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Philosophy  
 

Alice Springs Family Day Care Inc. acknowledges that we walk on lands of the Arrernte 

people and recognise our part within the close knit, unique and diverse community of 

Alice Springs. We value the cultural diversity of our desert town and understand the 

significance of our shared experiences within the history of central Australia. 

We believe that each Family, Educator and staff member brings a wealth of knowledge 

and life experience to the work of family day care.  We welcome and support this 

diversity as the building blocks of our community. 

We view families as their child’s first teacher and respect individual practices and 

diverse perspectives.  We value the voice of children, families, educators and staff and 

act to promote strong collaborative partnerships based on mutual respect, support and 

communication in order to gain the best outcomes for the child. 

We believe that children are strong, independent, capable individuals with a right to 

high quality education and care. We value each child’s voice and abilities and support 

their eagerness to learn and grow. We hold high expectations for children’s learning and 

support them through the process. 

Alice Springs Family Day Care demonstrates learning through play within small, 

responsive and nurturing environments. We provide flexible, welcoming environments 

that promote and respect children’s choices. We believe in providing challenges in order 

to enhance learning and development whilst recognising and supporting individualities. 

We believe in strong spiritual wellbeing for children 

We believe we play a key part in strengthening the lives of children and help them 

become happy, confident people with a love of lifelong learning as well as possessing 

valuable life skills. Through our work we aim for children to have a strong sense of 

health and wellbeing. 

Alice Springs Family Day Care Inc. will be united as a community of culturally diverse 

learners, children, families and professionals,  who provide highest quality education 

and care in Alice Springs and advocate for quality early childhood education. 
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Code of Conduct 

1. Introduction  

The way in which people conduct themselves has a direct impact on the family day care service and 

although it is accepted that people come from a range of backgrounds and experiences that 

contribute to their values, standards, ideas and communication, a code of conduct will guide 

behaviours for building effective and cohesive working relationships for all stakeholders of the 

education and care service.  

2. Statement  

At Alice Springs Family Day Care, we understand that management, educators, staff and families in 

most cases work very effectively together for the care and education of children, although 

sometimes we can communicate or behave with differences which may lead to misunderstandings. 

In our commitment to ensuring stakeholders are informed of their expected behaviours and 

communication styles whilst representing or being in attendance at the service, this code of conduct 

is designed to facilitate a collaborate working relationship.  

 

RELATES TO ALL STAKEHOLDERS 

 

In relation to children: 

 

− UNDER NO CIRCUMSTANCES – ignore or disregard suspected or disclosed abuse by 

notifying any reasonable belief to the regulatory authority  

− UNDER NO CIRCUMSTANCES - will a child be smacked, physically restrained or degraded  

− UNDER NO CIRCUMSTANCES - will a child be made to feel scared, humiliated or isolated 

(including time out) as a behavioural management strategy  

− UNDER NO CIRCUMSTANCES – falsify records and documentation  

− UNDER NO CIRCUMSTANCES – provide false or misleading information  

− Ensure the environment is safe at all times 

− Not discriminate against a child or their family due to race, religious beliefs, sexual 

orientation, job or disability  

− Regard children equally with respect and dignity, encourage children’s efforts, show 

empathy if they are hurt, sad, angry, jealous etc. 

− Respect the confidential nature of information gained, or observed while participating or 

attending the program  



5 | P a g e  
 

− Not engage in on-line relationships with children outside of the family day care service 

without the explicit consent, knowledge and written approval of the family and approved 

provider - including electronic such as social media. 

− Inform children if physical contact from you is required (self-help, hygiene, first aid) seek 

permission, understanding each child’s non-verbal abilities  

− Speak to children respectfully  

− Always speak in an encouraging and positive manner, get down to the child’s level as often 

as possible, listen (to their opinions, views, ideas and suggestions) and answer accordingly 

to extend their knowledge and understanding and make them feel respected, welcomed 

and appreciated 

− Engage with non-verbal children’s body language - make them feel understood (pointing, 

laughing, grunting, smiling) respond accordingly  

− Seek children’s input and suggestions into the program and what they would like, 

accommodate where appropriate – explain to children if not appropriate – why it is not 

possible  

− Undertake professional development at least 4x annually to ensure currency of skills and 

knowledge  

− Never be affected by drugs or alcohol whilst children are being educated and cared for  

− Respect children’s right for privacy  

− Be a positive role model at all times  

−  

In relation to other adults and families: 

 

− UNDER NO CIRCUMSTANCES should a child, parent/guardian or member of staff be 

approached directly in a confrontational manner - raised voices or aggressive verbal or 

body language is not acceptable in an education and care service 

− UNDER NO CIRCUMSTANCES should a parent raise an issue with another parent, they 

should seek guidance from the educator or implement the grievance procedure with the 

support of the approved provider  

− Approved Provider will consider educators history of compliance with the National Law and 

other relevant laws, any decision under the law to refuse, suspend, refuse to renew, or 

cancel a licence, approval, registration, certification or other authorisation granted to the 

person under the National Law and other relevant laws) this relates to any findings of fraud 

or dishonest behaviours. Educators will not be registered if there are findings of non-

compliance  
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− Educators will ensure; educator assistants, students, volunteers and house guests are 

informed and sign agreement to adhere to the behaviours outlined in the Code of conduct 

policy and procedures V11.01.2020 to remain on file  

− Assist families to better understand early childhood development and the education and 

care framework including Practice Principles and Learning Outcomes   

− Always use courteous, respectful and encouraging verbal and non-verbal communication   

− Respect the rights of others as individuals and their opinions and choices 

− Refrain from the use of profane, insulting, harassing, aggressive or otherwise offensive 

language 

− At all times remain professional and refrain from public criticism about any stakeholder or 

the service. If an issue occurs seek to debrief with your immediate supervisor or implement 

the grievance procedure 

− Be aware of routines and guidelines for children within the service (hand washing, 

sunscreen, risky play etc.) seek advice and guidance from the educator (or person 

responsible for the program) 

− Give encouraging and constructive feedback rather than negative criticism 

− Managing and guiding children’s behaviour is the responsibility of allocated educators, 

matters or concerns related to children’s behaviour should be referred directly to the 

educator and concerns relating to the educator’s management of children should be raised 

immediately with the approved provider or nominated supervisor 

− Smoking is prohibited on the service’s property at all times children are being cared and 

educated (this includes approved residences outdoor and indoor spaces) 

− Smoking indoors at the home is prohibited at ALL times you are registered with an 

approved education and care service 

− The home will remain alcohol and drug free whilst children are being cared for and 

educated 

− Take reasonable steps to ensure that each educator maintains adequate knowledge and 

understanding of the provision of education and care to children 

− Avoid approaching the educator to discuss a child whilst other children are in attendance. 

Seek an alternative time and make an appointment for a time when the educator is free 

from supervisory duties. 

− Be aware of emergency evacuation procedures, follow directions if implemented. 

− Recognise that families are a child’s first teacher. 

− Develop partnerships with families based on honesty, support and respect. 

− Respect and support cultural practices and individual parenting choices. 

− Maintain confidentiality and families’ right to privacy. 

− Maintain professionalism. 
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In relation to colleagues: 

− Build collaborative relationships based on respect, support and honesty.  

− Acknowledge, welcome and support individual strengths, experiences and diversity. 

− Collaborate in order to share and build on individual knowledge, resources and ideas. 

− Act ethically and respectfully 

− Maintain professionalism and confidentiality in line with the scheme’s policies, procedures 

and legislation. 

 

In general: 

− This code of conduct will be verbally communicated during induction and orientation and 

signed copy will remain on: 

• The educators file 

• The staff members file 

• The approved providers file 

• The student’s file 

• The volunteer’s file 

• The family’s file  

 

− Educators are required to notify approved provider of:  a serious incident, any complaint 

alleging a serious incident has occurred or is occurring at the service, any complaint 

alleging the National Law or National Regulations or Family Assistance Legislation have 

been contravened; or is being contravened; any new person aged 18 and over residing at 

the residence; any circumstance that may affect whether a person residing at the home 

continues to be fit and proper to be in the company of children; any renovations or other 

changes to the family day care home that create a serious risk to the health, safety and 

wellbeing or children attending or likely to attend 

− The approved provider will notify the Quality Education and Care (QECNT) if a serious 

incident including the death of a child; a child cannot be located; or has left the service 

with an unauthorised person; a child requires medical attention or any requirements in 

accordance with the Education and Care Services National Law 2010 and Education and 

Care Services National Regulations 2011 and the Family Assistance Law 1999 

− The service will welcome the regulatory authority and respond to requests for further 

information or responses within the allocated timeframes   

− Educators will ensure they are fully informed of their obligations to ensure legislation is 

adhered to at all times by participating in induction and other training programs as well as 

reading of regular newsletters and subscriptions circulated by the service  
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Acceptance and Refusal of Authorisations Policy  
 

Alice Spring Family Day Care Scheme Policy 

Version Date adopted Description of Change 
1.0 11/05/2016  
2.0 24/04/2018 Variation Clause: Territory Families Children  
3.0 17/06/2020 Reviewed 
 

Purpose 

This policy aims to provide ASFDC staff, educators and families clear requirements for 

authorisations, such as collection of children, medication, excursions and access to personal 

records 

Scope 

This policy applies to Board members, Approved Provider, Nominated Supervisor, Certified 

Supervisor, educators, staff, students on placement and parents/guardians of Alice Springs 

Family Day Care. 

Principle 

To ensure appropriate procedures are in place for acceptance and non-acceptance of 

authorisations. 

Policy Statement 

The Education and Care Services National Regulations require Alice Springs Family Day Care to 

have a parent or guardian authorisation in regards to the administration of medication, medical 

treatment of children, including the transportation by ambulance, collection of children from 

the service, excursions (including regular outings) and providing access to personal records. 

Authorisation documents are required for the following situations and must have details 

recorded as specified: 

Administration of medication  

The name of the child.  

The authorisation to administer medication, signed by a parent or person named in the child’s 

enrolment record as authorised to consent to administration of medication.  

Contact the parent prior to administering paracetamol. 

The name of the medication to be administered.  

The time and date the medications is to be administered. 

The dosage of the medication to be administered.  
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The period of authorisation from and to.  

The date the authorisation is signed. 

ASFDC require the parent/guardian to provide authorisation for educators to administer 

Paracetamol when required at the beginning of each placement.  

Variation Clause: Territory Families Children  

Medication and/or Vitamin and mineral supplements can only be administered if a written 

prescription or written recommendation has been made by a medical professional. This 

includes any alternations in dosage, time, frequency or new prescriptions.  

Any over the counter or supermarket products must be approved in writing by a case worker. 

Copy of approval to be supplied to Coordination Unit.  

 

Alternations and/or new scripts  

Modifications to medication and/or vitamin and mineral supplements and any new 

prescriptions must be reported on the day to the child’s case worker and the ASFDC 

Coordination unit. A copy of the script is to be forwarded to the case worker and the Co-

ordination unit.  

Medical plans to be completed and updated, as per directive from medical professionals. 

 

Emergency medical treatment 

ASFDC staff and educators are able to seek emergency medical assistance for a child as required 

without seeking further authorisation from a parent or guardian in the case of an emergency 

(i.e. ambulance or hospital) including for those emergencies relating to asthma and anaphylaxis.  

ASFDC staff and educators can administer medication without authorisation in these cases, 

provided it is noted on medical plans and parents or guardians be contacted as soon as 

practicable after the medication has been administered.  

 

Variation Clause: Territory Families Children  

Central intake must be contacted immediately in the event of a medical emergency after a call to 

000 is made. 

Medical Risk minimisation plans and action plans to be forwarded to case workers and the Co-

ordination unit within 24 hours.  

 

Collection of children (included and authorised initially as part of the child’s enrolment record 

or as updated during enrolment) 
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The name of the child.  

The name of the parent or the guardian of the child or the authorised nominee on the enrolment 

form providing authorisation.  

The name of the person/s authorised by a parent or authorised nominee named in the child's 

enrolment record to collect the child from the premises.  

The relationship to the child of the persons authorised to collect the child from the premises.  

The signature of the person providing authorisation and date. 

 

Variation Clause: Territory Families Children  

Educators must not release a child to a case worker unless photo identification is sighted. The 

case worker is to sign the visitor’s book upon arrival and departure.   

If a case worker has no identification the child must not be released; Territory Families and the 

Coordination unit must be notified immediately. 

Excursions (including regular outings) 

If the excursion is a regular outing, the authorisation is only required to be obtained once in a 

12- month period, otherwise the following is required:  

The name of the child.  

The date of the excursion (if not for a regular outing).  

The reason for the excursion.  

The proposed destination for the excursion.  

The method of transport to be used.  

The activities to be undertaken by the child during the excursion.  

The period the child will be away from the premises.  

The anticipated number of children likely to be attending the excursion.  

That a risk assessment has been prepared and is available at the service.  

The name of the parent or guardian providing authorisation.  

The relationship to the child.  

The signature of the person providing authorisation and date 

 

Variation Clause: Territory Families Children  
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The Co-ordination Unit is to be notified of all non-regular excursion prior to leaving home; if 

afterhours or on a weekend notify the Coordination Unit via the on-call mobile.  

A risk assessment for that excursion is to be submitted to both the case worker and the 

Coordination Unit within 48 hours after the excursion.   

The case worker is to sign authorisation of excursion. 

 

All authorisations will be kept within the child’s enrolment record.  

ASFDC staff and educators will need to check authorisation forms on receipt to ensure they are 

filled out correctly. Incomplete forms will need to be returned to the parent/guardian. ASFDC 

staff and educators will exercise their right of refusal if authorisations do not comply.  

Key Legislation 

Education and Care Services, National 
Regulations 2012 
 

Regulations – 92, 93, 94, 96, 100, 101, 102, 
160, 161, 168 

Education and Care Services, National Uniform 
Legislation Act, 2011,  (National Law) NT 
 

Section 170 

National Quality Standards for Early 
Childhood Education and Care and School Age 
Care (2010) 
 

Standard 2.1 
Standard 2.2 
Standard 2.3 

 

 

Supporting documentation 

Dealing with medical conditions policy and procedure 

Excursions policy and procedure 

Delivery and collection of children policy 

Enrolment and orientation policy 

ASFDC code of conduct 

Authorisation of excursion form 

Authorisation to collect children form 

Authority to administer Panadol form 

Medication record 
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Administration of First Aid 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 136, 168(2)(a) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 17/06/2020 Reviewed 
 

Policy Statement 

In accordance with the National Regulations; 

-Educators hold current First Aid qualifications and have undertaken anaphylaxis and 

emergency asthma management and training as per the list of approved qualifications 

published by ACECQA                                                                                                                                                  

-Records of the administration of first aid are signed by the person completing the record and 

by the child’s parent/guardian                                                                                                                                        

-First aid is applied in accordance with first aid training                                                                                                

-First aid guides and current information are available to staff and educators                                                          

-First aid kits are stocked according to ASFDC’s First Aid Contents List                                                         

-First aid kits are easily recognisable and easily accessible to adults wherever the educator is 

caring for children as part of ASFDC. 

Summary of Strategies and Practices 

Parents and guardians are provided with information about ASFDC’s policies and procedures in 

relation to administration of first aid upon enrolment.                                                                                              

First Aid is administered in accordance with ASFDC’s Incident, injury, trauma and illness policy 

and procedures                                                                                                                                                             

ASFDC maintains current records of educators’ training in asthma and anaphylaxis management 

as well as First Aid qualifications                                                                                                                            

Educators ensure a suitably stocked first aid kit is easily recognisable and easily accessible to 

adults wherever the educator is caring for children as part of ASFDC. It is recommended that the 

kit be stocked as per ASFDC’s First Aid kit Contents List. Educators check expiry dates of First 

Aid kit items every three months and replace those that will expire within the following three 

months. 

Related documents  

Family Handbook                                                                                                                                                                  

First Aid kit Contents List                                                                                                                                         

Incident, Injury, Trauma and Illness Policy and Procedure                                                                                    

Incident, Injury, Trauma and Illness Record                                         

http://acecqa.gov.au/qualifications/approved-first-aid-qualifications/                                                   

Register of Educator qualifications and training  

http://acecqa.gov.au/qualifications/approved-first-aid-qualifications/
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Animal Policy 
 

Related to Quality Area 2: Children’s Health and Safety 

Related to Quality Area 3: Physical Environment 

 

Version Date adopted Description of Change 
1.0 18/05/2016 n/a 
2.0 17/06/2020 Reviewed 
 

Background 

Alice Springs Family Day Care Inc. believes that animals can provide children with positive 

experiences.  The care of animals promotes in children, a caring and responsible attitude.   

Educators and coordination unit staff will ensure that every domestic pet and farm animal that 

children come into contact with is kept in area separate to and apart from the area used by 

children, unless in a specific activity that is part of the educator’s program/curriculum and is 

supervised directly by the educator, staff member or other adults.  For example, brushing or 

bathing the dog, providing food or water for the birds or chickens.     

 

Policy Statement 

Alice Springs Family Day Care Inc. requires that educators ensure: 

That any animals kept on the premises do not constitute a health or safety risk for children, 

coordination unit staff and parents. 

As far as practicable that any animals kept on the premises are in a clean and healthy condition. 

That the animals have an enclosure they may be placed in, when the educator’s 

program/curriculum is based outdoors.  This is both for the safety of the animals and for the 

children in care.   

When new children coming into care are introduced to the educator’s pet and the child is given 

time to become acquainted with the pet and the educator provides the child with assistance. 

Children act responsibility towards to the animals. 

That any water containers for pets do not pose a danger to the children in care.  

Animal faeces are cleaned up immediately from the areas that children play. 

All dogs and cats are wormed on a regular basis. 

Children, educators and other visitors to the residence wash their hands after touching/playing 

with the pets. 
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Sandpits are covered, where possible, when not in use. 

The educator completes a Risk Assessment of the dog/cat and that the assessment has been 

sighted and signed by parent of the children in the educators care. 

 

Regarding other animals that children may come into contact with, Alice Springs Family Day 

Care Inc., requires: 

When children are introduced to pets or family animals, they are not familiar with; the educator 

must ensure that the child/ren act responsibly towards the animal and that the children are 

given time, and the educators’ support, to become acquainted with the animal. 

If on an excursion where animals such as cattle, horses large or small, chickens, rabbits and 

piglets etc. are present, this is noted on the permission form that all families sign. 

 If on an excursion where animals such as cattle, horses large or small, chickens, rabbits and 

piglets etc. are present, the educator must ensure that the children are supervised and 

controlled at all times. 

 

ASFDC responds to legislative and regulatory requirements in relation to Workplace Health and 

Safety and policies under the National Law and National Regulations. 

 

Summary of Strategies and Practices 

All educators and staff hold first aid qualifications and all workers have access to a suitably 

stocked first aid kit with appropriate signage. 

Risk management processes are implemented on consultation with stakeholders including 

where applicable, work health and safety representatives.  The risk management process 

includes hazard identification, risk assessment, implementation of effective controls and review 

of control measures. 

Related Documents 

Risk Assessment 

Accident and Incident and Injury Form 

Excursion Management Plan Educator weekly program/curriculum 

Related Sources: 

Municipality of Alice Springs - Animal Management By Lay 2008 

Kid Safe Australia 

Responsible Pet Ownership Program – website: www.pets.info.vic.gov.au 
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(Re)Assessment and approval of family day care residences and family day 

care venues 
 

Related to Quality Area 2; Children’s Health and Safety 

Related to Quality Area 3: Physical Environment 

Education and Care Services National Regulations 116, 117, 168(2)(a) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 23/09/2014 Include risk assessment within the home safety inspection form 

Include a new Residential safety checklist for educator use 
3.0 24/04/2018 Variation Clause: Territory Families children  
4.0 17/06/2020 Reviewed 
 

Background 

ASFDC is committed to ensuring that education and care environments are safe and conducive 

to the provision of programs that promote child wellbeing, curiosity and confidence. 

Policy Statement 

In accordance with the National Regulations; 

-ASFDC Coordination Unit conducts an assessment (including a risk assessment) of each 

residence and approved family day care venue of the service before education and care is 

provided to children at the residence or venue as part of the service, and these are reassessed at 

least annually. 

-The assessment considers the following; 

Condition of premises, furniture and equipment 

Fencing of outdoor space 

Provision of appropriate furniture, materials and equipment 

Laundry and hygiene facilities 

Toilet and hygiene facilities 

Ventilation and natural light 

The suitability of the residence or venue according to the number, ages and abilities of children 

attending or likely to attend 

The suitability of nappy change arrangements 
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Existence of any water hazards, water features or swimming pool at or near the residence or 

venue 

The risk posed by any animals at the residence or venue 

-Educators advise the ASFDC Coordination Unit of any proposed renovations to the residence or 

venue, or any changes to that may affect the assessment of the residence, or any other changes 

to the residence or venue that will affect the education and care provided to children at the 

service. 

-All family day care venues with glazed areas 1.0m or less above floor level are glazed with 

safety glass, or treated with a product that prevents glass from shattering if broken, or guarded 

by barriers that prevent a child from striking or falling against the glass. 

 

Variation Clause: Territory Families Children  

Manager ASFDC will conduct a visit to the Educator’s residence; environment, facilities, group 

dynamics, persons residing at the house, children’s age group and Educator’s history of 

regulatory and  compliance factors and ability to care for and adequately plan for a Territory 

Families child will  be considered prior to an Educator being approved to care for a Territory 

Families child.  

 

Summary of Strategies and Practices 

The Coordination Unit completes a home safety inspection and risk assessment which assesses 

the home’s compliance with the national regulations prior to education and care provision at 

the residence. This is reassessed annually in July/August. 

Educators ensure the home’s ongoing and continued compliance and complete a daily 

residential safety checklist. 

Coordination Unit staff monitor compliance of ASFDC residences or venues through regular on- 

site visits. 

 

 

Related documents  

Educator Handbook 

Home Safety Inspection and Risk Assessment form 

Daily Residential Safety Checklist 
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Breach Policy 
 

National Quality Standards, Quality Areas 1 – 7 

Educational and Care Services National Regulations 

Version Date adopted Description of Change 
1.0 18/05/2016 n/a 
2.0 17.06.2020 Reviewed 
 

Policy Statement 

To ensure that all educators adhere to the; 

Education and Care Services National Regulations 2014 

Alice Springs Family Day Care Scheme Policies and Procedures 

The Australian Government Child Care Management System (CCMS) 

Alice Springs Family Day Care Inc. Services Agreement; 

Any other applicable laws, regulations and policies that apply to a Person Conducting a Business 

or Undertaking (PCBU) covered under the scope of ASFDC Inc. that may be in force from time to 

time. 

Compliance is mandatory at all times when providing Care Services as a registered educator 

with Alice Springs Family Day Care Inc. 

An Educator is a PCBU (person conducting a business or undertaking), and the Educator’s 

premises where they provide care services is considered a place of work, and as such is included 

under ASFDC’s Policies and Procedures through processes including, but not limited to, home 

inspections and a requirement for motor vehicle compliance with various safety standards. 

Non-compliance with such processes and inspections is considered a breach under this policy, 

and ongoing failure to meet compliance standards will be dealt with as below. 

 

Summary of Procedure: 

Where non-compliance with any of the above occurs (including, but not limited to Education 

and Care Services Regulations, Alice Springs Family Day Care Inc. Scheme Policy and 

Procedures, Alice Springs Family Day Care Inc. Services Agreement, Australian Government 

Child Care Management System or the Educator Compulsory Renewal Information sheet), some 

or all of the following steps will be available to ASFDC Inc.: 

 

 Educator will be Spoken to about the breach and requested   to adhere to the relevant 

regulations, policy, procedure, CCMS guideline, scheme service agreement or other requirement 

that may be in force from time to time. The Educator Support Officer or the Nominated 
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Supervisor will complete the breach report on the spot and the report will include the action(s) 

to be taken and timeframes for completion. . 

 Details of the discussion and/or the report will be documented in the Educator’s performance 

file which is located at the Approved Provider location, which is currently known as Alice 

Springs Family Day Care, Shop 8, Cinema Complex, Leichhardt Terrace, Alice Springs NT 0870.  

Should the Educator fail to rectify the breach within the required time through the required 

actions, The Educator will receive a formal written letter of warning from the nominated 

supervisor detailing the breach in question and its relationship to regulations, policy, procedure, 

CCMS guideline, scheme service agreement or other requirement that may be in force from time 

to time and the fines that are imposed with such breach(es).  

If an educator breaches conditions again, a second warning letter will be issued to the Educator. 

The Educator will be required to meet with the Executive members of the Alice Springs Family 

Day Care Inc.  Board of Governance to seek an immediate resolution to the breach.  

If the educator continues to breach conditions, ASDFC Inc. will terminate the registration of the 

educator. 

