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ABSTRACT: Thisarticlepresents a comprehensivestudyontheadministrativemanagementoftheArtesemillas
S.A4.8 Kindergarten, aimed at
evaluatingitsalignmentwiththe “Technicalstandardsforthequalityofearlychildhoodeducation (Estandares para la
Calidad de la Educacion Inicial) establishedbytheDistrict Secretariat for Social Integration (DSSI).
Theworkisbasedonfindingsfrominspectionprocesses andseekstooffer a clear diagnosis toguidedecision-making
and strengtheninstitutionalmanagement. Themethodologyappliedcombineddocumentaryanalysis, interviews,

observation, and time studieswithtoolsproposedbythe International LabourOrganization,
whichmadeitpossibletoidentifystrengths, gaps, and opportunitiesforimprovement.
Theresultshighlighttheneedtoconsolidate a unifiedannualwork plan, design a
traceabledocumentmanagementsystem, implementstrategicindicators, and promoteanevidence-
basedorganisational culture. Italsoemphasisestheimportanceofmaintaining a

humanisedapproachtoearlychildhoodcare, whereadministrativeefficiencyisbalancedwithpedagogicalsensitivity.
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I. INTRODUCTION

Thisstudywasconductedtodeterminethecurrentstatusofthe Artesemillas S.A.S Kindergarten in relation to
the guidelines established in the “Technical standards for the quality of early childhood education (Estandares
para la Calidad de la Educacioninicial)” by the District Secretariat for Social Integration (DSSI). It brings
together various analyses and assessments carried out at the institution. The need for this evaluation arises in
response to the findings of thelast inspection, monitoring andcontrol visit, and seeks to provide a comprehensive
overview to guide decision- making, strengthen institutional management and promote continuous improvement
in all processes.

During the review of institutional documentation, aspects requiring priority attention were identified.
One of the main challenges relates to the planning, recording and supervision of daily activities, as the available
information does not always allow for clear verification of compliance with the programme. Added to this are
inconsistenciesinworkschedulesandtheabsenceofastructuredsystemfororganizingandupdatingdocuments, ~ which
limits the institution's ability to demonstrate its management in a timely manner and respond effectivelyto
regulatory requirements.

In this context, document management plays a fundamental role, as it guarantees the traceability of
processes, protects information, and facilitates accountability [1]. Through the use of the Master Document List,
itwaspossibletocarryoutadetailedinventorythatidentifiedstrengths,weaknesses,andareasforimprovement in the
management of physical and digital files. This diagnosis is a key tool for moving towards a more robust
organization that is aligned with the required quality standards.
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Likewise, institutional strengthening requires analyzing other administrative components that support
service delivery. In this regard, a time study was carried out based on methodologies proposed by the
International Labour Organization (ILO) in order to identify opportunities for improvement in administrative
procedures and ensure greater operational efficiency without losing sight of the humanized approach
characteristic of early childhood care [2].

Similarly, the formulation of strategic indicators was proposed to monitor key aspects such as
compliance with the work plan, family satisfaction, the working environment, inspection and control processes,
and the progress of improvement plans. These indicators not only seek to facilitate decision-making, but also to
consolidate an organizational culture focused on evidence and continuous improvement.

Finally, analysis of the document "Annual Work Plan 2025" made it possible to examine the
participatory and interdisciplinary methodology used in its preparation, identify advantages and limitations as a
planning tool, and recognise its value in the organization of activities distributed across essential areas such as
nutrition and health, pedagogical processes, safe environments, psychosocial support, human talent and
administrative management [3].

Overall, this article contributes to institutional reflection and the design of strategies for strengthening
educationalqualityinearlychildhood.Tothisend,themethodologydescribesthetoolsandproceduresused;the
resultspresentthemainfindingsofthediagnosis;thediscussioninterpretsandcontextualizesthesefindings;and the
conclusions highlight the most significant and sustainable actions that enabled 85% progress towards more
efficient management consistent with the institution's objectives.

