; 
data collection or other requirements, establishing and monitoring key performance indicators, 
targets or expected outputs, teamwork performance 
 
Educative: involves challenging and extending the team member to examine practice, ethical 
and other professional issues that will lead to the development of their skills and expertise. 
Typically this function will utilise a professional development or learning agreement which 
identifies strengths and areas requiring further development, such as networking, liaison, 
communication, administrative or other skills to work towards professional goals. Learning may 
include direct information exchange, identified training, modelling by the coordinator or an 
identified other, or exposure to the identified areas of work 
 

Supportive: involves open communication in regard to the personal impact of the work upon the 
team member/team. This may involve reviewing potentially stressful situations, emotional issues 
jointly examining potential solutions to work based issues or job stress; reviewing what is working 
well and the recognition of when formal debriefing may be required. The coordinator must be 
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clear that their role is not a counselling role, yet supportive within the professional context to 
identify current or potential issues and workable options as well as highlighting achievements 
 

Requirements and Responsibilities 
Reflective practice requires commitment from both parties to the agreement. The two parties are 
responsible for preparation prior to the scheduled time; honest exchange of information; 
documentation; following up on agreed actions; keeping to arranged times; ensuring no 
interruptions unless agreed. 
 

In particular, the coordinator is responsible for ensuring reflective practice requirements are met 
and that all team members operate within the service policies and all relevant legislative 
requirements 
 

Process 
The reflective practice process will be undertaken around the five (5) columns “Strengths Based 
Approach”.   All notes and the completed document are to be copied so that both parties have a 
clear record of discussion and actions to be undertaken and by whom. The completed document 
is to be signed by both parties 
 

Confidentiality                                                                                                                                                  
An important component of the reflective practices process is the requirement that information is 
passed either way, is confidential to those involved in the exchange. There will be some 
occasions where information will need to be provided to another  
party such as the coordinators team leader. Such information would be on a “need to know” 
basis, such as: where a manager needs to consult in regard to poor work performance or 
difficulty in achieving established goals with a team member; where there are concerns for a 
team member’s personal safety, physical or mental health  
which relate to their work performance; consultation in regard to how best to achieve identified 
educative or other goals; individual issues which are impacting on team and service outcomes. 
 

It is expected that where such issues are raised, the team member will be made aware of this by 
the coordinator 
 

Competencies 
Coordinators of our services will:   

 have demonstrated sound practice skills and knowledge of appropriate professional standards and 

requirements 

 have completed relevant supervision training 

 demonstrate leadership skills 

 be effective communicators 

 
 

 have the skills to be able to effectively undertake and implement components of the reflective 

practices process 

 have a clear understanding of delegated lines of authority, program standards, OH&S and other 

Shire policies and procedures 
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Grievances 
If either party to the reflective practice process believes that these guidelines are consistently not 
being met and has been unable to resolve this with the coordinator, the team leader should be 
called upon to address the concerns. See grievance procedure policy for further information 
 

Sources and further reading 

 SESN Supervision Policy 2009   

 Anglicare Staff Supervision Policy and Standards 
 The Victorian Early Years Learning and Development Framework  

 Mornington Peninsula Shire Combined Workplace Behaviour Policies 

 Mornington Peninsula Shire Performance and Developmental Review Policy 
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Issue/Worry/Concern Future Picture 
Goals-(mood of 

possibility) 

Strengths Additional 
Resources 

Plan of Action 
 

 

 Identify what is 
happening 
 

 What are you 
feeling? 

 

 What is 
happening in 
your body? 
 

 What are you 
thinking? 

 

 What is your 
behaviour? 
 

On a scale of one to 
ten, rate the impact on 

resolution 
 
 
 
 

 

 If the worry is 
not there, what 
would you like 
to be 
happening? 
 

 How would 
you be 
feeling? 

 

 What would be 
happening in 
your body? 
 

 What would 
your thinking 
be? 

 
What would your 

behaviour display? 

 

 What  strengths 
did you bring to 
the worry/issue 
 

 Pinpoint 
strengths 
observed 
  

 
Exceptions to  
the problem 

 

 When have you 
felt better about 
this? 
 

 When is this 
less of a worry? 
 

(clues to a solution) 

 

 What other 
resources/ 

           supports can 
be 
           beneficial to  
           create a  
           positive 
future? 

 

 What smaller 
steps can be 
taken to create 
a better 
outcome for 
you? 

 
 
 

Bottom Line/  
non-negotiable eg: 

deadlines 
 

 