Based on the nature of the breach conditions, instant dismissal of the Educator may be enacted 

if the behaviour on the part of the educator puts children’s wellbeing at risk or their behaviour 

“threatens to harm, frighten or humiliate a child”, or if the coordination unit is concerned about 

the Educator’s ability to provide adequate Duty of Care as outlined in the guidelines, the 

legislation, policies and regulations 

 

Related Documents 

Education and Care Services National Regulations 

National Quality Standards (NQS) 

Alice Springs Family Day Care Inc. Service Agreement 

Alice Springs Family Day Care Inc. Policy and Procedures 

The Australian Government Child Care Management System (CCMS) 
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Child-safe environment (including Mandatory Reporting) 
 

Related to Quality Area 2; Children’s Health and Safety                                                                                                          

Related to Quality Area 3; Physical Environment                                                                                                               

Education and Care Services National Regulations 81, 82, 84, 103, 104, 105, 106, 109, 110, 

168(2)(h) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 17/06/2020 Reviewed 
3.0 22/09/2020 Reviewed and updated 
4.0 04/11/2020 Reviewed and updated (included Mandatory Reporting) 
 

Background  
A Child-Safe environment has to be guaranteed and child abuse be prevented. Identification and 

reporting of harm to children are the beginnings of intervention and prevention of such abuse. 

Policy Statement                                                                                                                                                                         

In accordance with the National Regulations; 

-Educators take reasonable steps to ensure that the needs for sleep and rest of children are met, 

having regard to the ages, development stages and individual needs of the children                         

-Educators ensure that children are provided with an environment that is free from the use of 

tobacco, illicit drugs and alcohol                                                                                                                           

-Premises, furniture and equipment used to provide family day care services are safe, clean and 

in good repair                                                                                                                                                                         

-Outdoor areas used within the family day care service are appropriately fenced                                           

-There is access to sufficient furniture, materials and developmentally appropriate equipment 

suitable for the education and care of children attending a family day care service                                   

-There is access to adequate laundry facilities that are located and maintained in a way that 

does not pose a risk to children                                                                                                                                    

There is adequate, developmentally and age-appropriate toilet, washing and drying facilities 

that are located and designed to enable safe use and convenient access by children                                  

Indoor spaces accessed as part of the service are well ventilated, have adequate natural light 

and are maintained at a temperature that ensures the safety and wellbeing of children. 

Children must never be left unattended in a vehicle! 

Mandatory Reporting:                                                                                                                                                                      

All ASFDC educators participate in professional development upon induction and every two 

years thereafter, in relation to the existence and application of the current child protection law, 

and any obligations they may have under that law, including that it is an offence for a person 

with the requisite knowledge not to report.  

Educators ensure that any Educator Assistant providing support to the Educator, is advised of 
the existence and application of the current child protection law and any obligation that they 
may have under that law. ASFDC recommends that Educator Assistants attend a course on 
mandatory reporting obligations.  
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Any Educator, Educator Assistant or ASFDC staff member who believes or suspects on 

reasonable grounds that a child has been or is at risk of being abused, harmed or neglected, is 

required to report this information to the appropriate Government Department. 

Summary of Strategies and Practices 

Parents and guardians are provided with information about ASFDC’s policies and procedures 

about child safety upon enrolment.                                                                                                                            

Family day care premises and venues are assessed, approved and reassessed as per the ASFDC 

policy, Assessment, approval and reassessment of approved family day care residences and 

family day care venues.                                                                                                                                                               

Family day care educators are monitored, supported and supervised as per the Monitoring, 

support and supervision of family day care educators. 

Mandatory Reporting:                                                                                                                                                     

Upon becoming aware that a child may have been or is being abused or neglected, the Educator, 

Educator Assistant or ASFDC staff member phones the Central Intake Team of the Northern 

Territory Families and Children Division, within the Department of Health and Families on 1800 

700 250.  

Should the Educator, Educator Assistant or ASFDC staff member be unsure about whether to 
make the report, they should phone the above number and discuss the matter with the Intake 
Worker.  
Should the educator require support following the report, they may discuss the matter 

confidentially with the Scheme Manager. 

Related documents  

Family Handbook                                                                                                                                                      

Assessment, approval and reassessment of approved family day care residences and family day 

care venues policy                                                                                                                                                

Monitoring, support and supervision of family day care educators policy 

The Care and Protection of Children Act  
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Corporate Governance  
 

Related to Quality Area 7: Leadership and Service Management 

Education and Care Services National Regulations 29, 30, 31, 55, 56, 150, 168(2)(l), 170, 

171, 172, 173, 177, 179, 180, 181, 182, 183, 185 

Version Date 
adopted 

Description of Change 

1.0 11/05/2016 n/a 
2.0 17/06/2020 Reviewed 
 

Background 

ASFDC is incorporated under the NT Associations Act and its Constitution and operations 

comply with this Act.                                                                                                                                       

Sound Corporate Governance is critical to organisational efficiency; credibility; quality service 

delivery; high standards of conduct and continuous improvement. The ASFDC Board of 

Governance believes that if ASFDC is to be a strong organisation, all parts of the organisation 

need to take responsibility for strong governance processes. 

Policy Statement 

ASFDC complies with all relevant legislations and regulations including the NT Associations Act 

and the Education and Care Services National Law and associated Regulations.                      

ASFDC implements policies, procedures and associated tools to ensure that everyone in the 

organisation contributes to organisational decision making and continuous improvement 

processes; performance and compliance are appropriately monitored; management systems 

appropriately identify, assess, monitor and manage risk; transparency and accountability are an 

integral part of the organisation; and conflicts of interest are identified and appropriately 

managed. Copies of current policies and procedures are readily accessible to ASFDC’s 

nominated supervisor, staff members and family day care educators and assistants, and they are 

available for inspection.                                                                                                                                          

A copy of the Education and Care Services National Law and National Regulations is accessible 

at ASFDC’s Coordination Unit at all times for use by the nominated supervisor, staff members or 

parents of children enrolled at the service and any person seeking to make use of the service. 

Where a change to policies or procedures has a significant impact on the provision of care to 

any child enrolled, or the family’s ability to utilise the services, families are notified at least 2 

weeks before implementing the change unless it poses a risk to the safety, health or wellbeing of 

a child enrolled, in which case ASFDC notifies the parents as soon as practicable after making 

the change.  

ASFDC ensures that the following information is displayed:                                                                    

The name of the approved provider, the provider approval number and any conditions on the 

approval                                                                                                                                                                   

The name of the approved service, service approval number and any conditions on the service 

approval                                                                                                                                                                  

The name of the Nominated Supervisor                                                                                                       
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The current ratings for each Quality Area in the National Quality Standard and the overall rating 

of the service                                                                                                                                                          

The elements of the National Quality Standard and/or National Regulations that have been 

waived, the duration of the waiver and whether the waiver is a service waiver or temporary 

waiver                                                                                                                                                                     

Days and hours of operations                                                                                                                       

Name and phone number of the responsible person in charge at any given time and of the 

person who can be contacted to receive a complaint                                                                            

Name of the educational Leader                                                                                                               

Contact details for the Regulatory Authority                                                                                                   

If applicable, a notice stating that a child at risk of anaphylaxis is enrolled at the service                                        

If applicable, a notice of an occurrence of an infectious disease at the service 

ASFDC prepares a Quality Improvement Plan (QIP) for the service that includes an assessment 

of the quality of its service against the National Quality Standard and these Education and Care 

Services National Regulations, identifies any areas that require improvement and contains a 

statement of the philosophy of the service. The QIP is reviewed annually or as required by the 

Regulatory Authority and is submitted to the Regulatory Authority as required.                                            

The QIP is kept at the Coordination Unit and made available to parents on request, and made 

available for inspection by the Regulatory Authority or an authorised officer.                                         

ASFDC holds a current policy of insurance providing adequate cover for the education and care 

service against public liability with a minimum cover of $10,000,000 and ensures that each 

family day care educator registered with the service holds insurance against public liability with 

a minimum cover of $10,000,000.Evidence of this cover is available for inspection by the 

Regulatory Authority or an authorised officer under the Law.                                                               

Information kept by ASFDC Coordination Unit and/or Family Day Care Educators in a record 

under the National Regulations is not divulged or communicated, directly or indirectly, to 

another person other than:                                                                                                                                                          

-to the extent necessary for the education and care or medical treatment of the child to whom 

the information relates                                                                                                                                                               

-a parent of the child to whom the information relates except in the case of information kept in a 

staff record                                                                                                                                                                                

-the Regulatory Authority or an authorised officer                                                                                                        

-as expressly authorised, permitted or required to be given by or under any Act or law                                      

-with the written consent of the person who provided the information.  

Family Day Care Educators are to supply records to the Coordination Unit.                                              

ASFDC ensures records and documents are stored in a safe and secure place.                                          

ASFDC ensures that Educators keep records as outlined in the policy, “Monitoring, support and 

supervision of approved family day care educators,” and that should the Educator leave the 

service, these records are provided to the Coordination Unit where they are kept for the 

specified period. In addition, ASFDC ensures records relating to:                                                               

-assessment of family day care residences and approved family day care venues are kept at the 

service for a period of three years.                                                                                                                               

-family day care staff including educators, coordinators and assistants are kept until the end of 3 

years after they work for the service                                                                                                                      

-responsible person in day-to-day charge including Certified Supervisors placed in day-to-day 

charge are kept until the end of 3 years after the staff member works for the service                                   
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-ASFDC’s compliance history. These are to be kept until the end of 3 years after ASFDC operates 

the service. 

In the event of the death of a child while being educated and cared for by the service, records 

are kept until the end of 7 years after the death. 

 

Summary of Strategies and Practices 

Policies, procedures and associated documents are consistently implemented and reviewed as 

required 

Educator and staff induction includes an introduction to ASFDC’s policies and procedures, 

including requirements in relation to record keeping and confidentiality of records. 

Draft policies and procedures are distributed to all staff and educators for comment and to 

receive input into their development. 

All policies are approved by ASFDC’s Board of Governance 

Upon ceasing work as an educator with ASFDC, all records required to be kept by law for an 

extended period are transferred to the Coordination unit. A handover is conducted which 

includes a checklist of documents to be stored by the Coordination Unit 

Records are stored on site at ASFDC’s Coordination Unit and labelled with a date for disposal. 

Records are disposed such that confidentiality of information is maintained 

 

 

 

Related documents  

NT Associations Act 2012 

http://notes.nt.gov.au/dcm/legislat/legislat.nsf/linkreference/ASSOCIATIONS%20ACT?opendo

cument 

ASFDC Quality Improvement Plan 2013 

ASFDC Policies, procedures and associated documents 

Ceased Educator Checklist  

 

 

  

http://notes.nt.gov.au/dcm/legislat/legislat.nsf/linkreference/ASSOCIATIONS%20ACT?opendocument
http://notes.nt.gov.au/dcm/legislat/legislat.nsf/linkreference/ASSOCIATIONS%20ACT?opendocument
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Dealing with Complaints  
 

Related to Quality Area 7: Leadership and Service Management 

Education and Care Services National Regulations 168(2)(o) 

Version Date 
adopted 

Description of Change 

1.0 11/05/2016 n/a 
2.0 17/06/2020 Reviewed 
3.0 22/09/2020 Reviewed 
 

Background 

ASFDC acknowledges that from time to time, issues may arise amongst board members, staff, 

educators, families and the broader community. Policies and procedures to deal with 

complaints are necessary to ensure that such issues are dealt with in an amicable, professional 

and positive manner. 

Policy Statement 

ASFDC seeks to resolve difficulties, grievances and complaints in a prompt, impartial and just 

manner. Confidentiality is maintained throughout the processes implemented, except insofar as 

this is inconsistent with any legal or contractual obligations of the organisation. 

Summary of Strategies and Practices 

Families are provided with information about grievance procedures at the registration 

interview, and the information is contained within the Family Handbook.  

Staff members are provided with information about grievance procedures during induction and 

the information is contained within the Staff Handbook. 

Educators are provided with information about grievance procedures during induction and the 

information is contained within the Educator Handbook.  

A copy of this policy will be provided to any community member upon raising a complaint with 

the Coordination Unit. 

Where appropriate, parties are encouraged to make every effort to resolve grievances through 

informal discussion between themselves.  

If informal discussions are not successful, or it is inappropriate to do so, then the party(ies) are 

encouraged to raise the grievance with the Scheme Manager.  

The written complaint should be addressed to the Scheme Manager, who will document it in the 

complaints and grievance register of the ASFDC.  The Board will be informed of the complaint at 

its next scheduled meeting, or sooner, if deemed necessary and urgent. 

A response from the Coordination Unit will be provided to the complainant no later than 14 

days after receipt of the written complaint.  
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Should the complainant not be satisfied with the response from the Coordination Unit, they may 

request that the complaint be raised with the Board of Governance at the next Board meeting. 

The issue is placed on the next meeting agenda and all Board members given notice of its 

inclusion. The Board may invite the complainant to address the meeting in person. The 

complainant may be accompanied by a representative of their choice if they choose to address 

the Board. 

A response to the complainant will be made by the Board of Governance within 14 days. 

 

Related documents  

Staff handbook 

Family handbook 

Educator handbook 

Grievances and Complaints register 
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Dealing with Infectious Disease 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 4, 88, 168(2)(c) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 17/06/2020 Updated 
 

Background 

Many children first enter education and care services at a time when their immune systems are 

still developing. ASFDC is committed to limiting the spread of illness and infectious diseases 

within the education and care setting. 

Policy Statement 

In accordance with the National Regulations; 

ASFDC will take reasonable steps to prevent the spread of infectious disease should there be an 

occurrence of infectious disease within the service                                                                                                         

In the event of an occurrence of an infectious disease, ASFDC will as soon as practicable, notify 

the parent/guardian or authorised emergency contact of each child who attends the residence 

or venue where the occurrence has taken place. 

Summary of Strategies and Practices 

Parents and guardians are provided with information about ASFDC’s policies and procedures in 

relation to dealing with infectious disease upon enrolment.                                                                                         

ASFDC adheres to the National Health and Medical Research Council’s recommended minimum 

exclusion periods for infectious conditions.                                                                                                                   

In the event that there is an outbreak of an infectious illness that children are immunised 

against as per the NT Government Childhood Vaccination Schedule, any children who are not 

immunised against that disease will be excluded from care until the outbreak has passed. If an 

Educator’s children are not immunised as per the Schedule and an outbreak of a disease for 

which children are immunised occurs, the Educator will be required to suspend the provision of 

care until the outbreak has passed. 

See as well COVID-19 POLICY! 

Related documents  

Family Handbook                                                                                                                                                          

Dealing with Infectious Disease procedure                                                                                                                     

NT Government Childhood Vaccination Schedule 

http://www.health.nt.gov.au/library/scripts/objectifyMedia.aspx?file=pdf/78/30.pdf&siteID=1

&str_title=Vaccine%20schedule.pdf 

http://www.health.nt.gov.au/library/scripts/objectifyMedia.aspx?file=pdf/78/30.pdf&siteID=1&str_title=Vaccine%20schedule.pdf
http://www.health.nt.gov.au/library/scripts/objectifyMedia.aspx?file=pdf/78/30.pdf&siteID=1&str_title=Vaccine%20schedule.pdf
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PROCEDURE Dealing with Infectious Disease 

  
Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 4, 88, 168(2)(c) 

Version Date of 
change 

Description of Change 

1.0 n/a  
2.0 17/06/2020 Updated 
 

Dealing with Infectious Disease policies and procedures are explained to parents/guardians 

upon enrolment and this information is included in the family handbook. This includes 

information regarding minimum exclusion periods and symptoms of infectious diseases. 

Current copies of the child’s immunisation records are requested upon enrolment and families 

are requested to update these as required. Copies of current immunisation records of all 

Educators’ children are also required to be supplied to the Coordination Unit. 

Educators intentionally teach children health and safety practices to prevent the spread of 

infectious disease. 

In the event that a child becomes ill in care, the Educator contacts the family to arrange 

immediate collection of the child. This includes instances when the child displays any of the 

following symptoms;  

a high temperature 

diarrhea or vomiting 

conjunctivitis 

other symptoms of infectious illnesses 

In the event of an occurrence of an infectious disease being contracted by any child being cared 

for at a Family Day Care residence or venue, the Educator contacts the Coordination Unit as 

soon as practicable. The Coordination Unit notifies the parent/guardian or authorised 

emergency contact of each child who attends the residence or venue where the occurrence has 

taken place as soon as practicable. 

In the event that a child becomes ill at home, the family should make contact with the Educator 

prior to going to the Educator’s house. If it is not clear whether exclusion of the child is required, 

a diagnosis should be sought prior to the child attending care. 

A child who has an infectious illness is excluded from care with other children and may not 

return until symptoms have disappeared or on the advice of a qualified practitioner. Minimum 

exclusion periods are outlined in Table 1.1, Staying Healthy; Preventing infectious diseases in 

early childhood education and care services. 
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In the event that an Educator’s child becomes ill with an infectious disease, the Educator is 

required to suspend the provision of care until the outbreak has passed. Should this occur, the 

Educator contacts the Coordination Unit as soon as practicable. The Coordination Unit seeks to 

make alternative care arrangements for affected families. 

In the event that there is an outbreak of an infectious illness that children are immunised 

against as per the NT Government’s Child Vaccination Schedule, any children who are not 

immunised against that disease, or whose records of immunisation have not been supplied to 

the Coordination Unit, will be excluded from care until the outbreak has passed. If an Educator’s 

children are not immunised, or current immunisation records have not been supplied to the 

Coordination Unit, and an outbreak of a disease for which children are immunised against 

occurs, the Educator is required to suspend the provision of care until the outbreak has passed. 

Should this occur, the Educator contacts the Coordination Unit as soon as practicable. The 

Coordination Unit seeks to make alternative care arrangements for affected families. 

Should an Educator become unwell, the Educator informs the Coordination Unit as soon as 

practicable. The Coordination Unit seeks to make alternative care arrangements for affected 

families. The Educator may be required to supply to the Coordination Unit a medical certificate 

from a qualified practitioner verifying that they are fit to return to work, before resuming 

education and care duties. 

 

Related documents 

Family Handbook 

COVID-19 Policy  

Dealing with Infectious Disease Procedure 

NHMRC, Staying Healthy; Preventing infectious diseases in early childhood education and care 

services, 5th edition, 2012 

NT Government Childhood Vaccination Schedule 

http://www.health.nt.gov.au/library/scripts/objectifyMedia.aspx?file=pdf/78/30.pdf&siteID=1&st

r_title=Vaccine%20schedule.pdf 

 

 

 

 

  

http://www.health.nt.gov.au/library/scripts/objectifyMedia.aspx?file=pdf/78/30.pdf&siteID=1&str_title=Vaccine%20schedule.pdf
http://www.health.nt.gov.au/library/scripts/objectifyMedia.aspx?file=pdf/78/30.pdf&siteID=1&str_title=Vaccine%20schedule.pdf
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Dealing with Medical Conditions 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 90, 91, 92, 93, 94, 95, 96, 168(2)(d)  

Policy Number 5a 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 23/09/2014 Specific mention of medical conditions; asthma, diabetes and 

diagnosis that a child is at risk of anaphylaxis 
3.0 23/09/2015 Inclusion of the requirement to develop a risk-minimisation plan 

for children with special health care needs in consultation with 
parents, and inclusion of details of what the plan should address. 
Inclusion of the requirement to develop a communication plan.  

4.0 14/04/2018 Variation Clause: Territory Families Children  
5.0 17/06/2020 Updated 
 

Background 

Consistent with its inclusive philosophy and practices, ASFDC takes all reasonable measures to 

meet the needs of children with medical conditions. The safety and wellbeing of children 

enrolled with ASFDC is a priority. 

Policy Statement 

In accordance with the National Regulations; 

- Parents/guardians are required to provide information about their child’s special health care 

needs and to provide current medical management plans to ASFDC upon enrolment, or as soon 

as they become aware of the special health care need after enrolment. These special health care 

needs include, but are not limited to, asthma, diabetes or a diagnosis that a child is at risk of 

anaphylaxis. 

- ASFDC follows applicable medical management plans in the event of an incident relating to the 

child’s specific health care need, allergy of relevant medical condition. 

-ASFDC develops a risk-minimisation plan in consultation with the parents of a child with 

special health care needs; 

to ensure that the risks relating to the child’s specific health care need, allergy or relevant 

medical condition are assessed and minimized; and 

if relevant, to ensure that practices and procedures in relation to the safe handling, preparation, 

consumption and service of food are developed and implemented; and 

if relevant, to ensure that practices and procedures to ensure that the parents are notified of any 

known allergens that pose a risk to a child and strategies for minimizing the risk are developed 

and implemented; and  
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to ensure that practices and procedures ensuring that all staff members and volunteers can 

identify the child, the child’s medical management plan and the location of the child’s 

medication are developed and implemented; and 

if relevant to ensure that practices and procedures ensuring that the child does not attend the 

service without medication prescribed by the child’s medical practitioner in relation to the 

child’s specific health care need, allergy or relevant medical condition are developed and 

implemented 

- ASFDC has a communication plan to ensure that; 

relevant staff members and volunteers are informed about the medical conditions policy and 

the medical management plan and risk management plan for the child; and 

a child’s parent can communicate any changes to the medical management plan for the child, 

setting out how that communication can occur. 

- ASFDC provides a copy of this policy and accompanying procedure to parents/guardians of 

children with special health care needs. 

- Educators keep medication records and administer medication according to regulations. 

- Children over preschool age may self-administer medication if there is written authorisation 

from the child’s parent/guardian. The medication record for the child records that medication 

has been self-administered. 

 

 

 

Asthma or Anaphylaxis Emergencies* 

In the case of an anaphylaxis or asthma emergency, medication may be administered to a child 

without written parent/guardian authorization. If medication is administered the 

parent/guardian of the child or the child’s registered medical practitioner will be contacted as 

soon as possible.  

For anaphylaxis emergencies educators/staff will follow the child’s Emergency Action Plan and 

utilize the adrenaline auto-injector provided by parents and call an ambulance. The used auto-

injector will be given to ambulance officers on their arrival. If a child does not have an 

adrenaline auto-injector and appears to be having a reaction, the educator/staff member will 

call an ambulance. Another child’s adrenaline auto-injector will NOT be used.  

In cases of asthma emergency,  the following steps will be followed:  
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1. Sit the person upright 
be calm and reassuring 

do not leave them alone 

2. Give 4 separate puffs of blue/grey 

reliever puffer 

Shake puffer 

Put 1 puff into spacer 

Take 4 breaths from spacer 

Repeat until 4 puffs have been taken 

Remember: Shake, 1 puff, 4 breaths 

 

3. Wait 4 minutes 

If there is no improvement, give 4 more 

separate puffs of blue/grey reliever as 

above 

 

4. If there is still no improvement call 

emergency assistance (dial 000) 

Say 'ambulance' and that someone is having 

an asthma attack 

Keep giving 4 separate puffs every 4 

minutes until emergency assistance arrives 

 

 

In all emergency situations the parent/guardian will always be contacted at the earliest 

opportunity.  

 

Diabetes emergencies* 

In the case of a Diabetic emergency, follow the child’s emergency action plan. Stay with the child 

at all times.  

If unconscious, call Emergency 000 and follow the First Aid procedures. 

In all emergency situations the parent/guardian will always be contacted at the earliest 

opportunity.  

Diabetes is a lifelong medical condition where the body cannot produce enough insulin. Insulin 

is a chemical made by the pancreas (a gland behind the stomach), which regulates the blood 

sugar (glucose) level in the body. 
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Normally our bodies automatically keep the right blood sugar levels, but for someone with 

diabetes their body can't. Instead, they have to control the blood sugar level themselves by 

monitoring what they eat, and taking insulin injections or pills. 

There are two types of diabetes: Type 1, or insulin-dependent diabetes, and Type 2, also known 

as non-insulin-dependent diabetes. 

Sometimes people who have diabetes may have a diabetic emergency, where their blood sugar 

becomes either too high or too low. Both conditions are potentially serious and may need 

treatment in hospital. 

Hyperglycaemia* 

Too little insulin can cause high blood sugar (hyperglycaemia). 

If it’s not treated and gets worse, the person can gradually fall unconscious (into a diabetic 

coma). So it's important to get them to see a doctor in case they need emergency treatment. 

Hypoglycaemia* 

Too much insulin can cause low blood sugar or hypoglycaemia (hypo). 

This often happens when someone with diabetes misses a meal or does too much exercise. It 

can also happen after someone has had an epileptic seizure or has been binge drinking. 

If someone knows they are diabetic, they may recognise the start of a hypo attack, but without 

help they may quickly become weak and unresponsive. 

What to look for - Diabetic emergency 

If you think someone is having a diabetic emergency, you need to check against the symptoms 

listed below to decide if their blood sugar is too high or too low. 