II. METHODOLOGY

The methodological process adopted in this study is characterised by its comprehensive, participatory
approach geared towards continuous improvement. It combines qualitative and descriptive tools with document
analysis, observation and interview techniques, which provided a broad and detailed overview of the
administrative evolution of the Artesemillas S.A.S Kindergarten. Initially, a diagnosis of the administrative
processes was carried out, with the aim of identifying strengths and weaknesses in relation to the standards of the
District Secretariat for Social Integration (DSSI). Subsequently, institutional documentation was addressed
through the construction of master lists and the hierarchical classification of files, ensuring order, traceability
and regulatory relevance. In a third step, a study of operation times was developed, applying ILO methodologies
andcomparing the institutional experience with that of experts in the sector. Later, management indicators were
analysed, designed to measure plan compliance, family satisfaction and the work environment,in order to
strengthen the culture of measurement and evidence-based decision-making. Finally, an annual work plan was
formulated, structured into thematic components and with a monthly schedule, which integrates preventive and
development actions and is supported by monitoring, evaluation and documentation mechanisms [4]. Taken
together, these methodological procedures not only made it possible to characterise the current state of
administrative management, but also to propose technical and practical tools for its strengthening. Thissection is
organized by specific objectives in order to provide a clear overview of the methodological issues addressed in
the research.

2.1. Diagnosis of administrative processes
At Artesemillas S.A.S Kindergarten, the assessment was carried out using a comprehensive

methodological approach that combined document review, regulatory comparison, and information gathering
from various sources. The purpose was to identify strengths, recognise areas for improvement, and establish the
gap between current management and the standards required by the District Secretariat for Social Integration
(DSSI). This procedure made it possible to highlight gaps already noted in previous supervisory visits, while
opening up the possibility of formulating proposals aimed at institutional strengthening.
Initially,aninternaldocumentreviewwasconducted,whichincludedschedules,protocols,records,and

institutionalformats.Next,aregulatorycomparisonwasmadewiththetechnicalcriteriainforce,whichallowed for the
recognition of shortcomings and opportunities for adjustment. Based on this comparison, findings were
identified, documenting both the shortcomings detected in inspections and the achievements.achieved [5].
Subsequently, a compliance analysis was carried out for each component, the results of which clearly showed the
gaps between what was required and what was implemented. Finally, a proposal for improvement was
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consolidated, which included the implementation of monitoring mechanisms, document updating and
strengthening of management processes.

Information was collected from various sources, both physical and digital. This combination of media
offered notable advantages and challenges (see Figure 1).

Figurel.Sourcesforthe diagnosis

Physical Digital
y 8 Advantages Challenge
sources sources
a Institutional | (Google Drive, | physical/digital g tg that
archives institutional information cross- }f cumen % a
servers) referencing ave not been
digitised
Extensive Possible lack of
coverage of synchronisation
== Record books == Online databases histo r%cal == between physical
documents and digital
versions

Paper documents
== (reports, minutes,
plans)

Institutional
emails

Once the information had been consolidated, progress was made on the document review, a central
phase of the diagnosis. To this end, a Master List of Documents was created, which organizes all the material
collected in a structured manner and ensures its traceability. This resource is particularly useful during audits or
institutional monitoring processes, as it guarantees the availability and continuous updating of documents. The
list was compiled methodically: first, the archive was reviewed and organized according to origin andtype; then
its validity was checked againstDSSI standards; next, it was analysed and recorded using search tables in Excel
or Google Sheets; and finally, it was approved, comparing internal records with the mandatory ones defined by
the regulatory body (see Figure 2).

Figure2.Diagnosticcycle
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documents, both paper and digital, were
gathered and organised, considering their
origin and classification. )

. Approval: : .
compared with the mandatory documents . Verification: Each document was compare

established by the District Secretariat for with the standards set by the DSSI and judged
f on whether it was still valid.

3. Analysis: The relevant documents
were distributed and entered into a table
with search options (Excel or Google

for easier management.

The results of this process offered both advantages and limitations. Among the former, the following
stand out: obtaining a detailed diagnosis of the processes, formulating concrete proposals, comprehensive
coverage of administrative, pedagogical, environmental and infrastructure areas, and recognition of efforts
already made, such as the hiring of external consultants. On the other hand, limitations included the lack of

DOI: 10.35629/6734-14100112 Www.ijesi.org 3 | Page



Development of administrative processes for the Artesemillas S.A.S. Kindergarten in ..

comprehensive systematisation of information, the absence of indicators to measure compliance with standards,
the incompleteness of some records, and outdated protocols that do not respond to the current dynamics of the
institution.