High blood sugar (hyperglycaemia)* 

Warm, dry skin 

Rapid pulse and breathing 

Fruity sweet breath 

Really thirsty 

Drowsiness, leading to unconsciousness if not treated 

Low blood sugar (hypoglycaemia)* 

Weakness, faintness or hunger 

Confusion and irrational behavior 

Sweating with cold, clammy skin 

Rapid pulse 
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Trembling 

Deteriorating level of response 

Medical warning bracelet or necklace and glucose gel or sweets 

Medication such as an insulin pen or tablets and a glucose testing kit 

What you need to do ‒ for high blood sugar (hyperglycaemia) 

Call 000 straight away for medical help and say that you suspect hyperglycaemia. 

While you wait for help to arrive, keep checking their breathing, pulse and level of response. 

If they lose consciousness at any point, open their airway, check their breathing and prepare to 

treat someone who’s become unconscious. 

What you need to do ‒ for low blood sugar (hypoglycaemia) 

Help them sit down. If they have their own glucose gel, help them take it. If not, you need to give 

them something sugary like fruit juice, a fizzy drink, two teaspoons of sugar, or sugary sweets. 

If they improve quickly, give them more sugary food or drink and let them rest. If they have 

their glucose testing kit with them, help them use it to check their glucose level. Stay with them 

until they feel completely better. 

If they do not improve quickly, look for any other causes and then call 000 for medical help. 

While waiting, keep checking their responsiveness, breathing and pulse. 

What you need to do ‒ if you’re unsure whether their blood sugar is high or low  

If you’re not sure whether someone has high or low blood sugar, give them something sugary 

anyway, as this will quickly relieve low blood sugar and is unlikely to do harm in cases of high 

blood sugar 

If they don’t improve quickly, call 000 for medical help. 

If they lose consciousness at any point, open their airway, check their breathing and prepare to 

treat someone who’s become unconscious. 

 

Variation Clause: Territory Families Children  

Prior to coming into placement with ASFDC all Territory Family children coming directly from 

community are to have a medical clearance from the hospital.  Territory Families case worker is 

responsible for obtaining this clearance.  
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Summary of Strategies and Practices 

Parents/guardians are required to detail any medical conditions or specific health care needs of 

their child and if applicable, to provide a current medical management plan for their child. 

ASFDC follows provided medical management plans and, in consultation with the 

parent/guardian, develops a risk-minimisation plan to ensure that the risks relating to the 

child’s specific health care need or relevant medical condition are assessed and minimised. 

ASFDC provides a copy of the Dealing with Medical Conditions policy and procedure and a copy 

of the Medical Conditions Communication Plan to the parent/guardian of a child where the 

organisation is aware that the child has a specific health care need, allergy or other relevant 

medical condition. 

ASFDC ensures that educators, relief educators and Coordination Unit staff are informed of 

special health care needs of all children they care for, and that they are informed of and 

implement medical management plans and medical risk-minimisation plans, and the Medical 

Conditions Communication Plan.  

Educators keep medication records as required by regulation 92, and ensure that appropriate 

authorisations for administration of medication are secured as per Regulations 93 and 94, and 

that medication is administered according to regulations 95 and 96. These requirements are 

outlined in the accompanying procedure, “Administration of Medication.” 

 

Related documents  

Medication record 

Dealing with Medical Conditions Procedure, “Administration of Medication.” 

Family enrolment form  

Medical management plans (provided by parent/guardian as applicable) 

Placement form 

Medical Risk Minimisation Plan 

Medical Conditions Communication Plan 
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PROCEDURE Dealing with Medical Conditions  
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations; 90, 91, 92, 93, 94, 95, 96, 168(2)(d)   

Version Date of 
change 

Description of Change 

1.0 n/a  
2.0 17/06/2020 Updated 
In case of a medical emergency please refer to the Incident, Injury, Trauma and Illness 

procedure on Page 70 and follow it! 

Dealing with Medical Conditions policies and procedures are explained to parents/guardians 

upon enrolment and this information is included in the family handbook.                                                 

Should medical management plans be provided for a child who has a medical condition, (eg 

Asthma action plan or Action Plan for Anaphylaxis) the medical condition of the child is 

managed accordingly.                                                                                                                                          

Educators ensure that medication is not administered to a child unless there is documented 

authorisation, except in the case of an emergency. In the case of an emergency, verbal 

authorisation can be given by a parent or person named in the child’s enrolment record as 

authorised to consent to administration of medication, or if they cannot be reasonable 

contacted, a registered medical practitioner or an emergency service can provide this 

authorisation. Medication may be administered to a child without an authorisation in case of an 

anaphylaxis or asthma emergency. If this occurs, the educator ensures that as soon as 

practicable, the parent/guardian of the child and emergency services are notified.                          

Medication is administered from its original container bearing the original label and before the 

expiry date, and in accordance with any instructions attached to the medication or provided by 

a registered medical practitioner. If the medication has been prescribed by a registered medical 

practitioner, then the original label has the name of the child to whom the medication is to be 

administered.                                                                                                                                                 

Administration of all medication is recorded on the medication record. It is not a requirement 

that a second person checks and witnesses the administration of medication. However, there is 

space for this to be recorded on the medication record should the educator prefer this check to 

be put in place.                                                                                                                                                                        

All medication is secured out or reach of children. In the case of a child above pre-school age 

with permission to self-administer medication, the medication is not stored in the child’s bag, 

but safely secured as per other medication. The child is supervised by the Educator when self – 

administering medication and this is recorded by the Educator on the medication record. 

Related documents 

Family Handbook                                                                                                                                                               

Dealing with Medical Conditions Policy                                                                                                             

Medication Record                                                                                                                                                        

Asthma Action Plan                                                                                                                                                            

Action Plan for Anaphylaxis                                                                                                                                           

Family Enrolment form   
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Delivery and collection of children 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 99, 159, 168(2)(f), 168(2)(m) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 26/2/2015 Collection & drop to family home by educator 

School age children walking, riding bikes or catching bus home 
from school. 

3.0 11/05/2016 School age children walking, riding bikes or catching bus home 
from school. 

4.0 24/04/2018 Variation Clause: Territory Families Children  
5.0 17/06/2020 Reviewed 
Background 

The safety, security and wellbeing of children entrusted to ASFDC’s care are of the highest 

priority. 

Policy Statement 

In accordance with the National Regulations: 

All children attending a family day care service are signed in and out on the attendance and 

timesheet record upon delivery and collection. The attendance and timesheet records the full 

name of the child being cared for, the date and time of a child’s arrival and departure, and the 

signature of the person delivering or collecting the child.                                                                              

Educators ensure that a child attending the family day care service does not leave the residence 

or approved family day care venue except if; 

-the child is given into the care of the parent/guardian or an authorised nominee named in the 

child’s enrolment record as being authorised to collect the child from the premises                                         

-there is written authorisation from the child’s parent/guardian or authorised nominee named 

in the child’s enrolment record for a third party to collect the child, and the third party produces 

photo ID for identification purposes.                                                                                                                                      

-the child is taken on excursion in accordance with ASFDC’s Excursions policy                                                 

-the child is given into the care of a person or taken outside the premises because the child 

requires medical hospital or ambulance care or treatment or because of another emergency.           

-the child is dropped off (or collected) from the family residence by the Educator, at the request 

of the parent or voluntary by the Educator.    

School age children may walk, ride or catch the bus to and from the Educators home when 

travelling to and from school, written parent of guardian permission is obtained.  It is 

recommended that children under the age of 10 are accompanied by an adult.                                          

Children not collected from care, the Educator must make every possible attempt to contact the 

parent.  If uncontactable the educator contacts the co-ordination unit or the on call staff 

member.  



37 | P a g e  
 

Note that in this policy, parent does not include a parent who is prohibited by a court 

order from having contact with the child. 

In the case that a court order prohibits or restricts a parent having contact with the child, ASFDC 

must be provided with a copy of the court order.                                                                                                     

Note that implementation of this policy requires educators who pick up or drop off a child to the 

family home, to do so in accordance with ASFDC’s Excursions policy.  

Variation Clause: Territory Families Children  

Written permission is to be signed by a case worker and countersigned by the Educator stating 

that a child can walk, ride or catch public transport or a school bus to and from the Educator’s 

place of residence. Signed documentation to be copied and submitted to the Coordination Unit 

on the day that permission is given.  

Summary of Strategies and Practices 

Parents and guardians are provided with information about ASFDC’s policies and procedures 

about delivery and collection of children upon enrolment.                                                                      

Attendance and timesheet records are signed and time of signing recorded by the person 

delivering or collecting the child. Where the person collecting the child is required to produce 

identification, this is recorded on the attendance and timesheet record.                                                     

Where ASFDC has been informed that a court order prohibits or restricts a parent’s contact with 

a child, it ensures that any Educator caring for the child is informed of the order and is aware of 

its implications                                                                                                                                                                

Policies and procedures in relation to excursions; emergency and evacuations; and Incidents, 

injury, trauma and illness which relate to situations in which a child may leave the residence or 

approved family day care venue, are in place and implemented.                                                                   

Children dropped of (or collected) from the family home are to be signed in/out by the educator 

and countersigned by the parent, transported in approved car seats, and risk assessment and 

authorisation forms are completed.                                                                                                                           

School age children may walk, ride or catch the bus to and from the educator’s home at the start 

and finish of the school day, with parent’s authorisation.  It is recommended that children under 

the age of 10 are accompanied by an adult.                                                                                                       

Children not collected and parent uncontactable, the Coordination Unit make arrangement for 

the educator or an alternate person to care for the child until the parents are contacted or the 

relative authorities are advised. 

 

Related documents  

Family Handbook                                                                                                                                                         

Delivery and collection of children procedure                                                                                                        

Family Enrolment Form                                                                                                                                       

Attendance and Timesheet                                                                                                                                     

Excursions Policy                                                                                                                                                    

Emergency and Evacuation policy and procedures                                                                                         

Incident, injury, trauma and illness policy and procedure 
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PROCEDURE Delivery and Collection of Children 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 99, 159, 168(2)(f), 168(2)(m) 

Version Date of 
change 

Description of Change 

1.0 n/a  
2.0 18/06/2020 Reviewed  
 

Delivery and collection of children policies and procedures are explained to parents/guardians 

upon enrolment and this information is included in the family handbook 

Educators ensure that a person delivering or collecting a child from the service signs the 

attendance and timesheet form and the time of doing so is recorded. 

In the case where an Educator delivers and/or collects a child from pre-school, the child must 

be delivered to and/or collected from their classroom. The Educator ensures that the teacher is 

aware of the child’s arrival/departure and complies with any pre-school procedures for child 

arrival/departure such as signing children in and out. The Educator signs the child in and out on 

the Family Day Care attendance and timesheet in this case. 

Educators ensure that any person collecting a child has authority to do so as per the child’s 

enrolment record or as per written instructions from the child’s parent/guardian or authorised 

nominee as per the enrolment record. Photo identification must be produced and recorded in 

the “Notes” section on the attendance and timesheet if the person collecting the child is not 

known by the Educator. 

Should ASFDC be informed of a court order prohibiting or restricting a person’s contact with a 

child, all Educators caring for the child are informed in relation to the order. Should the person 

against whom the court order has been issued attempt to contact the child in breach of the court 

order while in the care of an Educator, the Educator immediately contacts the Police and the 

Coordination Unit. The Coordination Unit immediately contacts the parent/guardian of the child 

concerned. 

Should a child attending the service appear to be missing or cannot be accounted for, or the 

child is removed from the service premises in a way that breaches ASFDC’s Delivery and 

Collection of children and Refusal of Authorisations for a child to leave the service Policy, the 

educator immediately contacts the Police and the Coordination Unit. The Coordination Unit 

contacts the child’s family. As a serious incident has occurred, the Coordination Unit implements 

the following additional procedures; 

The Scheme Manager or Certified Supervisor reads the record and lodges within the required 

timeframe, a Notification of Serious Incident form S101, accessed from the ACECQA website and 

completed according to the instructions on the form. 

The S101 Form and any supporting documentation is lodged with the Regulatory Authority; 
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Quality Education and Care NT 

Department of Education and Training 

Fax (08) 89995677 

qualityecnt.DET@nt.gov.au 

Email receipt of lodgement of the form is secured 

A copy of the form is lodged with FDCA National Insurance Plan at; 

NFDCCA National Insurance 

PO Box 571 

Gosford NSW 2250 

The serious incident is reported to the Chairperson, Board of Governance. 

A copy of the Notification of Serious Incident form is supplied to the parent/guardian and a copy 

is filed. 

Children dropped of (or collected) from the family home are to be signed in/out by the educator 

and countersigned by the parent, transported in approved car seats, and risk assessment and 

authorisation form must be completed. 

Children not collected and parent uncontactable, the Coordination Unit to make arrangements 

for the educator or an alternate person to care for the child until the parents are located or the 

relative authorities are advised. 

 

Related documents 

Family Handbook 

Delivery and Collection of children and Refusal of authorisation to leave the service policy 

Family Enrolment Form 

Attendance and Timesheet 

Notification of Serous Incident form S101 

 

  

mailto:qualityecnt.DET@nt.gov.au
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Determining the responsible person present policy 
 

Alice Spring Family Day Care Scheme Policy 

Version Date adopted Description of Change 
1.0 11/05/2016 n/a 
2.0 18/06/2020 Reviewed 
 

Purpose: The Education and Care Services National Regulations require Alice Springs Family 

Day Care to have in place policies and procedures in relation to determining the responsible 

person present at the service. 

Scope: This policy applies to Board members, Approved Provider, Nominated Supervisor, 

Certified Supervisor, educators, staff, students on placement, volunteers and parents/guardians 

of Alice Springs Family Day Care. 

Definitions 

Approved Provider – a person/organisation who holds provider approval 

Nominated Supervisor – in relation to education and care service means a person: 

Who is a certified supervisor, and 

Who is nominated by the approved provider of the service to be the nominated supervisor of 

that service, and 

Who has consented to that nomination. 

Certified Supervisor – a person who holds a supervisor certificate. 

Duty of care - a common law concept that refers to the responsibilities of organisations to 

provide people with an adequate level of protection against harm and all reasonable foreseeable 

risk of injury 

Responsible Person -  the Approved Provider (if that person is an individual, and in any other 

case the person with management or control of the service operated by the Approved Provider) 

or a Nominated Supervisor or Certified Supervisor who has been placed in day-to-day charge of 

the service in accordance with the National Regulations. 

Policy Statement 

The Education and Care Services National Law Act 2010, outlines that whilst children are being 

educated or cared for by educators of a family day care service, a responsible person, who can 

be either of the following must be available to provide support or advice: 

An approved provider, if an individual 

A nominated supervisor 

A certified supervisor, who has been placed in day to day charge of the service. 
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The responsible person must able to provide support or advice includes being available via the 

telephone.  

Within Alice Springs Family Day Care (ASFDC) the responsible person will be the nominated 

supervisor or manager of the service during office operational hours, if present. In the absence 

of the nominated supervisor a certified supervisor will be designated as the responsible person. 

Outside of office operational hours a certified supervisor will be available via telephone.  

Responsibilities of the Coordination unit 

Ensure the name of the responsible person present is displayed within the office and is changed 

accordingly.  

Ensure all staff that can be classified as a responsible person meet appropriate legislative 

requirements for certified supervisors. 

Ensure educators are aware of this policy and processes in regards to the responsible person. 

Ensure a staff member is available via the ‘on call’ phone, outside office hours, using an on call 

roster. 

Ensure all staff are aware of their responsibilities when in possession of the ‘on call’ phone.  

Ensure all educators and parents are given the ‘on call’ phone number.  

Be willing and able to provide support and advice to educators when needed. 

Responsibilities of Educators 

Have access to the ‘on call’ and office contact phone numbers at all times. 

Be familiar with this policy. 

Contact the coordination unit or responsible person when needed/appropriate.  

Responsibilities of families 

Have access to the ‘on call’ and office contact phone numbers. 

Relevant Legislation 

Education and Care Services, National 
Regulations 2012 

Regulations – 35, 46-50, 146, 150, 168 
(2)(i)(ii), 176 

Education and Care Services, National Uniform 
Legislation Act, 2011, (National Law) NT 

Section 5, 44, 56, 106-109, 114, 115, 118, 161, 
163, 164, 168, 172, 291 (5) 

National Quality Standards for Early 
Childhood Education and Care and School Age 
Care (2010) 

Standard 4.1 
Standard 7.1 

 

Supporting Documentation 

ASFDC policies and procedures 
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Educator Maternity Leave 
 

Version Date Adopted  Description of Change 
1.0 18/05/2016 n/a 
2.0 18/06/2020 Reviewed 
 

Background 

ASFDC aim to facilitate families and educators to work together in partnership to support the 

children’s wellbeing and learning when the educator takes maternity leave and children are 

required to move to a new care home.  

Policy Statement 

An educator who is pregnant may work up until her due date, provided arrangements are in 

place should labour commence while she is caring for children. These arrangements should be 

made in consultation with the educator support officer and should have the approval of the 

parents/guardians of the children in her care. 

Summary of Strategies and Practices 

All educators requiring maternity leave should advise the scheme office in writing of their 

intention to take leave and the period they will be absent.                                                                              

At least four (4) weeks’ notice should be given to the scheme and this notification should be 

written using the “Educators Leave” form.                                                                                                          

Educators are to enter into a financial arrangement with the finance officer to leave the service 

with a zero account balance, regardless of the amount of time the educator is taking maternity 

leave for.                                                                                                                                                                        

Educators may recommence care as soon as they feel able, however educators will require a 

medical certificate confirming they are fit to resume.                                                                                 

Educators taking maternity leave will be asked to return all equipment, including toys and 

resources from the library.                                                                                                                                  

Educators taking more than six (6) weeks leave will be required to undertake an environment 

and home inspection before they recommence.                                                                                           

Educators who require maternity leave of more than six (6) months will be required: 

-To have a re-entry interview                                                                                                                                       

-Attend all or part of an Educators Induction (if modules have changed in conjunction with the 

National Regulation and Law and the Early Years Leaning Framework.                                                           

-Renew Working with Children’s Cards (Ochre Card)                                                                                         

-Renew Criminal History Checks for all persons over the age of eighteen (18) living in the home, 

including the educator.  

If maternity leave should commence mid-week, the split-care procedure should be followed in 

regards to charging of fees to families.  

Related Documents: 

Educator Leave form                                                                                                                                                               

Toys and Equipment Items report                                                                                                                                         

Financial Account Report  
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PROCEDURE Educator Maternity Leave 
 

Version Date Adopted  Description of Change 
1.0 18/05/2016 n/a 
2.0 18/06/2020 Reviewed  
 

Advise Alice Springs Family Dare Care in writing their intention to take maternity leave and the 

approximate period length in which they will be absent. 

Advise parents/guardians of their intention to take maternity leave and the approximate period 

of leave intended.  

Have a written arrangement in place should labour commence while caring. Educators to make 

these arrangements in consultation with all stakeholders.  

A copy should be sent to the Scheme. 

When you are required to take maternity leave:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Related Documents 

Notification of Care Requirements 

Educator Leave Form 

Complete ‘Notification of Care Requirements’ form and distribute 

to families. 

Note: the office requires at least one month’s notice of leave so this 

should be done 5-6 weeks prior. 

Collect ‘Notification of Care 

Requirements’ back from all families. 

Complete the ‘Educator Leave’ form with all details including the 

information from families on the ‘Notification of Care 

Requirements’ form. 

Provide the office with the ‘Educator Leave’ form at least one 

month prior to your leaving commencement.  
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Emergency and evacuation 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 97, 98, 168(2)(e) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 18/05/2016 Changed “Fire Drill Form” to “Emergency and Evacuation Practice 

Drill Form” 
Clarified that each Family Day Care Educator as well as the 
Coordination Unit is required to rehearse the emergency and 
evacuation practice drill at each every 3 months and keep records 
of this 
Referred to a new Emergency Risk Assessment form that the 
Coordination Unit will complete. 

3.0 18/06/2020 Reviewed 
 

Background 

ASFDC is committed to ensuring that emergency and evacuation procedures are in place and 

implemented so that no person is put at unnecessary risk in the event of an emergency. 

Policy Statement 

In accordance with the National Regulations; 

ASFDC conducts a risk assessment to identify potential emergencies that are relevant to the 

service. 

Copies of emergency and evacuation floor plans and instructions are displayed in a prominent 

position near each exit at family day care residences and venues. 

At least every three months, each Family Day Care Educator rehearses the emergency and 

evacuation procedures with the children being educated and cared for by the Educator on that 

day at the family day care venue. This is documented using the Emergency and Evacuation 

Practice Drill Form and filed by the Educator for inspection. 

At least every three months, the Coordination Unit rehearses the emergency and evacuation 

procedures during office hours. This is documented using the Emergency and Evacuation 

Practice Drill Form and filled for inspection. 

There is ready access to an operating telephone or other similar means of communication to 

enable immediate communication to and from parents/guardians and emergency services at all 

times. 

Summary of Strategies and Practices 

Parents and guardians are provided with information about ASFDC’s policies and procedures in 

relation to emergency and evacuation upon enrolment. 
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The Coordination Unit undertakes an Emergency Risk Assessment and works with Educators to 

minimise these risks. 

Educators rehearse emergency and evacuation procedures with children in their care at least 

every 3 months and document this using the Emergency and Evacuation Practice Drill form and 

keep records of this for inspection. 

The Coordination Unit rehearses emergency and evacuation procedures during office hours at 

least every 3 months and documents this using the Emergency and Evacuation Practice Drill 

form and keep records of this for inspection. 

Family day care premises and venues are assessed, approved and reassessed as per the ASFDC 

policy, Assessment, approval and reassessment of approved family day care residences and family 

day care venues. 

Family day care educators are monitored, supported and supervised as per the Monitoring, 

support and supervision of family day care educators. 

Educators attend fire awareness training annually and this is recorded in the Staff register of 

qualifications and training. 

 

Related documents  

Family Handbook 

Emergency and Evacuation Practice Drill form 

Staff register of qualifications and training 

Emergency Risk Assessment form 
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Engagement and Registration of family day care educators  
 

Related to Quality Area 4; Staffing Arrangements 

Related to Quality Area 7; Leadership and service management  

Education and Care Services National Regulations 84, 119, 127, 169(2)(b), 180(2) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 18/05/2016 Added background statement 

Referred to the ASFDC Services agreement 
3.0 09/1018 Child Swapping prohibited in scheme 
4.0 18/06/2020 Reviewed 
Background 

ASFDC is committed to providing high quality education and care to the family it works with. 

Accordingly, the process for registration as an Educator with ASFDC is educative, rigorously 

implemented, and compliant with relevant legislation. 

Policy Statement 

-Any educator engaged or registered with ASFDC has attained the age of 21 years. 

-Process for registration includes; 

Provision of information by Coordination Unit to potential applicant about conditions and 

standards to be met, and processes involved in applying for registration as an ASFDC Educator. 

Initial visit by Coordinating Unit to potential applicant’s residence or proposed Family Day Care 

venue to determine general suitability of residence or venue. 

Submission by the applicant to the Coordination Unit, of a CV including two referees and 

covering letter outlining why the applicant wishes to become an ASFDC Educator 

Interview of the applicant and checking of referees by the ASFDC Coordination Unit 

If application is successful and initial residence/venue inspection is satisfactory, ASFDC issues a 

letter of offer to the applicant inviting them to undertake the necessary processes to seek 

registration as an ASFDC Educator. These include; 

Provision of evidence of relevant qualifications the applicant has attained or is working towards 

including at least an approved certificate 3 level education and care qualification 

Provision of evidence that the educator has a current approved first aid qualification and has 

completed approved anaphylaxis management training and emergency asthma management 

training. (Note that this training must be approved by ASFDC to ensure that it meets ASFDC’s 

requirements for registration) 

 



47 | P a g e  
 

 

Provision of a current Working with Children card which is renewed every 2 years 

Provision of a criminal history check issued within the previous 6 months which is to be 

renewed every 2 years 

Provision of the full names and dates of birth of all persons aged 18 years and over who 

normally reside at the proposed family day care residence, and the full names and dates of birth 

of all children aged under 18 years who normally reside at the proposed family day care 

residence 

For those aged 18 years or over who reside at the proposed family day care residence, provision 

of a criminal history record check issued in the previous 6 months which is to be renewed every 

two years 

The assessment and approval of the proposed family day care residence or venue as per 

ASFDC’s Assessment, approval and reassessment of approved family day care residences and 

family day care venues policy. 

Evidence that the proposed educator holds relevant and current public liability insurance 

Participation in and completion of ASFDC Induction for Family Day Care educators which 

includes provision of information about the existence and application of the current child 

protection law, and any obligations that they may have under that law. 

Following satisfaction of registration requirements, the educator is required to enter into a 

service agreement with ASFDC. 

Following completion of the service agreement, the educator is issued with a Certificate of 

Registration and added to the ASFDC Register of Family Day Care Educators  

Child Swapping  

The practice of child swapping is prohibited. Child Swapping is the practice where an Educator's 

own child is placed in care with another Educator who is registered with ASFDC or any other 

Family Day Care Service in Alice Springs. This also works in the reverse, an Educator from 

another Family Day Care Service placing their own child in care with ASFDC. Both are 

prohibited. 

Summary of Strategies and Practices 

Potential educators are provided with comprehensive information in relation to ASFDC 

registration requirements so as to enable them to make informed decisions about proceeding 

with the registration process. 
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Registration and engagement processes are rigorous and consistently implemented as per the 

policy. 

The Coordination Unit assists Family Day Care educators to comply with legislation, their 

service agreement with ASFDC, and ASFDC’s policies and practices. In the event that an 

educator does not comply with conditions of registration or their service agreement with 

ASFDC, ASFDC may suspend or cancel an educator’s registration. 

 

Related documents  

Educator information and registration pack 

Register of Family Day Care Educators and Educator Assistants 

Educator and Educator Assistant register of qualifications and training 

Letter of offer to potential family day care educators 

ASFDC Services Agreement 

Certificate of Registration 
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Engagement and Registration Family day care assistants  
 

Related to Quality Area 4; Staffing arrangements 

Related to Quality Area 7; Leadership and service management  

Education and Care Services National Regulations 84, 119, 128, 136(3), 147, 149, 154, 

169(2)(b) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 24/04/2018 Variation Clause: Territory Families Children  
3.0 18/06/2020 Reviewed 
Background 

Educator assistants are voluntary workers who contribute to the education and care 

environment. They provide support to educators and enable educators to eg. Attend 

appointments that cannot be scheduled out of normal education and care hours.   

Policy Statement 

-Potential Educator Assistants are interviewed by the Coordination Unit and provided with 

information about the process for registration as an educator assistant 

-Educator Assistants registered with ASFDC have attained 21 years of age. 

-Educator Assistants provide education and care in the place of an educator for a maximum of 

three hours in any one day. 

-Educators inform the Coordination Unit upon leaving children in the care of an Educator 

assistant, and upon their return. This is recorded in the Coordination Unit’s Sign in book. 

In accordance with the National Regulations; 

-ASFDC records of family day care educator assistants approved by the service include; 

The full name, address and date of birth of the educator assistant 

The contact details of the educator assistant 

The name of the family day care educator to be assisted by the educator assistant 

The date that the educator assistant was approved by the service 

The date that the educator assistant ceased to be approved by the service, for the period of 3 

years following that date 

Evidence that the educator assistant holds a current approved first aid qualification, has 

undertaken current approved anaphylaxis management training and has undertaken current 

approved emergency asthma management training. (Note that training must be ASFDC 

approved to ensure that it meets ASFDC registration requirements) 
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A criminal history check, initially undertaken within the 6 months previous to registration and 

updated every two years. 

the Notice number and expiry date of their Working with Children card for volunteers 

the date that the card was sighted by the approved provider of nominated supervisor of the 

family day care service. 

The Educator ensures that any Educator Assistant providing support to the Educator, is advised 

of the existence and application of the current child protection law, and any obligations that 

they may have under that law. ASFDC recommends that Educator Assistants attend a course on 

mandatory reporting obligations. 

ASFDC requires Educator Assistants to complete an ASFDC approved food handling course 

every three years and an ASFDC approved fire awareness course every year. 

 

Variation Clause: Territory Families Children  

Buddy system and networking group for Educators who care for Territory Families children. 

Educators with Territory Families children can call upon other Educators with Territory 

Families children to relieve for care outside of core hours in instances of: 

Personal emergency 

Professional development courses or seminars  

Personal well being 

Central intake, caseworkers and ASFDC Coordination unit to be notified no less than 48 hours 

prior to a planned event.  In an emergency the fore mentioned services must be notified 

immediately.  

Limit of four hours per relief care, the care must be reciprocated. No money is to be exchanged 

for care. Relief care is not to be used for sleepovers. ASFDC ratios to be maintained at all times.  

Assistant Educators  

In instances where mandatory professional development training or Educator meetings are 

attended an Assistant Educator can be called upon to care for Territory Families children. The 

case worker and Coordination unit is to be notified before an Assistant Educator cares for a 

child. 

Assistant Educators may be used for a maximum of 6 hours per week, this is outside of 

professional development training or when attending Educator meetings. In instances where an 

educator assistant is used for more than 6 hours per week written permission must be obtained 

from the case worker and forwarded to the Coordination Unit. 

Transportation of children: Educator Assistants are not permitted to transport children in a 

vehicle unless the Coordination unit has sighted their licence and a vehicle other than the 
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Educators has been approved. Written permission is required from a case worker and the 

Coordination unit in all instances of Assistant Educators transporting children in vehicles.  

Summary of Strategies and Practices 

Potential educator assistants are provided with comprehensive information in relation to 

ASFDC educator assistant registration requirements so as to enable them to make informed 

decisions about proceeding with the registration process 

Registration and engagement processes are rigorous and consistently implemented as per the 

policy 

The Coordination Unit assists Family Day Care assistants to comply with relevant legislation as 

well as ASFDC policy and practices. In the event that an educator assistant does not comply with 

conditions of their registration, relevant legislation or ASFDC policy and practices, ASFDC may 

suspend or cancel their registration. 

 

Related documents  

Educator handbook 

Coordination Unit Sign-in book 

Register of Family Day Care Educators and Educator Assistants 

Educator and Assistant Educator register of qualifications and training 
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Enrolment and Orientation 
 

Related to Quality Area 6; Collaborative partnerships with families and communities 

Education and Care Services National Regulations 160, 161, 162, 168(2)(k) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 18/06/2020 Reviewed 
 

Background 

ASFDC’s enrolment and orientation processes aim to facilitate families and educators to work 

together in partnership to support children’s wellbeing and learning. 

Policy Statement 

In accordance with National Regulations; 

An enrolment record must include the following information for each child; 

The full name, date of birth and address of the child 

The name address and contact details of; 

Each known parent of the child; and 

Any person who is to be notified of an emergency involving the child if any parent of the child 

cannot be immediately contacted; and 

Any person who is an authorised nominee (a person who has been given permission by a parent 

or family member to collect the child from the family day care educator) 

Any person who is authorised to consent to medical treatment of, or to authorise administration 

of medication to, the child; and 

Any person who is authorised to authorise an educator to take the child outside the education 

and care service premises 

Details of any court orders, parenting orders or parenting plans provided to the approved 

provider relating to powers, duties, responsibilities or authorities of any person in relation to 

the child or access to the child; 

Details of any court orders provided to the approved provider relating to the child’s residence 

or the child’s contact with a parent or other person; 

(Note that Parenting order means a parenting order within the meaning of section 64B(1) of the 

Family Law Act 1975 of the Commonwealth. Parenting plan means a parenting plan within the 

meaning of section 63C(1) of the Family Law Act 1975 of the Commonwealth, and includes a 

registered parenting plan within the meaning of section 63C(6) of that Act.) 
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The gender of the child; 

The language used in the child’s home; 

The cultural background of the child and, if applicable, the child’s parents; 

Any special considerations for the child, for example any cultural, religious or dietary 

requirements or additional needs 

An authorisation, signed by a parent or a person named in the enrolment record as authorised 

to consent to the medical treatment of the child, for the family day care educator to seek; 

Medical treatment of the child from a  registered medical practitioner, hospital or ambulance 

service; and 

Transportation of the child by an ambulance service; and 

If relevant, an authorisation for the family day care educator to take the child on regular outings. 

Health information including; 

The name, address and telephone number of the child’s registered medical practitioner or 

medical service; and 

If available, the child’s Medicare number; and 

Details of any; 

Specific healthcare needs of the child, including any medical condition eg. asthma, diabetes; and 

Allergies, including whether the child has been diagnosed as at risk of anaphylaxis; and 

Any medical management plan, anaphylaxis medical management plan, asthma management 

plan or risk minimisation plan to be followed with respect to a specific healthcare need, medical 

condition or allergy referred to above 

Details of any dietary restriction for the child; and 

The immunisation status of the child; and 

If the approved provider or a staff member or family day care educator has sighted a child 

health record for the child, a notation to that effect. 

ASFDC ensures that an enrolment record is kept that includes the required information for each 

child enrolled with the service. 

An Educator keeps an enrolment record including the required information for each child 

educated and cared for by the Educator 

The parents’ date of birth is to be provided to ASFDC if parents wish to receive payments 

associated with their child’s education and care as distributed through the Department of 

Human Services. 
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ASFDC informs families about its policies and procedures upon enrolment and at other times as 

deemed appropriate. Families are provided with the Family handbook upon enrolment. 

The Educator provides the family with information about their educational program and 

practices, family day care routines and information about payment of fees upon enrolment, and 

encourage families to share information about their child. 

Summary of Strategies and Practices 

All required information is gathered through the enrolment process, educators ensure they 

become familiar with the information provided, and develop implement appropriate and 

responsive strategies as required.  

Families are encouraged to visit and become familiar with the service before their child starts 

care, and to share their understandings of their child’s strengths, interests, abilities and needs. 

Families are encouraged to stay with their child for as long as needed during the settling-in 

period, and educators share information with families about how their child is settling into the 

service. 

Management has the right to refuse re-registration of a family if they have an undischarged 

debit with the scheme. 

 

Related documents  

Family Enrolment form 

Family Handbook  

Family Law Act 1975 
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Excursions 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 100, 101, 102, 168(2)(g) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 May 2014 Name change and update to Excursion Risk Assessment Form to 

Excursion Risk Management Plan Form; provision of one 
authorization form for regular and non-regular excursions, and 
inclusion of Bus Permission Form and Coordination Unit Risk 
Management Plan. Remove reference to an Excursion procedure. 
Remove requirement for parents to sign Risk Assessment Plans 
and replace with option to sight them. Remove reference to 
anchorage points. 

3.0 09/10/18/ Excursion boundaries 
Variation Clause: Territory Families Children 

4.0 18/06/2020 Reviewed  
 

Background 

Excursions can provide a valuable opportunity to extend the learning environment, and 

educators are encouraged to incorporate excursions for this purpose. However, special 

planning, preparation and authorisations are required for excursions to ensure child safety and 

parent/guardian approval. 

Policy Statement 

In accordance with the National Regulations;                                                                                                   

-Educators conduct risk assessments prior to any excursion and ensure written authorisation 

for the child to attend the excursion has been provided by a parent or other person named in 

the child’s enrolment record as having the authority to do so. 

Summary of Strategies and Practices 

Parents and guardians are provided with information about excursions and about ASFDC’s 

policies and procedures about excursions upon enrolment.                                                                            

Educators ensure that written authorisation for the child to attend the excursion is received 

from a parent or other person named in the child’s enrolment record as having the authority to 

do so, using the 55uthorization for Excursions Form which complies with regulation 102. If the 

excursion is a regular outing, the 55uthorization is only required to be obtained once in a 12 

month period.                                                                                                                                                            

Educators carry out risk assessments prior to an excursion in accordance with regulation 101 

and using the ASFDC Excursion Risk Management Plan form, and this may be sighted by the 

parent/guardian.                                                                                                                                                                                  

In the event that there are changes to the excursion, a new risk assessment plan must be 

completed and a new authorization form must be completed by the parent/guardian prior to 
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undertaking the excursion.                                                                                                                                                       

All child transport is undertaken in roadworthy, NT registered vehicles, by educators who 

possess a current NT driver’s licence.  In the event that an educator’s licence is suspended or 

cancelled, ASFDC must be notified by the educator as soon as practicable.                                                                    

All children are secured in a child restraint or booster seat when travelling in a vehicle as per 

Northern Territory Child Restraint Laws. It should be noted that booster seats used for children 

aged between 4 and 7 years must have high backs and sides and must be secured by a lap–sash 

belt.                                                                                                                                                                                      

Where children travel by bus on excursions, a Bus Permission Form must be completed. The 

Coordination Unit completes a Risk Management Plan in relation to the bus travel which may 

also be sighted by the child’s parent/guardian.                                                                                                     

Educators are to obtain permission from the ASFDC Coordination unit if they intend to take 

children on an excursion outside Alice Springs boundary:  

South – Alice Springs Airport                                                                                                                                            

North – Motor Vehicle Registry                                                                                                                                     

West – Standley Chasm                                                                                                                                                          

East – Jessie Gap  

Variation Clause: Territory Families Children 

Intrastate and Interstate excursions outside the specified town boundaries                                                               

Notice of Intrastate travel, 10 business days prior to travel and Interstate 10 business days prior 

to travel.                                                                                                                                                                                           

Written permission must be obtained from a Territory Families case worker                                             

ASFDC Coordination unit must be notified                                                                                                                       

Travel Itinerary to be supplied                                                                                                                               

Comprehensive risk management plan to be written.                                                                                                     

The above items need to be submitted 10 business days prior to travel.                                                       

Overseas travel is not permitted.  

 

Related documents  

Excursion Risk Management Plan form                                                                                                    

Authorisation for Excursions Form                                                                                                                                  

Bus Permission Form                                                                                                                                           

Coordination Unit Risk Management Plan                                                                                                                    

Family Handbook                                                                                                                                                        

Guidelines for Road Safety around schools brochure; 

https://nt.gov.au/__data/assets/pdf_file/0017/163223/guidelines-for-road-safety-around-

schools.pdf                                                                                                                                                                             

Map showing town boundaries can be viewed at; 

http://pfes.nt.gov.au/~/media/Files/Forms_Licences_Permits_Publications/Fire/gazetted-fire-

districts/alice-springs.ashx 

 

 

https://nt.gov.au/__data/assets/pdf_file/0017/163223/guidelines-for-road-safety-around-schools.pdf
https://nt.gov.au/__data/assets/pdf_file/0017/163223/guidelines-for-road-safety-around-schools.pdf
http://pfes.nt.gov.au/~/media/Files/Forms_Licences_Permits_Publications/Fire/gazetted-fire-districts/alice-springs.ashx
http://pfes.nt.gov.au/~/media/Files/Forms_Licences_Permits_Publications/Fire/gazetted-fire-districts/alice-springs.ashx
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PROCEDURE Excursions 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 100, 101, 102, 168(2)(g) 

 

Version Date of 
change 

Description of Change 

1.0 n/a n/a 
2.0 13/2/2014 Inclusion of “Bus Permission Form” and changed name and update 

to “Excursion Risk Assessment Form” to Excursion Rick 
Management Plan Form. 

3.0 18/06/2020 Reviewed 
 

Parents/guardians are provided with information about ASFDC’s Excursions policy and 

procedures upon enrolment and through the family handbook. 

Before organising or seeking permission to take children on excursions, educators undertake a 

risk assessment using ASFDC’s Excursion Risk Assessment Plan Form in accordance with national 

regulations.  

Before taking a child on any excursion, the educator gains permission from the child’s 

parent/guardian. If it is a regular excursion, ASFDC’s Authorisation Form for Excursions is 

completed and signed. Providing there are no changes to the excursion, this permission is valid 

for a period of 12 months. Where it is not a regular excursion, ASFDC’s Authorisation Form for 

Excursions is completed and signed for each excursion.  

The completed Excursions Risk Assessment Plan Form is attached to all permission forms 

supplied to the parent/guardian and must be signed by the parent/guardian, before taking the 

child on the excursion. 

Educators ensure that the excursion takes place as outlined in the Excursion Risk Assessment 

Plan form and relevant permission form. In the event that there are changes to the excursion, a 

new risk assessment plan form and permission form must be completed by the parent/guardian 

prior to undertaking the excursion.    

In the event that the planned excursion is to take place outside the Alice Springs town boundary, 

(South - Alice Springs Airport, North – Motor Vehicle Registry, West – Flynn’s Grave and East: 

Alice Springs Nursery) additional approval must be sought from the ASFDC Coordination Unit.              

All vehicles to be used for excursions must have current NT registration and must be 

maintained to a roadworthy standard.  

Educators or other ASFDC staff members who drive vehicles used in excursions possess a 

current valid driver’s licence. In the event that an educator’s driver’s licence is suspended or 

cancelled, ASFDC must be notified by the educator as soon as practicable.  
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Educators ensure that children travelling in vehicles are secured as per NT road regulations and 

as outlined in the brochure, Keep Your Child Safe to be downloaded at the following address 

http://transport.nt.gov.au/__data/assets/pdf_file/0012/31125/A5_brochure_web.pdf 

It should be noted that booster seats used for children between 4 and 7 years old must have high 

backs and sides and must be secured by a lap-sash belt. 

 

Related documents 

Family Handbook 

Excursion Risk Assessment Plan  

Authorisation Form for  Excursion  

Keep Your Child Safe 

http://transport.nt.gov.au/__data/assets/pdf_file/0012/31125/A5_brochure_web.pdf 

 

 

 

  

http://transport.nt.gov.au/__data/assets/pdf_file/0012/31125/A5_brochure_web.pdf
http://transport.nt.gov.au/__data/assets/pdf_file/0012/31125/A5_brochure_web.pdf
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Fit and proper assessment  
 

Related to Quality Area 2; Children’s Health and Safety 

Related to Quality Area 4; Staffing Arrangements 

Related to Quality Area 7; Leadership and service management  

Education and Care Services National Regulations 163, 164, 169(2)(e) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0  Addition of information re reg 163 (5) relating to a person turning 

18. 
Addition of consequences of failure to inform Coordination Unit of 
changes relating to people over 18 residing at the venue.  

 11/05/2016 Reviewed with no change 
3.0 24/4/2018 Age changed from 18 to 21. 

Addition of information re reg 163 (5) relating to a person turning 
21. 
Notification of persons residing at and/or visitors to Educator’s 
residence.  

4.0 18/06/2020 Reviewed 
5.0 23/06/2020 Reviewed and updated  
 

Background 

ASFDC is committed to provision of education and care environments in which children are safe, 

secure and supported, and learn to interact in relation to others with care, empathy and respect.  

Policy Statement 

In accordance with National Regulations; 

-ASFDC takes reasonable steps to ensure that a person who is a family day care educator or 

educator assistant at a family day care residence or approved family day care venue is a fit and 

proper person to be in the company of children. All family day care educators and family day 

care educator assistants are required to hold current Working with Children cards. 

-ASFDC takes reasonable steps to ensure that a person aged 18 years or over who resides at a 

family day care residence is a fit and proper person to be in the company of children. All people 

aged 18 years or over who reside at a family day care residence are required to hold a Working 

with Children card, OR a criminal history record check issued not more than 6 months before it 

is considered, OR a current teacher registration. If a person residing at a family day care 

residence who does not hold a working with children check or working with children card 

attains the age of 18 years and has applied for a Working With Children Card, the person is taken 

to hold the card until the application is determined. 

-Educators are required to inform the Coordination unit of any circumstance relating to a 

person who has previously been considered to be a fit and proper person to be in the company 
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of children, that may affect that assessment. Failure to do so may result in de-registration as an 

educator. 

 

Educators are required to notify the Coordination unit of any person, child or adult who resides, 

or intends to reside at the educator’s family day care residence. Failure to do so may result in 

de-registration as an educator.  

The Coordination unit must be notified of any new person who will be staying at the educator’s 

residence for a period of 24 hours or more. Educators are required to notify the Coordination 

unit at least 48 hours prior to their arrival.   

If the person who is staying at the Educators house is under the age of 16 years, they are to be 

treated as a child.  If they are over the age of 16 years, they will be required to gain an ochre 

card before staying at the Educators house.  Educators will also need to notify the office of any 

sleepovers that occur at their residence by calling the on-call phone ensuring a response from 

the applicable person. 

48 hours notice is required with all intended visitors over the age of 16 years. 

Visitors who intend to stay at the residence for 7 days or more and who are over the age of 18 

must have a current Criminal History check and Working with Children’s clearance. The checks 

must be presented to the Coordination unit before the visitor stays at the residence.  

Overseas visitors – original passport and visa must be presented to the Coordination Unit.  

Educator appraisals and compliance checks are conducted every 6 months to ensure the 

Educator operates within the regulation and is up to date. 

ASFDC requires educators and educator assistants to undergo a criminal history check prior to 

commencement.  

All criminal history and Working with Children checks are renewed every two years.  

Summary of Strategies and Practices 

ASFDC’s educator engagement and registration policies and procedures include steps to ensure 

above regulatory requirements are met, and that educators are interviewed and referees 

checked to assess suitability.  

 

 

Related documents  

Register of family day care educators 

Engagement and registration of family day care educators policy 
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Food Preparation, Storage and Handling 
 

Related to Quality Area 2: Children’s Health and Safety 

Education and Care Services National Regulations 77 and 168(2)(a) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 24/4/2018 Variation Clause: Territory Families Children 
3.0 18/06/2020 Reviewed 
 

Policy Statement                                                                                                                                                               

Alice Springs Family Day Care follows regulatory food preparation, storage and handling 

procedures in order to minimise any risk to children from contaminated food. Its practices align 

with Staying Healthy, Preventing infectious diseases in early childhood education and care 

services, 5th Edition, National Health and Medical Research Council (NHMRC), 2012.  ASFDC 

provides educators and parents and guardians with up-to-date information on safe food 

practices, and educators intentionally teach children these practices.     

Summary of Strategies and Practices                                                                                                                 

ASFDC aligns its food preparation, storage and hygiene practices with the best practice tool, 

Staying Healthy, Preventing infectious diseases in early childhood education and care services, 5th 

Edition, National Health and Medical Research Council (NHMRC) and updates practices – and its 

policies and procedures – annually and whenever new information is released.                                           

Educators are provided with professional development and training opportunities in food 

preparation, storage and hygiene practices. All staff are expected to systematically and 

consistently implement the ASFDC’s Policies and Procedures relating to food.                                        

ASFDC provides families with information about food safety at enrolment and through a variety 

of means such as the Family Handbook, notice boards, newsletters, educator-parent meetings 

and the website. When required, information is provided to families in their home languages.        

Educators intentionally teach children the importance of food safety and hygiene practices 

during both planned and spontaneous experiences. 

Variation Clause: Territory Families Children Previous weeks’ menu to be submitted to 

Coordination unit every Monday. Nutrition training focusing on Aboriginal health is mandatory 

for all Educators who care for Territory Families children and those Educators who intend to 

care for these children in the future. Training will be organised by ASFDC.   

Related Documents  

Food Preparation, Storage and Handling Procedures                                                                                              

Family Handbook                                                                                                                                                             

Staff Register of qualifications and training                                                         

http://www.foodstandards.gov.au/                                                                                                                         

Staying Healthy, Preventing infectious diseases in early childhood education and care services, 5th 

Edition, National Health and Medical Research Council (NHMRC), 2012                                                

Handwashing poster, NHMRC  

http://www.foodstandards.gov.au/
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PROCEDURE Food Preparation, Storage and Handling Procedures 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care National Regulations 77 and 168(2)(a) 

Version Date of 
change 

Description of Change 

1.0 n/a  
2.0 18/06/2020 Reviewed 
 

Food Preparation and Handling 

Before preparing, handling and serving food, wash  hands in accordance with the procedures in 

the Handwashing Poster – NHMRC, Staying Healthy Preventing infectious diseases in early 

childhood education and care services, 5th Edition, National Health and Medical Research Council 

(NHMRC) 

Use paper towel (not a cloth towel) to dry hands, and wipe up spillages 

Clean the surfaces that will come in contact with the food and with the utensils that are to be 

used for the meal. (SH* 3.5.1) 

It is recommended that a clean apron or overalls are worn when working in the kitchen (SH 

3.5.2) 

To prevent cross-contamination between raw and cooked foods, keep raw and cooked foods 

separate. Keep cooked food above uncooked food in the fridge, and use separate cutting boards 

and utensils for raw and cooked foods. (SH 3.5.2) 

Keep food hot (more than 60 degrees Celsius) or cold (5 degrees Celsius or less). If reheating 

food it should reach 70 degrees Celsius and should stay at this temperature for two minutes. 

Heat food or milk for bottles once only. (SH 3.5.2) 

Use a food thermometer to ensure that cooked or reheated food reaches the correct 

temperature. Keep a non-mercury thermometer in your fridge to check that the temperature is 

below 5 degrees Celsius. (SH 3.5.2) 

Ensure that perishable food is stored appropriately 

Remove kitchen rubbish to the outdoor bin at least daily 

Children and Eating 

Check that all children have washed and dried their hands before they eat. It is also 

recommended that children wash their hands before they drink. (SH 3.5.1) 

Do not allow children to share individual eating or drinking utensils, or take food from other 

children’s plates or bowls. Ideally children will have their own plates, cup, bottles, cutlery that is 

clearly marked with their name. (SH 3.5.1) 
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Teach children to turn away from food when they cough or sneeze, and then to wash their 

hands. (SH 3.5.1) 

It is recommended that educators throw out all leftovers. It is recommended that educators tell 

parents/guardians what food their child left, but do not return the leftover food to the 

parents/guardians. (SH 3.5.2) 

Formula and Breast Milk (SH 3.5.3) 

Ensure all formula and breast milk bottles are labelled with the child’s name and date of 

preparation.  