2.2. Documentationofadministrativeprocesses
Documentmanagementforadministrativeprocesseswasaddressedthroughacomprehensivereviewof
thephysicalanddigitalarchivesofArtesemillas S.A.S Kindergarten. Tothisend,twokeyinstruments
weredesigned:theMasterListofInternalDocuments,whichconsolidatesinformationfromthearchivescreated by the
institution (component, type of record, identification code, name andmeans of consultation), and the Master List
of External Documents, which organizes those issued by suppliers and external entities andwhich serve as
support for the fulfilment of activities. Thanks tothese lists, it was possible to obtain a clear diagnosisof the
current state of the document inventory and, consequently, to compare the existing records with those required

by the technical standards of the District Secretariat for Social Integration (DSSI) [6].

The methodological procedure was carried out in several interrelated stages. First, the documentary
requirements defined in the Standards for Quality in Early Childhood Education were identified, using the DSSI
Single Verification Instrument Form as a reference. The information was carefully consolidated in the master
lists, ensuring that the records remained clear and accurate. Second, a cross-check was carried out, comparingthe
documents registered as compliance requirements with the physical and digital files available at the institution.

Thirdly, a document pyramid was constructed, a graphical representation that defines the hierarchy of
institutional files and helps to structure processes in an orderly manner. Next, the documents were classified,
which allowed them to be organized into specific categories according to their subject matter. This step not only
facilitated analysis but also made it possible to identify opportunities for improvement and select appropriate
tools for systematising the information.

Finally,afileinterventionwascarriedout,consistingofadjustingandupdatingdocumentsbasedonthe findings
obtained during the verification and the observations made by the institution's management. This last step not
only sought to correct inconsistencies, but also to align archival management with current management
dynamics and regulatory requirements.

2.3. Development of the study of operational times in administrative processes
The time study was constructed based on the documentation and diagramming of the processes related

to the implementation of the Standards for Quality in Early Childhood Education. These methodological inputs
are essential, as they provide a detailed understanding of the "how" of the activities carried out in the institution
and constitute the basis for ensuring a quality service with an impact on early childhood.

For operational routines, the technique proposed by the International Labour Organization (ILO) was
used, recognised for its relevance in measuring durations and movements. On the other hand, for non-routine
procedures, which are less frequent, intervals were defined by experts in the sector in order to contrast the
organizational experience with practices developed in other contexts of childcare and early childhood education.
[7]

Themethodologicalprocesswascarriedoutinseveralphases.First,progresswasmadeindocumenting
workflows, updating records in accordance with current practices within the organization. Next, processes were
mapped out using flowcharts and process diagrams to facilitate understanding of the activities and their
sequence.

Subsequently, routines were classified, differentiating between routine (performed frequently) and non-
routine (performed less frequently). This classification made it possible to specify the approach for each type of
activity. In the fourth stage, durations were measured according to the ILO methodology. This procedure
included calculating the sample size, designing recording templates, using specific tools,anddirect observation to
measure intervals. Next, the time recording technique was applied by experts, focusing on non-routine
procedures. The participation of three professionals with experience in similar institutions provided comparative
value and enriched the characterisation of these activities (see Table 1).
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Tablel.Timemeasurementsby experts
ProcedureCode:PD-005
Activity: Trainingevaluation
Date:10/08/2025
Roleofevaluator:C0Expert]1 CExpert2 CDExpert3[C]Garden

Score Obtained

Criterion Briefdescription ScoreMaximu Ixpertl Ixpert2 Ixpert3 )
Garden
Siteplanning IDefinition,analysisandselectionofasuitablelocationfortheeducationaloutin 5 45 42 48 5
2.
(Coordinationwithhumanresources [Feedbackandteamdecision-making. 5 5 43 45 5
|Authorisationmanagement IRequest,verificationandregistrationofpermissionssignedbyparentsorguar 5 47 45 5 5
dians.
Transportsafety (Checkofdriver,vehicle, routeandgeneral conditions. 5 4.6 44 48 5
ILogisticalorganisation IPackingofluggage,attendancelist,departureorder. 5 43 48 4.6 5
Monitoringduringdeparture (Constantsupervision,communicationwithfamilies,attendancemonitoring. 5 48 4.6 5 5
IDevelopmentofactivities Implementationofeducationalactivitiesandsupportforchildren. 5 45 42 47 5
[Emergencymanagement IDefinitionofprotocolsforaccidentsorunforeseensituations. 44 4.1 4.6 5
Total 7.36 7.02 7.6 10
WeightedRatin JEET¥] 35.1 38 50
g 40.0

Finally, the results were analysed, the information obtained was systematised, and recommendations
were made to optimise administrative processes, reinforcing their relevance and effectiveness in educational
management.