Discard contents of partially used bottles after one hour 

Do not microwave breast milk or formula. Warming may be uneven such that hot spots are 

formed. In addition, it destroys the immunological qualities of breast milk. Warm bottles by 

standing the bottle in warm water.  

Before giving a child a drink from a bottle, invert the bottle at least ten times. Make sure liquid is 

cool to touch by placing several drops on the back of the hand or wrist 

Freshly made formula should be cooled immediately and stored for a maximum of 24 hours in 

the back of the refrigerator (where it is coldest). Throw away any leftover formula. Do not 

freeze or re-heat it.  

Breast milk can be stored for up to two days at 4 degrees Celsius or lower. Always store at the 

back of the refrigerator where it is coldest. Frozen breast milk can be kept for up to 2 weeks in 

the freezer compartment of a one door refrigerator, or up to three months in a fridge with a 

separate freezer section with its own door. Thaw in the refrigerator for use within 24 hours, or 

stand the bottle in a container of lukewarm water and use immediately.  

Celebrations (SH 3.6.2) 

Should parents/guardians wish to supply celebratory food to other children such as on the 

occasion of a birthday, and it involves blowing out a candle, a separate cupcake with a candle for 

this purpose should be supplied, to prevent spread of germs. 

Cooking with Children (SH 3.5.4) 

Check that all children wash their hands before and after the cooking activity 

Tie up any long hair 

To reduce the chances of germs being spread through food, it is recommended that children 

only prepare food that will be cooked afterwards. 

If children have had vomiting or diarrhoea, they should not participate in cooking activities until 

they have been symptom-free for 48 hours. 

Related Documents                                                                                                                                                      

Family Handbook 
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Incident, Injury, Trauma and Illness  
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 12, 85, 86, 87, 168(2)(b), 176(2)(a)  

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 24/04/2018 Variation Clause: Territory Families Children  
3.0 18/06/2020 Reviewed 
 

Policy Statement                                                                                                                                                                      

In accordance with the National Regulations;                                                                                                   

-Educators and the Coordination Unit keep records of incident, injury, trauma and illnesses 

which are stored until the child is aged 25 years                                                                                               

-ASFDC notifies parent/guardians or emergency contacts as required in relation to incident, 

illness, injury or trauma                                                                                                                                                

-ASFDC notifies the Regulatory Authority of any serious incident within 24 hours of the incident 

Summary of Strategies and Practices                                                                                                               

Educators notify the Coordination Unit if a child is involved in any incident, injury, trauma or 

illness as soon as practicable.                                                                                                                                                 

The Coordination Unit notifies a parent/guardian or emergency contact as soon as practicable, 

but not later than 24 hours after the occurrence, if the child is involved in any incident, injury, 

trauma or illness while the child is in Family Day Care.                                                                                

Educators keep incident, injury, trauma and illness records in accordance with National 

Regulations.                                                                                                                                                                              

The Coordination Unit notifies the regulatory authority using Notification of Serious Incident 

Form S101, within 24 hours of any serious incident involving a child who is being educated and 

care for within the service. It also notifies its insurance company within 24 hours of such an 

incident. (A “Serious Incident” is defined at Regulation 12, and is outlined in the accompanying 

procedure.)                                                                                                                                                                         

The Coordination Unit and the educator store records relating to an incident, injury or trauma 

until the child is aged 25 years 

Variation Clause: Territory Families Children  

All serious incidents, injuries and accidents to be reported immediately to Co-ordination unit 

Case worker. Central Intake ASFDC incident/ accident/ injury form to be submitted to the 

coordination unit within 24 hours of notification.  

Related documents  

Incident, Injury, Trauma and Illness Procedures                                                                                                  

Incident, Injury, Trauma and Illness Record                                                                                                    

Notification of Serious Incident Form S101                                                                                                            

Incident Report Form FDCA (Third Party Insurance)  
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PROCEDURE Incident, Injury, Trauma and Illness 

  
Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 12, 85, 86, 87, 168(2)(b), 176(2)(a) 

Version Date of 
change 

Description of Change 

1.0 n/a  
2.0 18/06/2020 Reviewed 
 

Parents/guardians are informed of policy and procedures regarding Incident, injury and trauma 

upon enrolment, and this information is included in the family handbook. 

In the event of a child becoming ill, injured or suffering a trauma; 

The Educator applies first aid and/or seeks medical attention and/or contacts Emergency 

Services as appropriate.  

If first aid is required, the educator washes hands before and after administering first aid, and 

wears gloves when administering first aid. 

The Educator notifies the Coordination Unit. 

The Coordination Unit contacts the parent/guardian of the child involved in the incident 

The Educator completes all sections of the Incident, Injury, Trauma and Illness Record form 

within 24 hours of the incident, and ensures that the parent/guardian reads and signs the form. 

The Educator forwards the Incident, Injury, Trauma and Illness Record form to the Coordination 

Unit marked for attention of the Scheme Manager as soon as practicable. 

In the event of a serious incident, (as defined below), in addition to the above;  

The Scheme Manager or Certified Supervisor reads the record and lodges within the required 

timeframe, a Notification of Serious Incident form S101, accessed from the ACECQA website and 

completed according to the instructions on the form. 

The S101 Form and any supporting documentation is lodged with the Regulatory Authority; 

  

Quality Education and Care NT                                                                                                                          

Department of Education and Training                                                                                                                             

Fax (08) 89995677                                                                                                                        

qualityecnt.DET@nt.gov.au  

 

 

mailto:qualityecnt.DET@nt.gov.au
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Email receipt of lodgement of the form is secured 

A copy of the form is lodged with FDCA National Insurance Plan at; 

NFDCCA National Insurance                                                                                                                                                       

PO Box 571                                                                                                                                                                                        

Gosford NSW 2250 

The serious incident is reported to the Chairperson, Board of Governance. 

A copy of the Notification of Serious Incident form is supplied to the parent/guardian and a copy 

is filed. 

 

Serious incidents are defined as: 

Any incident involving injury, trauma or illness of a child where medical attention (a visit to 

registered medical practitioner or hospital) is sought or should have been sought; 

An incident where the attendance of Emergency Services was sought or should have been 

sought ( including ambulance, fire brigade, police or Northern Territory Emergency Services) 

The death of a child while attending a service or following an incident while attending a service; 

If a child appears to be missing or cannot be accounted for; 

If a child appears to have been taken or removed from the services premises in a way that 

breaches the National Regulations, or is mistakenly locked in or locked out of any part of the 

Services premises. 

 

Related documents 

Family Handbook 

Incident, Injury, Trauma and Illness Policy 

Incident, Injury, Trauma and Illness Record (compliant with regulations 87 and 88) 

Notification of Serious Incident Form S101 

Staying Healthy in Child Care (5th Edition) Sections 3.1; Personal Hygiene, and 3.3; Safely Dealing 

with Spills 

 Authority to Administer Paracetamol form 
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Keeping a register of family day care educators 
 

Related to Quality Area 4; Staffing Arrangements 

Related to Quality Area 7; Leadership and service management  

Education and Care Services National Regulations 127, 153, 169(2)(c) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 18/06/2020 Reviewed 
 

Policy Statement 

In accordance with National Regulations; 

A family day care educator has, or is actively working towards, at least an approved certificate 3 

level education and care qualification 

ASFDC’s register of family day care educators includes the following information in relation to 

each family day care educator engaged by or registered with the service: 

The full name, address and date of birth of the educator 

The contact details of the educator 

The address if the residence or approved family day care venue where the educator will be 

providing education and care to children as part of the service, including a statement as to 

whether it is a residence or a venue 

The date that the educator was engaged by, or registered with, the service 

When applicable, the date that the educator ceased to be engaged by or registered with the 

service, for the period of three years following that date 

The days and hours when the educator will usually be providing education and care to children 

as part of the service 

If the educator is an approved provider, the number of the provider approval and the date the 

approval was granted 

If the educator is a certified supervisor, the number of the supervisor certificate and the date it 

was granted 

Evidence of any relevant qualifications held by the educator or if applicable, that the educator is 

actively working towards that qualification 

Evidence that the educator has completed current approved first aid training, current approved 

anaphylaxis management training, and current approved emergency asthma management 

training 
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Evidence of any other training completed by the educator 

The Notice Number and Expiry date of the educator’s Working with Children card 

A criminal history check, initially undertaken within the 6 months previous to registration and 

updated every two years. 

For each child educated and cared for by the educator as part of the family day care service, the 

child’s name and date of birth as well as the days and hours that the educator usually provides 

education and care to that child 

The full names and dates of birth of all persons aged 18 years and over who normally reside at 

the family day care residence, and the full names and dates of birth of all children aged under 18 

years who normally reside at the family day care residence 

For those aged 18 years or over who resides at a family day care residence, records of the notice 

number and expiry date of their Working with Children card, OR a criminal history record check 

issued not more than 6 months before it is considered and renewed every 2 years, OR a current 

teacher registration. 

The date that the check, card record or registration was sighted by the approved provider or 

nominated supervisor of the family day care service 

 

Summary of Strategies and Practices 

Educators meet all requirements for registration and are issued with a Certificate of 

Registration prior to educating and caring for children as part of the ASFDC Scheme. 

Dates for renewal of qualifications and clearances required for registration are flagged within 

the register and monitored to ensure qualifications and clearances are current. 

 

Related documents  

Register of family day care educators 

Staff register of qualifications and training 
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Media, Publicity and Advertising 
 

Version Date Adopted  Description of Change 
1.0 18/05/2016 n/a 
2.0 18/06/2020 Reviewed 
Policy Statement: To ensure the service of Alice Springs Family Day Care Inc. is promoted in a 

professional, ethical and positive manner and reflects the philosophy of the service. 

All advertising and promotional materials used to endorse any aspect of ASFDC must be 

professional and endorsed by the nominated supervisor or the Board of Governance. 

To respect and ensure the privacy of the children and families. 

Procedure : The Alice Springs Family Day Care logo and the name of the organisation can be 

used in advertising by the Board of Governance and the co-ordination unit to promote Alice 

Springs Family Day Care Inc in the community. 

Educators wishing to use the logo or name of the organisation, for advertising and promotional 

purposes, must present a proof of such use to the Board of Governance and/or the Scheme 

Manager. 

Written permission must be sought from the parent/guardian on the authorisation section of 

the family Enrolment form for a child’s inclusion in video, photographs, digital media and 

interviews by media, visiting professional, staff/educators where any of the above will be for 

any form of public display or publication. 

If a parent /guardian do not want their child’s photograph to be used in any medium then a 

notification is placed in the special circumstances folder and the prospective educator will be 

notified. In some instance, all of the educators of the Alice Springs Family Day Care will be 

notified, to ensure the parent request is maintained. 

Educators must have written authority from parent if photographs of their children are to be 

used on social media.  Privacy, confidentiality and professionalism must be adhered to at all 

times 

If an educator is to have a social media format for their service (Facebook, website etc.) the 

coordination unit must be informed when the educator seeks to place an advertisement seeking 

interest from the general public to use their service.  The request must be in writing before it is 

placed on social media site. 

Educational and Care Service regulation 

Regulation 104   Offence to advertise Educational and Care Service without service approval 

Related Documents 

Educational and care service national Law                                                                                                   

Educational and Care Services National Regulations  2011`                                                                                         

Care and Protection Act  NT  2011 
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Mandatory Reporting 
 

Related to Quality Area 2, Children’s Health and Safety 

Version Date 
adopted 

Description of Change 

1.0 May 2014 n/a 
2.0 18/06/2020 Reviewed 
 

Background 

Child abuse can be prevented. Identification and reporting of harm to children are the 

beginnings of intervention and prevention of such abuse. 

Policy Statement 

All ASFDC educators participate in professional development upon induction and every two 

years thereafter, in relation to the existence and application of the current child protection law, 

and any obligations they may have under that law, including that it is an offence for a person 

with the requisite knowledge not to report. 

Educators ensure that any Educator Assistant providing support to the Educator, is advised of 

the existence and application of the current child protection law and any obligation that they 

may have under that law. ASFDC recommends that Educator Assistants attend a course on 

mandatory reporting obligations. 

Any Educator, Educator Assistant or ASFDC staff member who believes or suspects on 

reasonable grounds that a child has been or is at risk of being abused, harmed or neglected, is 

required to report this information to the appropriate Government Department. 

Summary of Strategies and Practices 

Upon becoming aware that a child may have been or is being abused or neglected, the Educator, 

Educator Assistant or ASFDC staff member phones the Central Intake Team of the Northern 

Territory Families and Children Division, within the Department of Health and Families on 1800 

700 250. 

Should the Educator, Educator Assistant or ASFDC staff member be unsure about whether to 

make the report, they should phone the above number and discuss the matter with the Intake 

Worker. 

Should the educator require support following the report, they may discuss the matter 

confidentially with the Scheme Manager. 

Related documents  

The Care and Protection of Children Act 

Information in relation to Child Protection can be found at the website below: 

http://childrenandfamilies.nt.gov.au/Child_Protection/index.aspx 

http://childrenandfamilies.nt.gov.au/Child_Protection/index.aspx
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Monitoring, support and supervision of approved family day care educators  

 

Related to Quality Area 4; Staffing Arrangements                                                                                                          

Related to Quality Area 7; Leadership and service management                                                                            

Education and Care Services National Regulations 30, 74, 75, 76, 124, 178, 179, 180(2), 182, 

168(2)(d) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 11/05/2016 Additional information as to how the service manages educators at remote locations.  

Reference in “related documents” to other policies in which other elements of monitoring 
and support of family day care educators is outlined, or other requirements in relation to 
keeping documentation are outlined. 

3.0  Variation Clause: Territory Families Children  
4.0 18/06/2020 Reviewed 
5.0 22/09/2020 Reviewed  
 

Background                                                                                                                                                                     

ASFDC seeks to establish and maintain a professional workplace in which educators and 

Coordination unit staff members communicate openly, and educators are supported by the 

Coordination unit to establish and maintain practices which comply with national regulations, 

create safe and predictable environments and encourage children’s active engagement in the 

learning program. 

Policy Statement                                                                                                                                                              

ASFDC supports, monitors and supervises educators to assist them to comply with National 

Education and Care Services laws and regulations, other relevant legislation and ASFDC policies. 

ASFDC supports educators in reviewing practices and formulating and implementing 

continuous improvement plans.                                                                                                                                    

ASFDC manages educators at remote locations through regular communication, and at least one 

on-site support visit per month by Coordination Unit staff. In addition, Coordination Unit staff 

makes unscheduled visits to Family Day Care venues.                                                                                                     

In accordance with the National Regulations, ASFDC supports and monitors Educators to ensure 

that Educators maintain accurate records including the following documents until the end of 3 

years after the record was made, except for Incident, injury, trauma and illness records which 

must be kept until the child is 25 years old. If during this time, the educator ceases working with 

ASFDC, the records are provided to the Coordination Unit upon the educator leaving the service;  

These records are made available to a parent/guardian of a child except where there is a court 

order in relation to the release of information concerning the child to that parent:                                     

-Child assessments or evaluations for delivery of the educational program                                              

-Incident, injury, trauma and illness records                                                                                                     

-Medication records                                                                                                                                                  

-Attendance records                                                                                                                                                            

-Child enrolment records                                                                                                                                           

-Records of visitors to the family day care residence or venue 
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Educators ensure that records kept are not divulged or communicated directly or indirectly to 

another person other than:                                                                                                                                                         

-a parent of the child to whom the information relates                                                                                               

-the Coordination Unit                                                                                                                                                                  

-the Regulatory Authority or authorised officer                                                                                                                

-as expressly authorised, permitted or required to be given by or under any Act or law; or with 

the written consent of the person who provided the information. 

Educators keep evidence of current public liability insurance with a minimum cover of 

$10,000,000 at the family day care residence or venue and make the evidence available for 

inspection. 

Variation Clause: Territory Families Children                                                                                                         

Ratios: Two Territory Families children per Educator unless children are siblings or family 

members. Office is to assess the suitability of the family situation during interview process 

when taking Territory Families Children into the home.  This will be at the discretion of the 

Manager.                                                                                                                                                            

Children under the age of three will not be placed in alternative care unless it is deemed to be in 

the child’s best interest. Consultation with the case worker and Co-ordination unit will 

determine if alternative care is beneficial to the child.                                                                                      

Children over the age of three may attend preschool or alternative care for no more than 25 

hours per week. The Coordination Unit and case worker are to be consulted if alternative care is 

being considered and/or more than 25 hours of alternative care is required.                                                        

In instances of emergency/respite care only, Educators may temporarily care for up to 4 

Territory Families children, regulatory ratios must be adhered to.  

Variation Clause: Territory Families Children                                                                                              

Cessation of care – all documentation with the Alice Springs Family Day Care logo is to be 

handed over to the Coordination Unit; documents are stored for 25 years on premises.  

Summary of Strategies and Practices                                                                                                   

Coordination Unit staff members provide induction, support and supervision to educators and 

monitor compliance with National regulations, and ASFDC policy and procedures. These 

practices are documented by Coordination Unit staff. 

Related documents                                                                                                                                                 

Provision of information, assistance and training to family day care educators policy                                 

Assessment, approval and reassessment of approved family day care residences and family day 

care venues policy                                                                                                                                                 

Engagement and registration of family day care educators policy                                                             

Corporate Governance policy                                                                                                                                    

Educator handbook                                                                                                                                                         

Family enrolment form                                                                                                                                                   

Incident, injury, trauma and illness record                                                                                                    

Notification of Serious Incident Form S101                                                                                                   

Medication Record                                                                                                                                                   

Authority to administer paracetamol                                                                                                             

Attendance and timesheet                                                                                                                                        
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Nutrition, Food and Beverages and Dietary Requirements 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 78-80, 168(2)(a) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 18/06/2020 Reviewed 
 

Background 

Good nutrition is essential to physical development and healthy living and enables children to 

be active participants in play and leisure. Education and care settings provide many 

opportunities for children to experience a range of healthy foods and to learn about food 

choices from educators and other children 

Policy Statement 

Alice Springs Family Day Care promotes healthy eating and the provision of nutritious food and 

drink which is appropriate to each child’s dietary requirements. 

Summary of Strategies and Practices 

Parents and guardians are provided with information about nutritious, age-appropriate food 

and drink, and about ASFDC’s Nutrition, Food and Beverage Policy and Procedures, upon 

enrolment and this information is provided in the family handbook. 

Parents and guardians are required to provide ASFDC with details of any special dietary 

requirements (relating to eg allergies, culture, religion, food preferences) upon enrolment, and 

upon any changes to the child’s special dietary requirements. 

Educators promote healthy eating in children and follow nutrition practices appropriate to each 

child’s dietary requirements. 

Safe drinking water, food and beverages are offered to children on a regular basis throughout 

the day. 

Where food is provided by educators, a weekly menu is planned and displayed in an area 

accessible to parents and guardians, which is consistent with the Australian Guidelines, Get Up & 

Grow; Healthy Eating and Physical Activity for Early Childhood 

Related documents  

Family Handbook                                                                                                                                                                   

Get Up & Grow; Healthy Eating and Physical Activity for Early Childhood                                                   

Nutrition, Food and Beverages and Dietary Requirements Procedure                                                                   

Food Preparation Storage and Handling Policy and procedures 
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PROCEDURE: Nutrition, Food and Beverages and Dietary requirements 

  
Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 78-80, 168(2)(a) 

Version Date of 
change 

Description of Change 

1.0 n/a  
2.0 18/06/2020 Reviewed 
Safe drinking water is readily accessible to children at all times, and educators encourage 

children to drink water at frequent intervals. 

Unless another arrangement with the educator has been agreed and documented, 

parents/guardians supply all of their children’s food and drink requirements other than 

drinking water. 

Parents/guardians are provided with information about nutritious, age-appropriate food and 

drink, and with healthy lunch box tips. This information is provided at enrolment and within the 

Family Handbook, and parents/guardians are encouraged to provide only food that is consistent 

with this information. 

Food and beverages provided by parents/guardians are stored in a refrigerator until consumed. 

Where food and beverages are provided by the educator, they are nutritious, appropriate to 

each child’s growth, development and other dietary requirements, and consistent with Get Up 

and Grow: Healthy Eating and Physical Activity for Early Childhood.  

Where food and beverages are provided by the educator, a weekly menu is displayed in an area 

accessible to parents/guardians that accurately describes the food and beverages to be 

provided each day. 

Children are offered food and beverages on a regular basis throughout the day. 

Meal times are relaxed, pleasant and unhurried. Educators sit and eat with children.  

Educators promote healthy eating in children by including the topic in daily routines, modeling, 

discussions, songs, stories, games and cooking experiences. 

Should parents/guardians supply celebratory food to share with other children such as on the 

occasion of a birthday, the ingredients of the food must be supplied and educators must check 

that it is appropriate to the dietary requirements of each child. 

Related documents 

Nutrition, Food and Beverages and Dietary Requirements policy and Family Handbook                             

Food Preparation, Storage and Handling Policy and procedures                                                                             

Get Up and Grow: Healthy Eating and Physical Activity for Early Childhood.                                                        

Staying Healthy, Preventing infectious diseases in early childhood education and care services, 5th 

Edition, National Health and Medical Research Council (NHMRC)   
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Interactions with Children 
 

Related to Quality Area 5; Relationships with Children 

Education and Care Services National Regulations 155,156, 168(2)(j) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 23/09/2015 Additional information in relation to practices promoting 

interactions with children which enable respectful relationships to 
be developed and maintained with each child, and enable each 
child to be supported in their relationships with other children 
and adults. 

3.0 18/06/2020 Reviewed 
Background 

Relationships are the foundation for construction of identity, and are crucial to a sense of 

belonging. All children need to know that others care about them, know them well and are 

interested in what they do, think and feel. Developing responsive, warm, trusting and respectful 

relationships with children promotes their wellbeing, self-esteem and sense of security. 

Policy Statement 

In accordance with National Regulations; 

-ASFDC takes reasonable steps to ensure that the education and care is provided to children in a 

way that; 

encourages the children to express themselves and their opinions 

allows the children to undertake experiences that develop self-reliance and self-esteem 

maintains at all times the dignity and rights of each child 

gives each child positive guidance and encouragement toward acceptable behaviour 

has regard to the family and cultural values, age and physical and intellectual development and 

abilities of each child being educated and cared for by the service 

-ASFDC takes reasonable steps to ensure that the service provides children being educated and 

cared for by the service with opportunities to interact and develop respectful and positive 

relationships with each other and with staff members of, and volunteers at, the service, having 

regard to the size and the composition of the groups in which children are being educated and 

cared for by the service. 

Summary of Strategies and Practices 

ASFDC develops and implements induction, support and professional development processes 

for Educators which support the development of Educator – child relationships that; help 

children to feel secure, freeing them to explore, play and learn; contribute to children’s sense of 

identity; enable effective teaching and learning; and offer opportunities for children to learn 
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how to interact with others, respect others’ rights, be appropriately assertive, show caring, and 

negotiate and resolve conflicts.   

Educators participate in an induction process which explores child development; the learning 

environment and educational programming; National Quality Standards and approved learning 

frameworks; and involving and informing parents/guardians in relation to the education and 

care environment. These processes highlight practices that promote the development of strong 

and appropriate Educator-child relationships. 

Educators discuss any behavioural issues experienced with any child with the child’s parents, 

and work with Coordination Unit staff to develop guidance strategies that demonstrate respect 

and understanding of individual children. Educators strive to recognise and understand why a 

child may behave in a certain way, or why behaviour may occur in particular circumstances or 

at specific times of the day. Positive approaches to guiding behaviour builds children’s 

confidence and self-esteem. These approaches are based on the development of caring, 

equitable and responsive relationships between educators and children. 

ASFDC does not tolerate the use of any physical force to discipline a child attending ASFDC 

services 

Coordination unit staffs provide ongoing information, assistance and professional development 

to Educators to assist them to develop strong and appropriate Educator-child relationships, and 

to create learning environments that assist children to learn about their responsibilities to 

others, to appreciate their connectedness and interdependence as learners, and to value 

collaboration and teamwork. 

 

Related documents  

Provision of information, assistance and training to family day care educators policy 

Educator Handbook  

Early Years Learning Framework 

My Time, Our Place: Framework for School Aged Care in Australia 

National Quality Standards 

NT IPSP Professional Development Calendar 

Services Agreement between ASFDC and the Educator 
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Participation of volunteers and students on practicum placements  
 

Alice Spring Family Day Care Scheme Policy 

Version Date adopted Description of Change 
1.0 11/05/2016 n/a 
2.0 24/04/2018 Variation Clause: Territory Families Children  
3.0 18/06/2020 Reviewed 
Purpose: To provide opportunities for the training needs of students and volunteers which 

allows imparting of knowledge and experience from Alice Springs Family Day Care (ASFDC) 

staff and educators. Students and volunteers will be given opportunities and resources to 

demonstrate competencies and gain experience. It is also acknowledged that student 

placements are a great opportunity for educators to maintain knowledge of current ideas within 

Early Childhood Education and Care.  

Scope: This Policy applies to family day care educators, the family day care service, volunteers 

and students on practicum placements. 

Principle: To provide opportunities and training needs of students and volunteers of ASFDC. 

Policy: To provide a clear process to allow students and volunteers to participate within ASFDC 

programs, whilst ensuring the safety of all involved parties. All placements are to be arranged 

through ASFDC coordination unit manager.  

The family day care service can offer placements to: 

Students attending a registered training organisation and studying in a relevant field, such as 

childcare, teaching, recreation or community services where the training organisation has 

initiated the placement, identified the students suitability, worked with the nominated 

supervisor in relation to times and expectations and provided written authorisation for the 

student to participate. 

Responsibilities of the coordination unit 

Provide students with relevant policies and procedures as well as the code of conduct to outline 

responsibilities and expectations whilst on placement during a work experience induction. 

Keep appropriate records of students. 

Ensure all students are over the age of 21 years and have a current working with children check 

prior to commencement of placement.  

Provide support and guidance throughout the placement. 

Visit the student to demonstrate the role of the coordination unit. 

Ensure students do not discuss any aspect of a child’s development to parents. 

Encourage the student to participate in the program provided. 
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Encourage the student to participate in open and honest communication with educators and 

staff. 

Ensure the student adheres to all areas of confidentiality. 

Responsibilities of educators 

Ensure that students are never left alone with or in charge of children. 

Consult with families of any student placements within their service, prior to commencement. 

Provide students with opportunities to learn and participate in a positive, encouraging 

environment. 

Provide constructive feedback that is fair and equitable. 

Responsibilities of students and volunteers 

Abide by Education and Care Services National Regulations (2011) as well as ASFDC policies, 

procedures and code of conduct, whilst on placement. 

Actively participate within all applicable aspects of the service, viewing the placement as a 

professional development opportunity. 

Inform and work with the supervising educator in regards to requirements of the placement. 

Be responsible for the completion of set requirements. 

Sign the visitor register when entering or leaving the service. 

Adhere to Mandatory requirements within the NT. 

Responsibilities of families 

Be aware of the student involvement in the service and their roles and responsibilities. 

Variation Clause: Territory Families Children Written approval is required from a case 

worker before a volunteer or a student can be placed in the home of an Educator.  

Key Legislation 

Education and Care Services, National 
Regulations 2012 

Regulations – 149,  154(d), 165, 166, 
168(2)(i)(iii), 169(2)(f). 

Education and Care Services, National Uniform 
Legislation Act, 2011,  (National Law) NT 

Section 170 

National Quality Standards for Early Childhood 
Education and Care and School Age Care 
(2010) 

Standard 2.3 
Standard 4.1 

Supporting documentation 

Care and Protection of Children Act 2007                                                                                                              

ASFDC policies and procedures                                                                                                                                                    

ASFDC code of conduct                                                                                                                                                 

ASFDC educator handbook  



79 | P a g e  
 

Payment of Fees  
 

Related to Quality Area 7; Leadership and Service Management 

Education and Care Services National Regulations 168(2)(n) 

Policy Number 24a 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 11/05/2016 Addition of information about provision of a statement of fees to 

families. 
Addition of requirement that fees be set within a range 
determined by the Board /Coordinator unless there are special 
circumstances.  
Additional information about collection of administration fees and 
levies. 
 

3.0 18/06/2020 Updated 
 

Policy Statement 

A fee is charged to families by ASFDC upon enrolment. This amount is determined by ASFDC’s 

Board of Governance and reviewed annually.                                                                                                        

ASFDC Educators set and collect fees for the provision of education and care services which are 

to be paid at intervals as negotiated between the educator and the family. These fees must be set 

within the range determined by ASFDC’s Board of Governance in negotiation with the 

Coordination Unit Manager, unless the Educator has a special reason for charging higher fees, 

and the higher fee rate is approved by the Coordination Unit Manager.                                                              

Fees collected from families by educators include a levy determined and reviewed annually by 

ASFDC’s Board of Governance. The levy is paid to the Coordination Unit as per the service 

agreement between ASFDC and Educators.                                                                                                           

Educators are charged a weekly administration fee by the Coordination Unit as per the service 

agreement between ASFDC and Educators.                                                                                                                   

ASFDC provides a statement in relation to the fees charged by the service to all families with 

children enrolled at the service upon enrolment, and on any occasion where there is a change in 

practice by the service in relation to fees charged. 

Summary of Strategies and Practices 

A statement outlining practices in relation to payment of fees is provided to families upon 

enrolment and when practices in relation to fees charged are changed by the service.                                        

The ASFDC Coordination Unit charges a levy to assist in covering operational costs. This is a 

compulsory charge that is included on educators’ fee schedules when they are provided to 

prospective families. Where a child is absent from care, the levy is still payable for that time.                

The Coordination Unit processes educators’ attendance records and submits them to the 

Australian Government Department of Social Services. When they are returned to the 

Coordination Unit, the Child Care Subsidy is paid to the educators and pay advices are sent to 
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them accordingly.                                                                                                                                                                               

A family’s Child Care Subsidy is passed on to educators through the Coordination Unit.                        

Families are sent a quarterly statement by the Coordination Unit that outlines what care they 

have received over the past quarter, the fees they were charged and what Child Care Subsidy 

they received.                                                                                                                                                                            

Any change to a family’s Child Care Subsidy is dealt with by families through the Department of 

Human Services. The Coordination Unit is not able to alter or update the Child Care Subsidy 

amount at any time.                                                                                                                                                              

Educators negotiate directly with families in relation to fees to be paid for education and care 

services as per the service agreement between ASFDC and educators, this policy document and 

the Educator Handbook.                                                                                                                                                       

Educators are encouraged to receive a bond from the family on enrolment of the child/ren.                   

Educators are encouraged to discuss any changes to their fee schedule with the Coordination 

Unit before they release it to families.                                                                                                                  

Educators must abide by the guidelines set out in the Australian Government’s Child Care 

Management System Children’s Services Handbook.                                                                                                

The educator collects all fees due from families to which they are providing education and care 

services. The Coordination Unit is not responsible for recovering from families any unpaid fees 

due to educators but may provide assistance to educators with the process of retrieving 

outstanding monies owed by parents.                                                                                                                   

Educators must give a minimum of 2 weeks’ notice in writing to the Coordination Unit and all 

families before any changes to their fee schedule can come into effect. We recommend that 

educators obtain families’ written acknowledgement of any changes/increases about to occur in 

their fee schedule.                                                                                                                                                   

Educators must give a family at least two weeks’ written notice of any changes to the days the 

family will be provided with care, of their intention to take leave, or of their intention to cease to 

provide education and care services to that family.                                                                                                      

A late timesheet fine is charged to those Educators who neglect to hand in their timesheets by 

the allocated time as per the services agreement.                                                                                                       

Parents must give the educator written notice of any changes to their days/times of care or their 

intention to cease care as per the Family Handbook. 

 

 

Related documents  

Family Handbook 

Educator Handbook 

Service Agreement between ASFDC and Educators 

Dealing with Complaints policy 

Statement of fees charged by the service 

Australian Government’s Child Care Management System Children’s Services Handbook. 
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Provision of information, assistance and training to family day care educators 
 

Related to Quality Area 1; Educational Program and Practice 

Related to Quality Area 4; Staffing Arrangements 

Related to Quality Area 7; Leadership and service management  

Education and Care Services National Regulations 73, 74, 75, 76, 118, 168(2)(g) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 24/04/2018 Variation Clause: Territory Families Children  
3.0 18/06/2020 Reviewed 
 

Background 

ASFDC seeks to establish and maintain a lively culture of professional enquiry where educators 

and Coordination Unit staff members are encouraged to build their professional knowledge, 

reflect on their practice and generate new ideas, such that a culture of continuous improvement 

is established and maintained so as to provide children with optimal education and care 

environments and experiences.  

Policy Statement 

In accordance with the service agreement between ASFDC and the educator, the educator will 

attend at least four non-compulsory in-services approved by ASFDC per year. 

In accordance with the National Regulations; 

-A suitably qualified and experienced educator, coordinator or other individual is designated, in 

writing, as the educational leader to lead the development and implementation of educational 

programs in the service. At ASFDC, this position is the Team Leader position within the 

Coordination Unit. 

-Educational programs implemented contribute to the following outcomes for each child; 

The child will have a strong sense of identity 

The child will be connected with and contribute to his or her world 

The child will have a strong sense of wellbeing 

The child will be a confident and involved learner 

The child will be an effective communicator 

-Documentation of child assessments or evaluations for delivery of the educational program 

include for a child preschool age or under; 
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Assessments of the child’s developmental needs, interests, experiences and participation in the 

educational program 

Assessments of the child’s progress against the outcomes of the educational program 

-Documentation of child assessments or evaluations for delivery of the educational program 

include for a child over preschool age; 

Evaluations of the child’s wellbeing, development and learning 

-Preparation of documentation considers the period of time that the child is being educated and 

cared for by the service, and how the documentation is to be used by the educators at the 

service. It is readily understandable to educators and parents/guardians 

-Information about the educational program is displayed in an area accessible to parents and 

guardians at each family day care residence or venue, and a copy of the educational program is 

available for inspection on request 

-Information requested by a parent/guardian in relation to the content and operation of the 

educational program so far as it relates to their child, their child’s participation in the program, 

and copies of their child’s assessment or evaluation documents in relation to the program, is 

provided. 

Variation Clause: Territory Families Children  

Mandatory training for Educators who are caring for or who wish to care for Territory Families 

children.  

Induction: caring for Territory Families children 

Caring for children with trauma and high complex needs 

Nutrition training, focusing on Aboriginal health 

Aboriginal cultural awareness training   

Training will be organised by ASFDC 

Summary of Strategies and Practices 

Information in relation to educational programming is provided to families upon enrolment and 

in the family handbook 

Educators participate in an induction process which explores child development; the learning 

environment and educational programming; National Quality Standards and approved learning 

frameworks; mandatory reporting; involving and informing parents/guardians in relation to the 

education and care environment; and the relevant documentation to be completed. 

Educators undertake training in relation to food handling, fire awareness, anaphylaxis and 

asthma management as part of the induction process 

The educational leader and other coordination unit staff provide ongoing information, 

assistance and professional development to Educators to foster a culture of continuous 
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improvement in child assessment, educational programming, creating learning environments, 

evaluating and reflecting on practices. Best practice examples are explored in the Educator 

Handbook 

 

The Coordination Unit assists educators in identifying and providing opportunities for relevant 

professional development and training, particularly through the Inclusion and Professional 

Support Program 

 

Related documents  

Family Handbook 

Educator Handbook  

Early Years Learning Framework 

My Time, Our Place: Framework for School Aged Care in Australia 

National Quality Standards 

NT IPSP Professional Development Calendar 

Register of Educator qualifications and training 
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Smoke Free Environment 
 

Related to Quality Area 2; Children’s Health and Safety 

Version Date 
adopted 

Description of Change 

1.0 18/05/2016 n/a 
2.0 18/06/2020 Reviewed 
 

Background 

Alice Springs Family Day Care Inc. acknowledges the rights of children to play, sleep, and eat in 

an environment that promotes optimum health. An environment that is free from tobacco 

smoke is essential to the provision of quality child care.  

Policy Statement 

Alice Springs Family Day Care Inc. requires that Educators and Educator Assistants ensure that 

they, and any other persons on their premises while children are in care, do not smoke, in 

compliance with the Northern Territory of Australia Tobacco Control Act (as in force of 1 

January 2015).  

Ensure that all smoking paraphilia (including electronic cigarettes) is removed from sight of 

children and inaccessible to children while in care.  

It is illegal to smoke in motor vehicles with children under the age of sixteen (16) years.  

Smoking is prohibited by any person at Play session. 

 

Related documents  

Tobacco Control Act (as in force of 1 January 2015) 

www.smokefree.nt.gov.au 

 

 

  

http://www.smokefree.nt.gov.au/
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Sun Protection 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulation 168(2)(a) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 18/06/2020 Reviewed 
 

Background 

Too much exposure to ultraviolet (UV) radiation from the sun causes sunburn, skin damage and 

increases the risk of skin cancer. Sun exposure in the first 15 years of life contributes 

significantly to the lifetime risk of skin cancer. Australia has the highest rate of skin cancer in 

the world.  

Policy Statement 

Alice Springs Family Day Care takes every reasonable precaution to protect children from 

harmful effects of exposure to the sun while they attend ASFDC. ASFDC’s Sun protection policy 

and procedures are based on the principles outlined for Early Childhood Programs by the 

Cancer Council Northern Territory. 

Summary of Strategies and Practices 

Sun protection policy and procedures are explained to parents/guardians upon enrolment, and 

attention is specifically drawn to their responsibilities under this Policy. Information about sun 

protection is included in the Family Handbook. 

Parents/guardians ensure children have an appropriate hat and that children are dressed 

appropriately for sun protection, as outlined in the family handbook.  

Educator’s role model sun smart behaviors ensure that children are dressed appropriately for 

outdoor activities, and that sunscreen is correctly applied before going outdoors and reapplied 

as required, as outlined in sun protection procedures.  

Educators plan outdoor activities at appropriate times of the day, and where possible, 

encourage children to play in shaded areas as outlined in sun protection procedures. 

 

Related documents  

Family Handbook 

Sun Protection Procedures 

http://www.cancercouncilnt.com.au/Sunsmart/SSEarlyChildhood.htm 

http://www.cancercouncilnt.com.au/Sunsmart/SSEarlyChildhood.htm
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PROCEDURE Sun Protection 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulation 168(2)(a) 

Version Date of 
change 

Description of Change 

1.0 n/a  
2.0 18/06/2020 Reviewed 
 

Sun protection policies and procedures are explained to parents/guardians upon enrolment and 

this information is included in the family handbook 

Parents/Guardians provide a hat for their child. It is recommended that a wide – brimmed hat 

that protects the child’s face, neck and ears is left at the Educator’s premises. 

Parents/Guardians ensure that children have appropriate clothing for outdoor activities which 

is loose fitting, tightly woven and covers most of the child’s skin. Summer outdoor clothing is 

required to have sleeves extending at least as close the elbow as possible, collars to protect the 

neck and long style shorts and skirts extending as close to the knee as possible. 

Educators ensure that children are wearing hats and are dressed such that their skin is covered 

by clothing at least to the level as outlined above for outdoor activities, regardless of weather 

conditions. (That is, it is essential that these minimum requirements are met on cloudy, cool or 

rainy days) 

Educators ensure that SPF30+, broad spectrum, water resistant sunscreen is applied to 

children’s exposed skin at least 20 minutes before going outdoors and reapplied every two 

hours, regardless of weather conditions. 

Children and educators are encouraged to wear close fitting, wraparound sunglasses that meet 

the Australian Standard and cover as much of the eye area as possible. 

Educator’s role model Sun Smart behaviour. 

Where possible, children are encouraged to use available areas of outdoor shade when outside. 

Noting that the UV index tends to be high to extreme in Alice Springs between 10am and 3pm 

from October to March, outdoor activity is best avoided or at least minimized during these 

times.  

Related documents 

Family Handbook 

Sun Protection Policy 

http://www.cancercouncilnt.com.au/Sunsmart/SSEarlyChildhood.htm 

  

http://www.cancercouncilnt.com.au/Sunsmart/SSEarlyChildhood.htm
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Staffing and Human Resource Management  
 

Related to Quality Area 4; Staffing arrangements 

Education and Care Services National Regulations 168(2)(i) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 11/05/2016 -Outlines how the Nominated Supervisor is determined 

-Specifies acceptance of the designation by the Nominated 
Supervisor and Certified Supervisor 
-Specifies that Nominated and Certified Supervisors must hold a 
Supervisor Certificate issued by the Regulatory Authority. 
-“Performance appraisal” now “Performance review” 

3.0 24/04/2018 Variation Clause: Territory Families Children 
4.0 18/06/2020 Reviewed 
Background: ASFDC believes people are its most valuable resource and that the skills and 

abilities of the staff underpin the delivery of high quality services. Effective Human Resource 

Management policies and procedures are essential to the successful operation of the 

organisation. 

Policy Statement: All available positions with ASFDC are filled with the best available 

candidate on the basis of merit, and in accordance with legal requirements and contractual 

obligations, in a timely and cost effective manner. 

The recruitment and management of the ASFDC Coordination Unit Manager is managed by the 

Board of Governance. 

The recruitment and management of operational staff is managed by the ASFDC Coordination 

Unit Manager. 

All ASFDC employees are required to hold a current Working with Children card in addition to a 

current criminal history check, both of which are renewed every 2 years. 

All new employees are provided with a formal induction that introduces them to the 

organisation and their worksite. 

New employees, or existing employees commencing a new position, undergo a three month 

period of probationary employment. 

All employees participate in ongoing staff development and performance review processes 

every 12 months that include a review of their identified Key Performance Indicators and 

position description if required. 

ASFDC staffs are required to comply with ASFDC’s Staff Code of Conduct. 

ASFDC ensures that a Nominated Supervisor is appointed to manage the ASFDC Education and 

Care Service in accordance with the National Regulations. In order to be eligible to be appointed 

as the Nominated Supervisor or Certified Supervisor, the appointee must hold a Supervisor 

Certificate issued by the Regulatory Authority. The Nominated Supervisor is determined by the 
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Board of Governance in consultation with the Coordination Unit Manager and on the condition 

that the Nominated Supervisor accepts the designation in writing. Should the Nominated 

Supervisor not be available on any given day, he/she appoints a Certified Supervisor to be in 

charge of the ASFDC Education and Care Service in accordance with the National Regulations 

and on the condition that the Certified Supervisor accepts the designation in writing.  

With the approval of the Board of Governance, a student or volunteer placement may be 

provided. The student must be at least 21 years of age and hold a current Working with Children 

Card and Criminal History check. The staff record must include the full name, address and date 

of birth of each student who participates, and a record is kept for each day on which the student 

participates in the service, showing the date and hours of participation, and the name of the 

Educator the student is working with. The student is supervised by an Educator registered with 

ASFDC at all times. 

Variation Clause: Territory Families ChildrenEducators caring for Territory Families Children 

24/7 are not permitted to work outside the Alice Springs Family Day Care Scheme. 

Summary of Strategies and Practices: The Board of Governance is responsible for recruitment 

of the Coordination Unit Manager. The Coordination Unit Manager Position description, 

including selection criteria, is developed by the Board of Governance, having regard to relevant 

laws and guidelines. The selection panel for the position of Coordination Unit Manager is 

convened by the Chair of the Board or their appointee. 

The Coordination Unit Manager is responsible for recruitment of Coordination Unit staff. Should 

the position of Coordination Unit Manager be vacant at a time of recruitment, the Chairperson of 

the Board of Governance or their appointee undertakes this role. Coordination Unit Staff 

position descriptions including selection criteria, are developed and approved by the 

Coordination Unit Manager, having regard to relevant laws and guidelines. 

Selection Panels, other than those convened for the position of the Coordination Unit Manager, 

are convened by the Coordination Unit Manager and include a Board Member and 2 staff 

members. 

All new staff undergo an induction including provision and discussion of the staff handbook 

which contains information such as the service philosophy, how to access organisational 

policies and procedures, conditions of work and organisational reporting lines. 

Performance reviews for all staff are undertaken within their first six months of employment, 

and annually thereafter. The performance review of the Coordination Unit Manager is 

undertaken by the Chair of the Board or their appointee. 

Related documents  

Staff handbook                                                                                                                                                                        

Position Descriptions                                                                                                                                                              

Staff Information Record                                                                                                                                

Commencement and Induction checklist                                                                                                                    

ASFDC Staff Code of Conduct                                                                                                                           

Recruitment checklist 
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Visitors to family day care residences and venues 
 

Related to Quality Area 2; Children’s Health and Safety 

Related to Quality Area 7; Leadership and service management  

Education and Care Services National Regulations 157, 165, 166, 169(2)(f) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 18/06/2020 Reviewed 
Background 

ASFDC seeks to provide a welcoming environment and encourages involvement of family and 

other stakeholders in the provision of quality education and care. ASFDC’s accountability for the 

safety of the children in its care is prioritised in its approach to the provision of education and 

care services. 

Policy Statement: A record is kept of all visitors to a family day care residence or approved 

family day care venue while children are being educated and cared for at the residence or venue 

as part of ASFDC. 

The record of visitors includes the signature of the visitor and the time of the visitor’s arrival 

and departure 

A child being educated and cared for by an educator at a family day care residence or approved 

family day care venue as part of ASFDC is not left alone with a visitor to the residence or venue. 

Educators do not prevent a parent of a child being educated and cared for by the educator as 

part of ASFDC from entering the family day care venue at any time that the child is being 

educated and cared for by the educator, except if the parent’s entry would pose a risk to the 

safety of the children or staff, or the educator is aware that the parent is prohibited by a court 

order from having contact with the child. 

Summary of Strategies and Practices 

Educators are inducted as to their responsibilities in relation to visitors to family day care 

residences and venues during induction, and Coordination unit staff monitor and support 

educators in implementing procedures for visitors consistent with the National Regulations. 

The Record of Visitors form is signed by each visitor to a family day care residence or venue 

during any time when children are being educated and cared for as part of the ASFDC Scheme 

and these forms are kept by the Educator in accordance with ASFDC’s Monitoring, support and 

supervision of approved family day care educator’s policy. 

Related documents  

Record of visitors form                                                                                                                                               

Monitoring, support and supervision of approved family day care educator’s policy.                           

Educator handbook 
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Wait list  
 

Version Date adopted Description of Change 
1.0 14/3/16  
2.0 26/7/2019 Priority of access requirements changed in accordance with 

changed government guidelines. 
3.0 18/06/2020 Reviewed 
Aim: To ensure Alice Springs Family Day Care manages a wait list system efficiently. 

Priority of access guidelines: A child at risk of serious abuse of neglect. A child of a sole 

parent/guardian who satisfies, or of parents/guardians who both satisfy the Activity test 

through paid employment. Any other child.  

Responsibilities of the Coordination unit: 

Maintain an up to date register of families requiring care, listed by date of registration (excel 

spreadsheet). 

Maintain an up to date register of educator placements and vacancies (excel spreadsheet). 

Designate time regularly to place children into care, with the exception of relief care and 

Territory Families placements. 

Provide families with information regarding the wait list when they apply, including that they 

must maintain regular contact with the scheme otherwise they will be removed from the wait 

list. 

Notify parents by phone of a vacancy and then provide contact information in a follow up email.  

Adhere to ASFDC enrolment policy.  

Responsibilities of Educators 

Notify the coordination unit in writing of a vacancy with at least seven days’ notice.  

Adhere to ASFDC advertising policy. 

Maintain regular contact with the coordination unit in regards to the interview process with 

families.  

Follow appropriate orientation procedure as stated in individual handbooks.  

Responsibilities of families 

Ensure wait list form is filled out clearly and is returned to the office. 

Maintain bi-monthly contact with the office to ensure place on wait list.  

Notify the office promptly of any change of contact details or care requirements.  

If offered a vacancy, contact the educator within 24 hours of receiving details.  

Contact the scheme to notify of care is suitable following interview with educator 
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Water safety 
 

Related to Quality Area 2; Children’s Health and Safety 

Education and Care Services National Regulations 168(2)(a) 

Version Date 
adopted 

Description of Change 

1.0 23/9/13 n/a 
2.0 9/10/18 Variation Clause: Territory Families Children  
3.0 18/06/2020 Reviewed 
 

Background 

Children are naturally inquisitive and attracted to water, and water play can provide valuable 

learning experiences. However, young children have little fear and no understanding of the 

dangers involved with water play, and drowning is a major cause of avoidable death and injury 

for Australian children. Young children can drown quickly and silently, even in as little as a few 

centimeters of water. 

Policy Statement 

Educators may provide activities involving water play in the form of sprinklers, hoses and 

shallow paddling pools providing that the water level of a paddling pool is no higher than the 

smallest child’s knee. 

Educators provide vigilant supervision during all water play activities and empty all paddling 

pool and water containers immediately after use.  