This analysis identified several advantages: the application of internationally recognisedmethodologies,
the clear classification of procedures, the inclusion of experts from the sector, the use of visual tools to
understand processes, and the detection of opportunities for operational improvement. However,
disadvantagesthatlimittheeffectivenessofthestudywerealsorecognised,includingtheabsenceofacultureof
documentrecording,dependenceonexternalteamsforadministrativetasks,theincompleteformulationofsome
recommendations, and the risk of subjectivity in time estimates when these are based exclusively onprofessional
experience.

2.4. Administrativeprocessindicators
The study of administrative process indicators was based on a qualitative and descriptive approach,

aimed atunderstanding howtheinstitutioncurrently managesthemeasurementof resultsand,inturn, proposing a
technical structure to facilitate its implementation. This approach is relevant because it allows phenomena tobe
examined in their natural context, taking into account practical knowledge, internal dynamics, and the
perceptions of the institutional team [8].

Various techniques were used for the diagnosis. The document review allowed for the analysis of
records related to family assessments, achievements obtained from external inspection, surveillance, and control
visits, as well as evidence of improvement actions. While efforts to evaluate and adjust management
mechanisms are recognized, the absence of formal systematisation and historical quantification of data was
identified.

Direct observation showed that improvements are often managed informally, without a structured
system to ensure follow-up on results. Finally, semi-structured interviews with members of the institutional team
provided valuable input on perceptions of process measurement, the barriers they face, and their willingness to
adopt new management tools.

Based on this diagnosis, five strategic indicators were formulated, focusing on critical areas of
institutional management: compliance with the work plan, results of the family satisfaction assessment, work
environment, compliance with inspection, monitoring, and control activities, and progress of the improvement
plan.

Each indicator was designed based on a technical data sheet specifying its objective, source of
information, unit of measurement, measurement frequency, those responsible for calculation and analysis, and
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expectedtargets. Theinstitutionaldatasheetfortheindicator"Planforemergencypreventionandresponse"was used as a
reference for its construction, adapting its format to the new proposed indicators.

In terms of recommendations to strengthen implementation, the importance of identifying and
organizing data sources, promoting a culture of measurement at all levels of the team, accompanying
measurement with analysis of achievements and action plans, assigning specific persons responsible for each
indicator, and establishing flexible frequencies that allow for periodic adjustments was highlighted. These
actions seek to consolidate an evidence-based management system that contributes to institutional strengthening
and continuous improvement of processes.

The analysis also allowed for the recognition of the advantages and disadvantages of this exercise.
Among the advantages, the following stand out: the possibility of monitoring and controlling processes through
objective data, the promotion of an evidence-based organizational culture, the promotion of continuous
improvement, and the evaluation of the perceptions of users and collaborators, particularly with regard to family
satisfaction and the work environment. On the other hand, the disadvantages identified included the lack of
document systematization, resistance to organizational change, difficulties in organizing reliable sources of
information, and the need to constantly update goals, formulas, and frequencies to maintain the relevance of the
indicators.

2.5. Workplandesign
The creation of the Annual Work Plan is based on a participatory, structured methodology geared

towards continuous improvement. It is built on an institutional diagnosis that identifies needs from different
perspectives: children, families, staff, and the educational community in general. Based on this input, activities
are organized into thematic components, each with specific objectives, target population, designated responsible
parties, and a monthly schedule. The planning integrates both preventive and developmental actions, ensuring a
comprehensive approach to institutional processes [9].

Programme monitoring is carried out on a monthly basis, recording the status of each action as Planned
(P),Executed(E)orRescheduled(R). Thiscontrolisessential,asitfacilitatestheassessmentofcompliance,the early
detection of difficulties and the introduction of timely adjustments. In addition, institutional evaluation
mechanisms such as self-evaluation, peer evaluation, and external evaluation areusedto strengthen the schemes
and ensure service quality. Each activity is supported by documentary evidence—minutes, reports, photographs,
and attendance lists—that ensure traceability and transparency in management.

A variety of techniques and strategies are used for implementation, including participatory workshops,
awareness-raising sessions, drills, psychosocial support, specialised training, and recreational-educational
activities. These allow the different actors to take ownership of the content in a practical way, promotinglearning
through experience, collaborative work, and skills development. Complementary monitoring tools such as
timelines, observation forms, checklists, and meeting minutes are also used, reinforcing the control and
evaluation of each action.

The preliminary institutional diagnosis, based on documentary records and a time study applied to
administrative procedures, facilitated the identification of areas for improvement. Among the most relevant
findings were the need to strengthen the systematisation of activities, the culture of record-keeping, and the
assignment of tasks. These results made it possible to formulate clear and relevant objectives, aligned with the
actual conditions of the institutional environment and with the mission of ensuring comprehensive development
for children from a humanised and pedagogical perspective.

The analysis also identified the advantages and disadvantages of this planning scheme. Among the
advantages are the existence of a detailed monthly schedule that allows for constant monitoring, the possibility
of assessing progress in a timely manner, the documentary support that ensures traceability and transparency,
and the promotion of continuous improvement through the identification of opportunities for innovation. In
contrast, the disadvantages include the risk of partial execution of activities, the possibility of becomingoutdated
if not reviewed periodically, limitations in adapting to unforeseen changes in the environment, and the absence
of a clear hierarchy that prioritises actions in contingency scenarios or when resources are restricted.

Consequently, the Annual Work Plan is a key tool for institutional management, as it combines
planning, participation, and ongoing evaluation. However, its success depends on the ability to update and be
flexible in responding to emerging challenges in the educational context.
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1. RESULTS
The findings obtained during the project enabled us to diagnose, document and analyse the
administrative processes of Artesemillas S.A.S Kindergarten., as well as to propose improvement mechanisms
and tools to ensure compliance with the “Technical standards for the quality of early childhood education
(Estandares para la Calidad de la Educacionlnicial)” defined by the District Secretariat for Social Integration
(DSSI). The results are presented organised by specific objectives to show the progress achieved in a progressive
manner.

3.1. Diagnosisofadministrativeprocesses
The review of archival information against the Technical Standards revealed several shortcomings inthe

planning, execution and recording of activities. Among the most relevant were the absence of a unified work
plan, the duplication of schedules and the lack of formal recording of actions, which generated information gaps
in the DSSI 's inspection, monitoring and control processes.

It was also identified that the current schedules do not allow for evidence of the execution frequencies
required by the standards or the relationship with the corresponding components. It was also observed that the
controls carried out by the institution, although applied, lack documentary support, which limits traceability.
Another recurring difficulty was the lack of a consolidated system for managing institutional information, with
formats scattered both physically and digitally and no clear location for consultation.

At the same time, it was found that some procedures and records are designed according to internal
needs, without being fully aligned with the provisions of the Single Instrument for Verification of Early
Childhood Education. Although the entity has protocols related to risk management, admission of external
persons, child safety, as well as environmental and waste plans, these files are not always updated or used
systematically.

Finally, the findings show that the corrective actions resulting from the DSSI visits are known to the
Management, but are not fully recorded. This makes it difficult to address and follow up on 100% of non-
conformities in a timely manner.

This diagnosis reveals opportunities for improvement, such as: designing a unified annual work plan,
implementing a formal recording system for all controls, creating a master list of documents, updating
institutional protocols, and defining indicators to measure the degree of compliance with standards.

3.2. Documentationofadministrativeprocesses
In order to strengthen file management, a Master List of Documents was drawn up by cross-checking

internal and external files. This exercise made it possible to detect inconsistencies such asmissing, duplicate,
outdated or obsolete documents, as well as highlighting the need to integrate content to optimise information
management.

The organization of the files in the list, according to their component and type, provided a structured
view of the set of files and facilitated the analysis of their regulatory relevance. Based on this, a document
pyramid was constructed that defines the hierarchy of protocols, procedures, plans and formats (see Figure 3).
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Figure3.DocumentPyramidArtesemillas S.A.S Kindergarten
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Subsequently, three classification criteria were established: by component, by document type and by actions to
be taken (see Tables 2, 3 and 4).