Educators who use paddling pools must write a comprehensive risk assessment and forward it 

to the Co-ordination unit.  

All pools, spas and ponds have appropriate barriers and are assessed according to ASFDC’s 

policy, Assessment, approval and reassessment of approved family day care residences and family 

day care venues. 

An Educator may only take a child of 5 years or younger swimming where there is a 1:1 

Educator: child ratio and written permission is obtained from the child’s parent/guardian.  

Where all children are aged 6 years or over, there must be a minimum of 1 educator for every 3 

children at a public swimming pool with lifeguards on duty, and the Educator must be actively 

supervising the children. In other swimming situations, there must be a minimum of 1 Educator 

for every 3 children. However, in all cases, the Educator has regard to their own capacity to 

adequately supervise children swimming, and the swimming ability of the children involved. 

For example, if a child cannot swim independently, it is advisable to implement a 1:1 Educator: 

child ratio.  In all cases, written permission is obtained from the child’s parent/guardian. 

In the case of swimming lessons where the child will be under the supervision of a swimming 

instructor rather than the Educator, in addition to adhering to the Excursions policy and 



92 | P a g e  
 

procedures, the parent/guardian concerned must also provide written advice stating that while 

the child attends the lesson, they are under the swimming instructor’s care.  

 

If it is proposed to take children on an excursion to a place where there is unfenced water, this 

must be highlighted on the risk assessment form provided to parents/guardians. 

 

Variation Clause: Territory Families Children 

1: 1 ratios to be maintained at all times for children under the age of 5 years.  

1: 2 ratios to be maintained at all times for children over the age of 5 years. 

Educators must be within arms-length reach of a child at all times.  

 

Summary of Strategies and Practices 

Parents and guardians are provided with information about ASFDC’s policies and procedures in 

relation to water safety upon enrolment. 

The Coordination Unit highlights water safety policies and procedures in Educator induction, 

monitoring and support processes, as well as through Family Day Care residence and venue 

assessment, reassessment and approval processes. 

 

Related documents  

Family Handbook 

Assessment, approval and reassessment of approved family day care policy and procedures 

Excursions policy  
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Work Health and Safety 
 

Related to Quality Area 7: Leadership and Service Management 

Version Date 
adopted 

Description of Change 

1.0 18/05.2016 n/a 
2.0 18/06/2020 Reviewed 
 

Background 

A safe and healthy working environment enhances workplace effectiveness, productivity and 

performance; and is essential for wellbeing and morale. Workplace Health and Safety is the 

responsibility of all in the workplace and risks to health and safety are controlled through the 

engagement of all stakeholders in a culture of safety.  

Policy Statement 

ASFDC eliminates health and safety risks as far as reasonably practicable. 

It ensures as far as reasonably practicable; 

- The provision and maintenance of a work environment without risks to health and safety 

- The provision and maintenance of safe plant and structures 

- The provision and maintenance of safe systems of work 

- The safe use, handling and storage of plant, structures and substances 

- The provision of adequate facilities for the welfare at work of workers in carrying out work for 

the organisation, including ensuring access to those facilities 

-the provision of any information, training, instruction or supervision that is necessary to 

protect all persons from risks to their health and safety arising from work carried out as part of 

the organisation 

- The health of workers and the conditions at the workplace are monitored for the purpose of 

preventing work related illness or injury of workers 

ASFDC responds to legislative and regulatory requirements in relation to Workplace Health and 

Safety. 

Summary of Strategies and Practices 

Staff induction includes work, health and safety information and processes including 

procedures and plans for managing an emergency 
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All staff holds current first aid qualifications and all workers have access to a suitably stocked 

first aid kit with appropriate signage. A record of any first aid treatment given is kept. 

Risk management processes are implemented in consultation with stakeholders including 

where applicable, work health and safety representatives. The risk management process 

includes hazard identification, risk assessment, implementation of effective controls and review 

of control measures. 

 

Related documents  

Commencement and induction checklist 

Evacuation plans 

Risk Register  

Staff meeting minutes (W,H&S as standing agenda item) 

Work Health and Safety (National Uniform Legislation) Act 2011 

http://www.worksafe.nt.gov.au/home.aspx 

Codes of Practice are located at; 

http://www.worksafe.nt.gov.au/Publications/Code%20of%20Practice/Forms/AllItems.aspx 

How to Manage Work Health and Safety Risks Code of Practice 

Managing the Work Environment and Facilities Code of Practice 

Work Health and Safety Consultation, Cooperation and Coordination Code of Practice 

First Aid in the Workplace Code of Practice 

 

  

http://www.worksafe.nt.gov.au/home.aspx
http://www.worksafe.nt.gov.au/Publications/Code%20of%20Practice/Forms/AllItems.aspx
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Sleep and Rest 
 

Alice Spring Family Day Care Scheme Policy 

Version Date adopted Description of Change 
1.0 10.4.17  
2.0 18/06/2020 Reviewed 
 

Policy Statement 

Alice Springs Family Day Care Inc. believes sleep and rest times are essential for the healthy 

development of children. Sleep and rest procedures and environments will meet the needs of 

individual children as well as be compliant with SIDS and Kids safe sleeping recommendations. 

All sleep environments within Alice Springs Family Day Care Inc. scheme will be clean, safe and 

will utilise equipment that meets current Australian Standards. 

Supervision 

Each Family Day Care residence will provide an appropriate area for children to rest or sleep 

that is within hearing and observation range for educators to closely monitor children and 

where necessary a baby monitor will be installed. Each child’s breathing and safety will be 

frequently checked during periods of sleep, with checks being documented on a sleep chart. 

Where appropriate infants in 24/7 care will be slept in the same room as the educator in a 

separate cot. 

Families 

Alice Springs Family Day Care Inc. recognizes individual family expectations, beliefs and cultural 

practices surrounding sleep as well as individual needs of children. Educators will discuss any 

needs or requests respectfully with families and will implement where appropriate and safe to 

do so. Information on safe sleeping practices will be available to families during the enrolment 

interview and the scheme will promote the SIDS and Kids safe sleeping guidelines. 

Cots 

When using cots;                                                                                                                                                                   

-All cots are clean, well maintained and meet current Australian Standards.                                             

-Children are placed on their backs with their feet at the bottom of the cot (as per SIDS and Kids 

guidelines).                                                                                                                                                                           

-Quilts and duvets will not be used as bed linen. Pillows, soft toys, lamb’s wool and cot bumpers 

will not be used.                                                                                                                                                                     

-Light tucked in linen or an appropriately fitted sleeping bag with fitted neck and arm holes are 

to be used.                                                                                                                                                                                  

-At no time will a child’s face or head be covered.                                                                                                       

Clean linen must be provided for each child. 

Children in 24/7 care will be slept in a permanent wooden or steel cot that is clean and in good 

repair and meets current Australian standards. 
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Porta cots are only to be used for day time sleeps and are to be clean, in good repair and used in 

accordance with the manufacturer’s instructions. No additional padding or mattresses are to be 

used.                                                                                                                                                                                           

Bassinets are not to be used as they have no mandatory Australian standards.                                                  

Children must not be slept in bouncers, beanbags, on cushions or on any other surface that is 

not designed for sleep.                                                                                                                                                                  

At no time will a child’s face or head be covered and bedding should not be excessive.  

Sleep and Rest for Older Children 

All beds and bedding must be safe, clean and appropriate for the use of children.                                                      

Clean linen must be provided for each child.                                                                                                                  

All children in 24/7 care need to have a permanent, proper bed. Sleep mats, etc. are not 

acceptable for this type of care.                                                                                                                                            

SIDS and Kids guidelines are to be followed, when applicable.                                                                            

Children 9 years and under should not sleep on the upper level of bunks.  

Responsibilities of Coordination unit: 

Ensure that all children have access to appropriate space for sleep and rest.                                                        

Provide new educators with a comprehensive induction, with the inclusion of SIDS and Kids safe 

sleeping practices and guidelines.                                                                                                                                 

Provide all educators with a safe sleeping poster, to be displayed within the sleeping area of 

each family day care residence, if there are children sleeping in cots.                                                                  

Conduct monthly safe sleeping checks at each family day care residence.                                                                 

Conduct an annual house inspection.                                                                                                                        

Monitor compliance of safe sleeping practices in accordance with SIDS and Kids guidelines.                   

Ensure information regarding SIDS and Kids safe sleeping guidelines is available to families 

within the office.  

Responsibilities of Educators 

Ensure all children have appropriate opportunities for sleep and rest.                                                             

Ensure all cots, porta cots and any other equipment utilized within the family day care service 

meets current Australian standards and are used in accordance with the manufactures 

instructions.                                                                                                                                                                    

Ensure all SIDS and Kids safe sleeping guidelines are being practiced.                                                                     

Liaise respectfully with families regarding their expectations regarding their expectations and 

child’s needs regarding sleep and rest. Working with families to ensure, where possible 

expectations are met.                                                                                                                                                           

Ensure sleeping children are fully supervised (Sight and auditory) and breathing checks are 

frequently conducted.                                                                                                                                                    

Ensure SIDS and Kids safe sleeping poster is displayed within the sleep and rest area of the 

residence, if there are children in cots. Ensure all children in 24/7 care have an individual 

appropriate sleep space.  
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Key Legislation 

Education and Care Services, National 
Regulations 2012 
 

Regulations – 81 Sleep and Rest 

National Quality Standards for Early 
Childhood Education and Care and School Age 
Care (2010) 
 

QA 2 – 2.1.2 Each child’s comfort is provided 
for and there are appropriate opportunities to 
each child’s need for sleep, rest and relaxation. 
 

Early Years Learning Framework 
 
 
 

Outcome 3 – Children have a strong sense of 
wellbeing.  

 

Supporting documentation 

Educator handbook 

SIDS and Kids  

Education and Care Services National Regulations 2011  

Early Years Learning Framework 

SIDS and Kids – Cot to bed safety brochure 

SIDS and Kids – Safe Sleeping  

 

 



98 | P a g e  
 

 

Bus Transportation Policy 
 

Alice Spring Family Day Care Scheme Policy 

Version Date adopted Description of Change 
1.0 18/06/2020 Introduced  
Statement  

At Alice Springs Family Day Care Incorporated we are actively committed to providing a safe, 

healthy engaging experience for children, families and educators that include a range of 

activities to ensure children are actively engaged in their communities.  

One way to achieve this goal is to provide a bus for transporting children and educators to assist 

in their engagement in the local community. We value educators networking and strive to 

ensure social participation throughout the service.  

We acknowledge our responsibility and our educator’s duty of care in providing a transport 

service for eligible educators and children.  

We provide a 15 seat bus fully equipped with seat belts and maintain educator to child ratios at 

times transporting children.  

Links to legislation and policies  

NATIONAL QUALITY FRAMEWORK  

Education and Care 
Services National Law Act 
2010 

Education and Care Services 
National Regulations 2011 

National 
Quality Area 

National Quality 
Standard 

161, 162, 162A, 163, 164, 
164A, 165, 167, 169, 170, 
171, 173, 174A, 175 

82, 83, 84, 85, 86, 87, 88, 90, 
92, 93, 94, 95, 96, 97, 98, 99, 
100, 101, 102, 117A, 117B, 
117C, 119, 112, 123A, 124, 
127, 128, 136, 143A, 143B, 
145, 149, 153, 155, 156, 
157,158, 159, 161, 162, 163 
(2), 166, 168, 169, 170, 171, 
172, 176, 177, 178, 180, 183, 
185  

1 1.1.2, 1.2.3, 1.3.2, 1.3.3,  

  2 2.1, 2.1.1, 2.1.2, 2.2, 
2.2.1, 2.2.2, 2.2.3 

  4 4.1.1, 4.2, 4.2.2 

  5 5.2.1, 5.2.2 
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  6 6.1.1, 6.1.3, 6.2.2, 6.2.3,  

  7 7.1.1, 7.1.2, 7.1.3, 7.2, 
7.2.1, 7.2.3 

RELATED FEDERAL LEGISLATION  

Work Health and Safety Act 2011  

Disability Discrimination Act 1992 

Australian Human Rights Commission Act 1986  

Children, Young Persons and Their Families Act 1997 

Privacy and Data Collection Act 2014  

 

RELATED STATE LEGISLATION  

NT.GOV.AU https://nt.gov.au/driving 

NT.GOV.AU https://nt.gov.au/driving/heavy 

NT.GOV.AU https://nt.gov.au/law/crime 

Department of Education https://education.nt.gov.au/committees,-regulators-and-advisory-

groups/quality-education-and-care-nt 

NT.GOV.AU https://nt.gov.au/emergency/community-safety/apply-for-a-working-with-children-

clearance 

NT Police, Fire and Emergency Services, check the validity of a working with children screening 

https://forms.pfes.nt.gov.au/safent/CheckValidity.aspx?IsValidityCheck=true 

NT.GOV.AU https://nt.gov.au/driving/rego/vehicle-inspections/authorised-vehicle-inspectors 

 

RELATED POLICIES AND PROCEDURES  

Authorisations - acceptance and refusal policy and procedures  

Code of conduct policy and procedures  

Confidentiality policy and procedures  

Emergency and evacuation policy and procedures  

Engagement and registration of family day care educators and educator assistant’s policy and 

procedures  

Enrolment and orientation policy and procedures  

https://nt.gov.au/driving
https://nt.gov.au/driving/heavy
https://nt.gov.au/law/crime
https://education.nt.gov.au/committees,-regulators-and-advisory-groups/quality-education-and-care-nt
https://education.nt.gov.au/committees,-regulators-and-advisory-groups/quality-education-and-care-nt
https://nt.gov.au/emergency/community-safety/apply-for-a-working-with-children-clearance
https://nt.gov.au/emergency/community-safety/apply-for-a-working-with-children-clearance
https://forms.pfes.nt.gov.au/safent/CheckValidity.aspx?IsValidityCheck=true
https://nt.gov.au/driving/rego/vehicle-inspections/authorised-vehicle-inspectors
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Excursions policy and procedures  

First Aid policy and procedures  

Incident, Illness, injury and trauma policy and procedures  

Maintaining a register of family day care educators, educator assistants and coordinators policy 

and procedures  

Medical conditions policy and procedures  

Provision of information training and assistance to family day care educator’s policy and 

procedures  

Sun protection policy and procedures  

Water safety policy and procedures  

Governance and Management  

References and resources  

Australian Government Department of Education and Training https://www.education.gov.au/ 

Australian Children’s Education and Care Quality Authority (ACECQA)  

http://www.acecqa.gov.au/  

Belonging, Being & Becoming – The Early Years Learning Framework for Australia: 

https://www.acecqa.gov.au/nqf/national-law-regulations/approved-learning-frameworks 

My Time, Our Place - Framework for school age care in Australia  

https://www.acecqa.gov.au/nqf/national-law-regulations/approved-learning-frameworks 

Early Childhood Australia - Code of Ethics  

http://www.earlychildhoodaustralia.org.au/our-publications/eca-code-ethics/ 

Early Childhood Australia 

http://www.earlychildhoodaustralia.org.au/  

Asthma Australia 

http://www.asthmaaustralia.org.au/vic/home 

Australasian Society of clinical immunology and allergy 

http://www.allergy.org.au/patients/about-allergy/anaphylaxis 

JPS Family Day Care Advisers (Family Day Care Specialists) 

http://www.jpsadvisers.com.au/  

https://www.education.gov.au/
http://www.acecqa.gov.au/
https://www.acecqa.gov.au/nqf/national-law-regulations/approved-learning-frameworks
https://www.acecqa.gov.au/nqf/national-law-regulations/approved-learning-frameworks
http://www.earlychildhoodaustralia.org.au/our-publications/eca-code-ethics/
http://www.earlychildhoodaustralia.org.au/
http://www.asthmaaustralia.org.au/vic/home
http://www.allergy.org.au/patients/about-allergy/anaphylaxis
http://www.jpsadvisers.com.au/
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PROCEDURES Bus Transportation Policy  
 

Alice Spring Family Day Care Scheme Policy 

Version Date adopted Description of Change 
1.0 18/06/2020 Introduced  
 

Approved Provider or Nominated Supervisor are responsible for: Recruit and screen 

volunteer, educator or office staff to drive bus. Ensuring certified copies of C class car licence, 

working with children clearance (Ochre Card), National Police Check and staff record in 

accordance with Staffing policies and procedures r.145 remain on file. To be reviewed for 

currency and updated every 6 months  

Providing a statement to the volunteer to access reduced rates for working with children 

screening and national police check prior to commencement as a volunteer only.  

Requiring the driver, to in writing, to agree to remain 0.00% blood alcohol limit whilst 

transporting children and also not be affected by drugs (including prescription drugs that may 

hinder or affect the driver’s ability). If the driver is considered to not be fit to drive, another 

volunteer, educator or office staff member will take on the role of driver or the transport will be 

cancelled with all educators scheduled to attend notified via telephone.  

If the driver is considered unfit to drive (based on observational behaviour) the driver will be 

stood down pending a full investigation with the regulatory authority notified with 24 hours in 

the form of an incident report in accordance with r. 82, r.83 and r. 176. The grievance procedure 

will be implemented, any and all evidence including statements will remain on file and provided 

to the regulatory authority.  

Maintain the bus’s roadworthy status by having regular services carried out at least annually by 

an authorised vehicle inspector, or if deemed necessary (not operating to full capacity, or a 

notification from the driver or passenger) removed from road use until a vehicle inspection is 

carried out.  

Ensuring the vehicle is registered for road use by paying registration prior to expiration, this 

will be conducted by the account’s person, with proof of currency provided to the approved 

provider and to remain on the bus’s file within 24 hours of payment. Due date will be placed in 

the approved provider’s calendar, with an automatic notification set for one week prior to 

expiration of registration.  

Maintain current Full Comprehensive insurance by ensuing the insurance is paid annually, in 

full prior to expiration, this will be a notification in the approved provider’s calendar, with an 

automatic notification set 1 week prior to expiration of insurance  

Providing a suitability equipped first aid kit to remain on the bus, accessible at all times the bus 

is in service. To be monitored by the approved provider monthly in accordance with r.89  
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Being contactable by telephone whilst children are in attendance at the service with calls from 

educators with children in care taking priority.  

Ensuring children’s files remain current at all times, by reminding families quarterly to check 

and make any required alterations to their child’s file, including emergency contact details, 

authorised persons and authorisations for regular outings.  

Regular outings will be reviewed annually and approved by the approved provider. All regular 

outings must have a current Risk Assessment including any and all identified risks (bodies of 

water, dogs, bus breakdown, accident etc)    

Ensuring parents have authorised children to attend to regular outlining or excursion by 

requiring educators to provide evidence prior to regular outing or excursion taking place.  

Monitoring, maintaining and storing all legislated and required records confidentiality  

Notifying Department of Education and Training within 24 hours of a serious incident or a 

complaint alleging legislation was breached (State and Federal Departments) recorded in the 

prescribed manner (incident report)  

Driver is responsible for: Maintaining a fully equipped first aid kit to remain on the bus that is 

easily identifiable and accessible in accordance with the attached, to be checked weekly by the 

driver and reported to the approved provider 

Remaining alcohol and drug free 

Maintaining current working with children screening 

Maintaining current National Police Check  

Abiding by all local and state road rules (speed limits)  

Ensuring near miss incidents are documented and communicated to the approved provider as 

soon as practicable within 24 hours for a risk assessment to be discussed, developed or 

reviewed  

Not be alone with enrolled children  

Conduct head counts of children boarding and disembarking from the bus, ensuring no child is 

left is on the bus, records to be provided to the service by close of business on the day travel 

took place 

Conduct a visual inspection of each seat and under each seat to ensure children or children's 

belongings are not left on the bus and complete check has been conducted on passenger 

register. 

Educators responsible for: Ensuring all children’s Medical Management Plans (MMP) are up to 

date and are taken on an excursion or regular outing  
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Ensuring attendance records are fully completed on arrival and departure by the person 

dropping off and collecting the child 

Ensuring a suitably equipped, portable readily accessible and recognisable first aid kit that 

complies with Education and Care Services National Regulations 2011 r.89 is taken on all 

excursions and regular outings 

Remaining contactable to parents and the service by telephone whilst children are in 

attendance at the service even during bus trips  

Supervising children in your care at all times, do not leave children in the presence of volunteers  

Ensuring that families are notified within 24 hours if their child is involved in an incident, 

illness, injury or trauma at service and record details (including the administration of first aid) 

on the Incident, illness, injury or trauma record and notify the approved provider as soon as 

practicable within 24 hours  

Should an incident occur on the bus, and a child requires further medical attention or 

hospitalisation (transferrable to hospital) continue to ensure that all children in your care are 

adequately supervised. This can be achieved by; 

Contacting ill/injured child’s family to arrange for them to travel to the destination to 

accompany their child to hospital or meet their child at the hospital, requiring the child signed 

into the care of emergency services as per the Delivery and Collection of Children policy and 

procedures  

Immediately arrange for assistance (contact the approved provider to advise and support you) 

to care for children in care while you travel with ill/injured child in ambulance.  

-Ensuring near miss incidents (children becoming unrestrained, minor accident etc.) are 

documented and communicated to the approved provider as soon as practicable on a 

prescribed incident report, within 24 hours for a risk assessment to be discussed, developed or 

reviewed  

Debriefing with children after any incident, illness or trauma to support their understanding of 

the events and provide a chance for questions and answers. Seeking coordinators support if you 

require debriefing.  

Discussing with children the importance of staying safe and to remain seated on the bus whilst 

moving, children requiring child restraints are to use the correct appropriately fitted restraint 

for their, size and be appropriately fitted, children are to be fully secured prior to take off.   

Families are required to: Notify the service, upon enrolment or diagnosis, of any medical 

conditions and/or needs, and any management procedures to be followed with respect to that 

condition or need 

Ensure documentation/authorisations are completed and signed  
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Provide written consent (via child’s enrolment form) for the educator to administer first aid and 

call an ambulance, if required.  

Ensure all records are completed, acknowledged and signed (accident, illness and incident 

records)  

Ensure any changes to children’s health status is communicated promptly to the educator or 

approved provider 

Provide medication directly to educator (do not leave in child’s bag)   

Engage with your child’s educator daily to discuss your child's health and wellbeing 

Being contactable, either directly or through emergency contact details listed on child’s 

enrolment form, in the event of an incident that requires the administration of first aid 

Fund all expenses payable for medical/dental treatment or ambulance trip incurred 
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Kinderloop Policy 
 

 Alice Spring Family Day Care Scheme Policy 

Version Date adopted Description of Change 
1.0 18/06/2020 Introduced  
 

Statement  

At Alice Springs Family Day Care Incorporated we utilise Kinderloop online documentation and 

planning application for educators and families to communicate and share information with 

ease.  

We are committed to ensuring our service works in partnership with families and meets the 

Educational Program and Practice standards, Quality Area 1 of the National Quality Framework.  

We value educators and families working together and strive for a partnership between families 

and the service in developing their child’s educational program.  

Kinderloop allows the educator and the family to communicate about a child’s engagement and 

learning in the educational program. As we take each child and family’s privacy seriously, you 

will only be able to see posts and images that relate directly to your child.  