Table2. Classification by components

Component | Quantity
Administrative 8
Suitableandsafeenvironments 17
Nutritionandhealth 4
Teachingprocess 9
Humantalent 9

Table3.Documenttypeclassification

Typeofdocument ~ Quantity
Format 23
Others (Plan, annexes) 6
Procedure 12
Protocol 6

Table4.Actionstobetaken

Action Quantity
Create 8
Create and consolidate 1
Review and update 28
10

Review and consolidate

The results of this classification showed that the component "Appropriate and safe environments"
accounts for the largest number of required files, highlighting the need to prioritise this aspect. In addition, itwas

found that formats are the most frequent type of record, especially those related to child safety [10].
In terms of the actions to be taken, it was observed that a significant proportion of documents require

8 | Page
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review, updating or consolidation. This indicates that, although there is a basis for the files, it does not yet fully
respond to institutional dynamics or current standards.

Finally, adjustments were made to the form (standardization of fonts, margins, titles, headings and
change control tables) and content (creation of new required files, consolidation of formats and redesign of
procedures). As a result of this process, Procedure PD-008 for document management was delivered,
establishing the methodology for identifying, managing and controlling documented information.

3.3. Developmentofthestudyofoperationaltimesinadministrativeprocesses
The time analysis provided an understanding of the day-to-day functioning of the entity. Process

diagrams were used to visualise the actions and their interconnections, identifying both strengths and
opportunities for improvement in terms of efficiency (see Table 5).

Table5.Classificationofproceduresaccordingtofrequencyof execution.

Component Standards Code Document name Type
Teaching process PD-007 Route activation procedure
Administrative PD-008 Document management procedure

PD-001 Procedure for the selection and recruitment of human resources
PD-002 Procedure for induction and re-induction of human talent

Human resources PD-003 Procedure for the qualification and training of human talent
PD-004 Procedure for monitoring compliance with human talent activities Non-routine
PD-005 Procedure for the wellbeing and satisfaction of human talent

Procedure for strategies for the safety of children:
Entry of persons outside the nursery school

Suitable and safe

. PD-006 Procedure for strategies for the safety of children: Organisation of educational trips or other
environments

outings

Procedure for strategies for the safety of children: Provision of transport services

Procedure strategies for the safety of children: Arrival time for children at the nursery school

Suitable and safe PD-006 Procedure strategies for the safety of children: When children leave the nursery school Routine

environments : : = S =
Procedure strategies for child safety: Children staying in recreational areas

The results show that many tasks are tailored to the needs of each child. Although this prolongs thetime
taken to complete them, it also significantly improves the quality of the service, as it promotes a more humane
and personalized approach to care.

It was also noted that the organization works under a principle of humanization, prioritizing respectful
and empathetic treatment of children and staff. Although daily checks are adequate, it was found that the
established forms are not always completed, which limits monitoring.

When comparing times with those of other institutions in the sector, no significant differences were
observed. However, the personalized approach is a distinguishing feature. In addition, the institution
complements its activities with external administrative support teams, allowing it to focus on its educational
mission.

3.4. Administrative process indicators

In terms of measuring results, it was evident that the institution did not initially have a culture of
indicator management or historical data. However, based on existing mechanisms, such as biannual family
satisfaction surveys and DSSI inspection reports, two indicators were designed to measure performance in a
more structured way.

The indicators defined were:

- Assessment of family satisfaction

- Compliance with inspection and monitoring activities

In addition, with the implementation of new mechanisms (work plan, work climate survey, and
improvement plan), three additional measurements were proposed:

- Compliance with the work plan

- Work environment results
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- Compliance with the improvement plan
These instruments strengthen the entity's capacity to analyze trends, define goals and evaluate the
effectiveness of its administrative and pedagogical actions.

3.5. Work plan design

Finally, a comprehensive work plan was designed that consolidates the institution's annual activities,
both educational and administrative, into a single document. Unlike previous schedules, this one allows for the
recording of responsible parties, target population, implementation dates, rescheduling, and compliance
monitoring.

The structure of the plan provides a macro view of all activities, avoiding duplication and gaps. It also
provides a measurement tool that contributes to the control of technical standards and the educational project
[11].

The evidence allows for an analysis of the achievements in different areas, demonstrating that the
institution has significant strengths in its human approach and in the existence of basic records, but needs to
consolidate its administrative management through document integration, strategic planning, the use of
indicators, and the systematic recording of actions. The proposed tools lay the foundations for moving towards
more organized and efficient management that is aligned with technical quality standards.

IV.  DISCUSSION

The implementation of standards for quality in early childhood education through the application of
quality management tools at Artesemillas S.A.S Kindergarten showed that, as in other organizations,
theseinstrumentsbecomethe"how"tomeetthelegalrequirementorthe"must"ofastandard. However,beyond their
mandatory nature, their implementation opened up the possibility of strengthening internal processes and
generating relevant learning for institutional management. Proof of this is the 85% increase in the
implementation of the standards achieved by the nursery school compared tothe last rating obtained during the
inspection and monitoring visit carried out by the District Secretariat for Social Integration (DSSI), in addition to
the benefits perceived by the management and the institution's human resources team.

Theresultsobtainedindicatethatthemethodologiesusedhavehelpedthehumanresourcesteam understand the
importance of implementing the standards defined by the DSSI. They have also helped to demonstrate that their
implementation is feasible, weakening the perception that these are difficult requirements
tomeetorthattheyshouldonlybeimplementedoutofobligationwithoutdemonstratingthebenefitstheybring.

Inadditiontotheabove,weagreewiththeconclusionsofPefiaandLopez(2017),whohighlighttheimportance
oftheactiveparticipationothumantalentinthedesignandexecutionoftheseprocedures. Theirknowledgeand perception
are fundamental, as they allow the procedures to be adjusted tothe reality of the organization andthe dynamics of
the service. However, it is worth adding that, in relation to the expected time frame for obtaining results, which,
according to the authors, should be less thana year, this time frame would only be viable if there is constant
commitment on the part of management, especially with regard tothe allocation of
resourcesandrigorouscompliancewithplannedactivities. [12]

Thus, the sequence defined for the application of the methodologies was relevant, as it allowed for the
systematic identification of institutional weaknesses and opportunities. This orderly approach facilitated the
adaptation of processes, the definition of evaluation mechanisms, and the selection of tools to ensure continuity
in the implementation of standards.

A personal challenge to be faced in the development of this project was to address the documentationof
procedures specific to the education sector, given that there was no previous experience in this area at thestart of
the project. Although the methodology applied is universal in nature, the lack of specific experience in this
sector made it difficult to understand the technical concepts involved. However, the fact that the
documentationwasdevelopedwiththesupportofthehumanresourcesteamprovidedanopportunitytodrawon
specialized knowledge in the sector, enabling the strengthening of document management in institutions in line
with the processes implemented in the educational environment and, with it, the fulfilment of their objectives.

V. CONCLUSIONS
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The diagnosis carried out was essential for identifying the institution's gaps and difficulties, as it not
only allowed priorities for intervention to be established, but also determined the level at which the processes
wereat.Basedonthis,itwaspossibletorecommendopportunitiesforimprovement,includingtheconsolidation of
activity schedules into a unified work plan, the design and implementation of a document managementsystem in
linewithquality standards for early childhood education, and the definition of indicators to facilitate the
measurement of progress againstthe findings andopportunities for improvement identified by stakeholders.

For its part, the continuity in the implementation and updating of the documentation and the MasterList
in accordance with the dynamics of the processes significantly strengthens document management by allowing
efficient control, contributing to knowledge management, and facilitating both internal and external audit
processes, thanks to its clear organization by component, type, and status.

The work plan must be developed jointly by the institutional team and the consulting team. Thispractice
allows for the incorporation of lessons learned from the previous year's planning and ensures the integration of
all activities in a common format, thus guaranteeing their execution. In addition to implementing follow-up
dynamics, it is an essential strategy for reviewing progress, identifying rescheduling needs, and proposing
corrective actions or opportunities for improvement with respect to activities already executed.

V. RECOMMENDATIONS

. Regular updatingofdocumentaryrecordsshould be partofinstitutional culture in
ordertoensureregulatorycompliance and validity. In thisregard, itisrecommendedthat a reviewschedule be
establishedthatcoverstechnical, regulatory, and institutionalaspects and prioritisestheinclusionof new
information in existingdocumentsbeforecreatingadditionalones.

. Withregardto human talent, itissuggestedthatre-inductionprocesses be  carriedoutgradually,
dividingthecontentintodaysbeforethestartofservice. Thisstrategypromotestheupdatingofknowledge,
reinforcestheteam'soperationalmemory and contributestooptimisingexecution times, especially in non-
routineprocedures.

. Toadvance in themeasurementofindicators,
itisessentialtobeginbyidentifyingavailablesourcesofinformation—such as surveys, timelines,

orexternaldocuments—classifyingthemaccordingtotheirrelevance and reliability, and thenrecordingthem in
thetechnical data sheetformatdesignedfortheirformalisation.
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