Links to legislation and policies  

NATIONAL QUALITY FRAMEWORK  

Education and Care 
Services National Law Act 
2010 

Education and Care Services 
National Regulations 2011 

National 
Quality Area 

National Quality 
Standard 

168, 169 73, 74, 75, 76, 157, 161 1 1.1., 1.2, 1.3  

  4 4.1.1, 4.2 

  5 5.1 

  6 6.1, 6.2.1, 6.2.2  

  7 7.1.1, 7.1.2, 7.1.3, 7.2,  

 

 

RELATED FEDERAL LEGISLATION  

Work Health and Safety Act 2011  
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Disability Discrimination Act 1992 

Australian Human Rights Commission Act 1986  

Children, Young Persons and Their Families Act 1997 

Privacy and Data Collection Act 2014  

RELATED POLICIES AND PROCEDURES  

Authorisations - acceptance and refusal policy and procedures  

Code of conduct policy and procedures  

Confidentiality policy and procedures  

Engagement and registration of family day care educators and educator assistant’s policy and 

procedures  

Enrolment and orientation policy and procedures  

Grievance policy and procedures   

Maintaining a register of family day care educators, educator assistants and coordinators policy 

and procedures  

Provision of information training and assistance to family day care educator’s policy and 

procedures  

Governance and Management  

References and resources  

Australian Government Department of Education and Training https://www.education.gov.au/ 

Australian Children’s Education and Care Quality Authority (ACECQA)  

http://www.acecqa.gov.au/  

Belonging, Being & Becoming – The Early Years Learning Framework for Australia: 

https://www.acecqa.gov.au/nqf/national-law-regulations/approved-learning-frameworks 

My Time, Our Place - Framework for school age care in Australia  

https://www.acecqa.gov.au/nqf/national-law-regulations/approved-learning-frameworks 

Early Childhood Australia - Code of Ethics  

http://www.earlychildhoodaustralia.org.au/our-publications/eca-code-ethics/ 

Early Childhood Australia 

http://www.earlychildhoodaustralia.org.au/  

JPS Family Day Care Advisers (Family Day Care Specialists) 

http://www.jpsadvisers.com.au/  

Kinderloop https://kinderloop.com/index.html 

https://www.education.gov.au/
http://www.acecqa.gov.au/
https://www.acecqa.gov.au/nqf/national-law-regulations/approved-learning-frameworks
https://www.acecqa.gov.au/nqf/national-law-regulations/approved-learning-frameworks
http://www.earlychildhoodaustralia.org.au/our-publications/eca-code-ethics/
http://www.earlychildhoodaustralia.org.au/
http://www.jpsadvisers.com.au/
https://kinderloop.com/index.html
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PROCEDURES Kinderloop Policy 

 

  Alice Spring Family Day Care Scheme Policy 

Version Date adopted Description of Change 
1.0 18/06/2020 Introduced  

 

Approved Provider or Nominated Supervisor is responsible for: Ensuring educators have 

access to Kinderloop for each child registered for attendance  

Ensuring a register of passwords for Kinderloop is maintained at the primary office  

Review five educator Kinderloop accounts per month for compliance, professionalism and 

confidentiality any anomalies are to be documented on the educators file and addressed with 

the educator by the educational leader or approved provider. The educator will be given an 

opportunity to remove post/s and additional training will be provided to the educator on the 

use of the application, confidentiality and authorisations for use 

Providing access (registration) to Kinderloop for families upon enrolment ensuring families are 

informed to keep their personal log in details private  

Ensuring children’s files remain current at all times, by reminding families quarterly to check 

and make any required alterations to their child’s file, including authorisations for the service to 

post updates and photographs of their child to Kinderloop. Families are encouraged to raise any 

issues with posts to Kinderloop immediately with their child’s educator, this be discussed 

during orientation, and if a satisfactory resolution cannot be achieved with the educator, will 

notify the approved provider of possible misuse of the Kinderloop application. The approved 

provider will implement the Grievance procedure for rectification  

Notifying Department of Education and Training within 24 hours of a serious incident or a 

complaint alleging legislation was breached (State and Federal Departments) recorded in the 

prescribed manner (incident report)  

Educators are responsible for: Creating a Kinderloop account and providing the password to 

the service, any password updates are to be provided to the service  

Only use Kinderloop as intended, only share photos and information on children to the 

authorised person on the child’s enrolment form, Kinderloop is only to be used for the 

development and communication of the educational program, children’s health and wellbeing 

related topics are to addressed directly with the family  

Any and all comments on Kinderloop are to meet the services Code of Conduct policy and 

procedures  

Children’s right to privacy is to be respected at all times and educators are encouraged to seek 

children’s permission prior to adding any photographs (age appropriate)  

Photos, once uploaded to Kinderloop are to be deleted from the educator’s phone (camera)  



108 | P a g e  
 

Families are required to: If authorisation for use of Kinderloop (in writing on the child’s 

enrolment form), register and create a personal account on the Kinderloop application (keep 

password secure at all times)  

Notify the educator or approved provider, if you feel your child’s privacy has been breached   

Provide feedback through the Kinderloop application for the continued development of your 

child’s educational program  
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Coronavirus (COVID-19) Management Policy 
 

Alice Spring Family Day Care Scheme Policy 

Version Date adopted Description of Change 
1.0 18/06/2020 Introduced  
 

Definition: COVID-19 is a new strain of coronavirus that was originally identified in Wuhan, 

Hubei Province, China in December 2019. The World Health Organization (WHO), has declared 

that COVID-19 outbreak as a ‘pandemic’- a Public Health Emergency of International Concern 

(effective 11 March 2020). This is mainly due to the speed and scale of transmission of the virus 

in countries around the world, including Australia.  

COVID-19 is transmitted from someone who is infected with the virus to others in close contact 

through contaminated droplets spread by coughing or sneezing or by contact with 

contaminated hands or surfaces. According to Department of Health, the time of exposure to the 

virus and when symptoms first occur is anywhere from 2-14 days.  

Symptoms can range from a mild illness, similar to a cold or flu, to pneumonia. People 

with COVID-19 may experience:  

-fever 

-flu-like symptoms such as coughing, sore throat and fatigue 

-shortness of breath 

The Australian Government is constantly updating the current status of COVID-19 including 

health recommendations, travel restrictions, and a vast collection of resources and information 

to help people make informed decisions.  

As this information is changing rapidly, our Service is constantly monitoring health alerts and 

implementing measures suggested by key health experts to minimise the transmission of 

COVID-19. 

Our Service has a range of comprehensive policies in place to guide best practice in relation to 

health and safety, dealing with infectious diseases and maintaining a child safe environment. 

Our duty of care and responsibilities to children, parents, families and all staff to provide a safe 

environment is of utmost importance. 

This policy will change as required to ensure the protective measures against COVID-19 as 

advised by our government are implemented by our Service.  

NATIONAL QUALITY STANDARD (NQS) 

 QUALITY AREA 2:  CHILDREN’S HEALTH AND SAFETY 

https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert#current-status
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2.1.1 
Wellbeing and 
comfort  

Each child’s wellbeing and comfort is provided for, including 
appropriate opportunities to meet each child’s needs for sleep, rest 
and relaxation. 

2.1.2 
Health 
practices and 
procedures  

Effective illness and injury management and hygiene practices are 
promoted and implemented. 

2.2 Safety  Each child is protected.  

 

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS 

77 Health, hygiene and safe food practices 

85 Incident, injury, trauma and illness policies and procedures  

86 Notification to parents of incident, injury, trauma and illness  

87 Incident, injury, trauma and illness record  

88 Infectious diseases  

90 Medical conditions policy 

93 Administration of medication 

162 Health information to be kept in enrolment record 

 

PURPOSE 

Our Service will minimise children’s exposure to COVID-19 by adhering to all recommended 

guidelines from the Australian Government- Department of Health and local Public Health Units 

to slow the spread of the virus. We will implement practices that help to reduce the 

transmission of the virus including the exclusion of any person (child, educator, staff, parent, 

visitor or volunteer) that is suspected or has tested positive to having COVID-19. Our Service 

will implement effective hygiene practices as per our existing policies and procedures. 

Our Service will provide up-to-date information and advice to parents, families and educators 

sourced from the Australian Government, Department of Health and state Ministry of Health 

about COVID-19 as it becomes available. Recommendations and health measures mandated by 

the Health Department will be strictly adhered to at all times.  

SCOPE 

This policy applies to children, families, staff, management, and visitors of the Service. 

IMPLEMENTATION 
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Our Service is committed to minimise the spread of the COVID-19 virus by implementing 

recommendations provided by the Australian Government- Department of Health. 

Our Service implements procedures as stated in the Staying healthy: Preventing infectious 

diseases in early childhood education and care services (Fifth Edition) developed by the Australian 

Government National Health and Medical Research Council as part of our day-to-day operation 

of the Service.  

We are guided by explicit decisions regarding exclusion periods and notification of any 

infectious disease by the Australian Government- Department of Health and local Public Health 

Units in our jurisdiction under the Public Health Act. COVID-19 is a notifiable condition in all 

states and territories of Australia. 

In the event of any child, educator, staff member or visitor attending our Service who is 

suspected or confirmed to have the infection, the Approved Provider will contact their Public 

Health Unit.  

 

MINIMISING THE TRANSSITION OF COVID-19 

Effective 15 March 2020, the Australian Health Protection Principal Committee has made 

recommendations to the general public to help manage the spread of COVID-19. These 

measures include implementing good hygiene, self-isolation and social distancing. 

Our Service will ensure hand hygiene posters and procedures (including alcohol-based hand 

santiser) and information about COVID-19 is clearly displayed at the front entry and 

communicated to families through email, newsletters and social media. Alcohol-based hand 

santiser will be kept out of reach of young children and only available for adults to use. If 

parents decide to apply this to their child, they must supervise the child to avoid rubbing it into 

their eyes or a child swallowing the gel/liquid. 

Information provided to families may include: 

symptoms of COVID-19 

transmission of the virus 

self-isolation and exclusion 

prevention strategies- including hygiene and self-isolation 

contact details for health assistance 

National Coronavirus (COVID-19) Health Information Line 

1800 020 080 
Call 131 450 for translating and interpreting service 

Public Health Unit- Local state and territory health departments 
 

https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert
https://www.health.gov.au/about-us/contact-us/local-state-and-territory-health-departments
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Our Service will supply disposable tissues and have bins available with plastic liners available in 

several locations for disposing used items.  

The Approved Provider, Nominated Supervisor, educators, staff, families and visitors will 

comply with the following: 

Exclusion/ Self-isolation/ Self-quarantine 

effective 16 March 2020, any person entering Australia from any destination, will be required to 

self-isolate for 14 days 

any person who has been in close contact with someone who has a positive diagnosis, or 

suspected diagnosis of the virus, must self-isolate for 14 days 

household members of a person (including children) who has a confirmed case of COVID-19 

must also be isolated from the childcare Service and general public 

the Public Health Unit will provide further information on a case-by-case basis as to the length 

and place of isolation. (see: COVID-19 home isolation) 

families must immediately advise the Service if they, or anyone in their family, develops any 

symptoms of the virus or receives a positive result of the virus whilst in isolation 

any person (employee, enrolled child, parent, caregiver, visitor or contractor) who is displaying 

symptoms such as: fever, coughing, sore throat, fatigue and shortness of breath, must seek 

urgent medical attention to determine if they need to be tested for COVID-19 and not attend our 

Service under any circumstance 

a medical certificate is required to return to care following the 14 days of isolation. 

Implement effective hygiene measures 

The national campaign Help Stop The Spread and Stay Healthy, launched by the Australian 

Government has emphasised that effective handwashing is a vital strategy to help reduce the 

spread of the COVID-19 virus. Handwashing with soap and water for at least 20 seconds 

whenever you cough, sneeze or blow your nose, prepare food or eat, touch your face or use the 

toilet is recommended. 

Our Service will adhere to National Regulation requirements, and Government guidelines to 

ensure all educators, children, families and visitors to the Service implement best practice.  

Our Service will ensure: 

all employees, parents, children and visitors must wash their hands with soap and water or use 

the alcohol-based hand santiser provided upon arrival to the Service  

hands must be thoroughly dried using disposal paper and disposed of in the bin provided 

disposable tissues must be used to wipe noses, eyes or mouths and disposed of in the bin 

provided immediately after use 

hands must be washed following the use of tissues 

https://www.health.gov.au/resources/publications/coronavirus-covid-19-information-about-home-isolation-when-unwell-suspected-or-confirmed-cases
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hands must be washed thoroughly using soap and water before and after using the toilet 

cough and sneeze etiquette must be used- cover your cough and sneeze into a tissue or elbow 

children are supervised when washing hands 

cleaning contractors hygienically clean the Service to ensure risk of contamination is removed 

as per Environmental Cleaning and Disinfection Principles for COVID-19  

NOTE: According to the World Health Organisation, COVID-19 may survive on surfaces for a few 

hours or up to several days. (March 14, 2020) 

Social distancing in childcare: 

Social distancing is important because COVID-19 is most likely spread from person-to-person 

through close contact with a person while they are infectious, close contact with a person with a 

confirmed infection who coughs or sneezes or from touching objects or surfaces (such as door 

handles or tables) contaminated from a cough or sneeze from a person with a confirmed 

infection and then touching your nose or mouth. (source: Australian Government Department of 

Health. Coronavirus disease)  

To reduce the spread of germs: 

if your child is sick, do not send them to our Service  

do not visit our Service if you or another family member is unwell 

sanitise your hands at regular intervals throughout the day and when entering our Service 

avoid physical contact with other people who may be sick- such as older people and people with 

existing health conditions  

clean and disinfect high touch surfaces regularly (door handles, car seats, mobile phone, toys, 

dummies) 

promote strictest hygiene measures when preparing food at home and at the Service 

where possible, outdoor play will be promoted within our Service to provide children with 

additional personal space 

large groups will be monitored to provide flexible learning to ensure groups are smaller in both 

the indoor and outdoor environment 

ventilation within the Service will be increased 

contact parents of children who have chronic medical conditions or immunosuppression as they 

may be at an increased risk of disease and require additional support/care 

our Service will cancel all group outings to public places (excursions to local shops, schools, 

libraries, aged care facilities) 

Suspected cases of COVID-19 at our Service: 

As per our Sick Child Policy we reserve the right to refuse a child into care if they: 

https://www.health.gov.au/sites/default/files/documents/2020/03/environmental-cleaning-and-disinfection-principles-for-covid-19.pdf
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we have reasonable grounds to believe that a child has a contagious or infectious disease (this 

includes COVID-19) 

are unwell and unable to participate in normal activities or require additional attention 

have had a temperature/fever, or vomiting in the last 24 hours 

have had diarrhea in the last 24 hours 

have been given medication for a temperature prior to arriving at the Service 

have started a course of anti-biotics in the last 24 hours 

If your child becomes ill whilst at the Service, educators/staff will respond to their individual 

symptoms of illness and provide comfort and care. 

Educators will take your child’s temperature. If the temperature is 38°C or above you will be 

contacted immediately and required to collect your child within 30 minutes. If you are unable to 

collect your child, an emergency contact person will be contacted, and they must collect your 

child within 30 minutes. 

Educators will attempt to lower your child’s temperature by: 

removing excessive clothing (shoes, socks, jumpers) 

encourage your child to take small sips of water 

move your child to a quiet area where they can rest whilst being supervised 

Educators will keep accurate records of the child’s temperature, time taken, time parent/s were 

contacted, staff member’s name and time of collection. 

All information will be recorded in our Incident, Illness, Accident and Trauma Record. Parents 

will be required to sign this record upon collection of their child. 

Parents are reminded to ensure their contact details are current and emergency contact details 

are updated if required. 

Our Service also reserves the right to prevent employees, parents, family members or visitors to 

enter our premises if the Approved Provider or Nominated Supervisor suspects instances of 

COVID-19. 

Notification: The Approved Provider or Nominated Supervisor is mandated by law to notify 

the Public Health Unit or Health Information hotline on 1800 020 080 of any confirmed or 

suspected cases of COVID-19. In addition, the Approved Provider must also notify the 

Regulatory Authority in their state or territory within 24 hours. 

Management reserves the right to request employees to self-isolate if they suspect they have 

come into contact with someone who has a confirmed COVID-19 infection. 

Talking to children about COVID-19: Educators will inform children about the virus and 

emphasise preventative measures such as handwashing, use of tissues, cough and sneeze 

techniques and limiting touching other children’s faces.  

https://www.health.gov.au/about-us/contact-us
https://www.acecqa.gov.au/help/contact-your-regulatory-authority
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Posters to demonstrate correct handwashing methods will be referred to and educators will 

model techniques. 

Children’s emotional well-being will be closely monitored by all educators and staff and any 

concerns communicated with parents and families. 

Children’s questions will be respected and supported. 

In the event of the Service being closed as a precaution to limit the spread of the virus, 

information will be provided to parents/families to help explain the situation to young children. 

What happens if our Service is forced to close? The decision to close our Service will be 

made, and advised, by relevant state and territory governments or the Regulatory Authority. 

This may be due to a confirmed case of COVID-19 in our Service community. 

Should this occur, all families will be notified immediately via email or phone. 

The Approved Provider will notify the Regulatory Authority within 24 hours of any closure via 

the NQA IT System 

Communicating with families: Due to the fluid nature of COVID-19 and the necessity of 

self-isolation for some staff members, our Service will endeavor to inform parents and families 

of any staff changes as soon as possible. 

Our Service is committed to continue to provide quality education and care to all children and 

support families responsibly during this unprecedented challenge with the COVID-19 outbreak. 

Knowing how to look after yourself, and others is very important during this crisis.  

We will promote a safe and supportive environment by:  

reassuring children they are safe  

acknowledging and listening to children’s questions  

promoting and implementing hygiene routines for handwashing and cough and sneezing 

keeping regular and familiar routines within our Service 

ensuring children eat well throughout the day 

engaging children in play, games and other physical activities 

being alert to children’s level of anxiety and provide quiet and relaxing activities 

ensuring children are provided with rest and sleep when needed 

providing information to families and support services as required 

Dr Michelle Dickinson- Video for kids about COVID-19 

https://youtu.be/OPsY-jLqaXM 

 

https://www.acecqa.gov.au/help/contact-your-regulatory-authority
https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
https://youtu.be/OPsY-jLqaXM
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Safe Transportation of Children 
 

Related to Quality Area 2: Children’s Health and Safety 

Related to Quality Area 7: Governance and Leadership 

 

Version Date adopted Description of Change 
1.0 October 2020 Introduced 

   
 

Background 

The safe transportation of children is to ensure the health, safety and wellbeing of children.  

Children are sometimes transported by, or on transport arranged by, service providers, 

nominated supervisors and educators. 

 

Policy Statement 

It is the responsibility of the service providers, nominated supervisors and educators to take all 
necessary precautions and to have all appropriate measures in place to ensure the safety of 
children while being transported. 
 

Summary of Strategies and Practices 

Motor vehicles will: 

 Be registered and be maintained in a roadworthy condition 

 Have vehicle locked and key removed when the vehicle is unattended. 

 Have  child restraints fitted securely and in accordance with instructions 

 Be equipped with a First Aid kit  

 Have a dashboard emergency sign displayed. 

Educators: 

 Must NEVER LEAVE ANY CHILD UNATTENDED in any vehicle 

 Must be licenced and use a vehicle in accordance with all traffic acts and regulations 

 Will carry emergency contact card(s) for all children being transported.  Contact card(s) 

to include child’s name, nominated contact persons and details of any medical 

conditions. 

 Must carry a charged mobile phone 

 Must ensure all appropriate forms (risk assessments and authorisations) are completed 

prior to the transporting of children. 

 Must account for children on embarking and disembarking the mode of transport 

Children: 

 Must be seated in an approved and appropriate child care restraint as per NT Traffic 

Law 
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Child seats and/or Restraints: 

 Must meet Australian Standard AS/NZS1754 

 Must be age and weight appropriate  

 The type of restraint depends on the age of the child:  

o Babies from birth to under six months of age must be restrained in a rear facing 
restraint (e.g. baby capsule).  

o  Children between six months and under four years of age must be restrained in a 
rear facing or forward facing restraint.  

o Children from four years to under seven years of age must be restrained in a forward 
facing restraint or booster seat.  

o Children seven years of age and over must be restrained in an adult seatbelt or a 
booster seat. There are also laws about where children can sit in the vehicle:  

o Children under four years of age must not be in the front row of a vehicle with two 
or more rows.  

o Children from four to under seven years of age can only sit in the front row of a 
vehicle with two or more rows when all other seats are occupied by children of a 
lesser age in an approved child restraint.  

 Child restraint anchorages and child restraint devices must be fitted in accordance with both 
the child restraint manufacturer’s instructions and the vehicle manufacturer’s instructions. 

 Where fitted, child restraint anchorages and child restraint devices are to be checked in 
accordance with the NT Inspection Manual for Light Vehicles. 

 Make sure the tether straps are securely anchored to the vehicle and pulled tight without 
twisting. 

 Adjust the harness to fit your child's body comfortably yet firmly. 

 Never use an infant restraint in the front passenger seat if your car has a front passenger 
airbag. 

 Never place a child restraint on a vehicle seat that faces rearward or sideways. 

Related Documents 

 Risk Assessment – Regular Transportation of Children 

 Regular Transportation of Authorisation Form 

Related Sources: 

 ACECQA – Safe Transportation of Children 

 New and amended provisions within the National Regulations and Law  

 NT Traffic Act 

 Kid Safe Australia 
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PROCEDURE Safe Transportation of Children 
 
Related to Quality Area 2:  Children’s Health and Safety 

Related to Quality Area 7:  Governance and Leadership 

 

Alice Springs Family Day Care Inc. Policies and Procedures 

 

Version Date Adopted  Description of Change 

1  October 2020 Introduced 

   

 

 The policies and procedures for the safe transportation of children are explained during 
Educator inductions and/or Educator meetings. 
 

 Educators to complete a Risk Assessment – Regular Transportation of Children for each child, 
for each venue.  
 

 The Risk Assessment – Regular Transportation to be compiled with as detailed a description 
as possible. 
 

 Risk Assessment to be completed each calendar year unless there is a change in the risks. 
 

 Educators to complete a Regular Transportation Authorisation Form, completing all section 
of the form, each calendar year unless details change. 
 

 The Regular Transportation Authorisation Form to be completed with as detailed a 
descriptions as possible. 
 
 
Related Documents 
 

 Safe Transportation of Children Policy  

 Regular Transportation Authorisation Form 

 Risk Assessment – Regular Transportation of Children 
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Assessment of Educators and Educator Assistants at ASFDC 
 

Alice Springs Family Day Care Inc. Policies and Procedures 

 

Version Date Adopted  Description of Change 

1  Oct 2020 Introduced  

   
 

1. Introduction  

Family day care education and care services differ from centre-based services in that they are 

operating from a home where family members and residents in the home of the educator are 

also required to be considered when establishing and maintaining compliance. Educator 

assistants and residents are required to hold prescribed credentials to illustrate being fit and 

proper to be in the presence of children in accordance with r.163.      

Family day care also differs in that educators are contracted to the family day care service and 

maintain their own budget and business operations including completing time sheets and 

attendances in direct relation to the Child Care Subsidy System. It is the Service’s responsibility to 

ensure that all claims being submitted to the family assistance office (The Secretary) are verified for 

accuracy to ensure the claim is in accordance with the Family Activity Statement and agreed care 

arrangements.    

2. Statement  

At Alice Springs Family Day Care, we are committed to ensuring the health and safety of children and 

the protection of Commonwealth funds. We make all attempts to ensure educators, educator 

assistant’s, employees and people residing at educator’s homes are fit and proper to be in the 

company of children and educators document and submit accurate claims for commonwealth 

funding. We achieve this by, screening and ensuring those who are working or residing with children 

obtain the required clearances prior to the commencement of care and education to children.  

We also require educators to alert us to any changes within the home. We will undertake regular 

and unannounced checks of each educator’s home to ensure we are aware of any. The service will 

also undertake an audit of claims submitted at least annually to ensure accuracy. We require 

educators be prepared for an audit at all times as we randomly audit four educators claims against 

corresponding internal documents monthly. Educators not prepared for audit may result in 

termination of contract.   



120 | P a g e  
 

3. Links to legislation and policies  

NATIONAL QUALITY FRAMEWORK  

Education and Care Services 

National Law 2010 
 Education and Care Services 

National Regulations 2011 
National Quality 

Area 
National Quality 

Standards  

161, 162, 163, 167, 168, 169, 

170, 171, 172, 174,175  
116, 117, 119, 136, 163-166, 

169 
 4 4.1.1, 4.1.2 

  7 7.1.1, 7.1.2, 7.1.3, 7.2.1 

RELATED POLICIES 

− Code of conduct policy and procedures V11.01.2020     

− Complaints and grievances policy and procedures V11.01.2020     

− Confidentiality policy and procedures V11.01.2020     

− Engagement and registration of family day care educators, educator assistant’s and 

coordinators policy and procedures V11.01.2020     

− Interactions with children policy and procedures V11.01.2020     

− Maintaining a register of family day care educators, educator assistant’s and coordinators 

policy and procedures V11.01.2020     

− Mentoring, supporting and supervising educators and educator assistant’s policy and 

procedures V11.01.2020     

− Participation of volunteers and student’s policy and procedures V11.01.2020     

− Providing a child safe environment policy and procedures V11.01.2020      

− Visitors to family day care residences policy and procedures V11.01.2020      

- Payment of fees policy and procedures V11.01.2020    
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PROSEDURE Assessment of Educators and Educator Assistants at ASFDC  
 

Alice Springs Family Day Care Inc. Policies and Procedures 

 

Version Date Adopted  Description of Change 

1  Oct 2020 Introduced  

   
 

Approved Provider or the Nominated Supervisor is responsible for:  

− Ensuring the educator and educator assistant is at least 18 years of age and hold a current, 

recognised first aid certificate r.136, anaphylaxis and emergency asthma management 

training in accordance with the Engagement and registration of family day care educators, 

educator assistants and coordinators policy and procedures V11.01.2020  

− Assessing the suitability of educators and educator assistants upon registration (prior to 

children’s commencement) and annually (within 4 weeks of anniversary date) to determine 

fit and proper in accordance with Education and Care Services National Regulations 2011 

r.163 by: 

 Considering the educator, educator assistant and residents over the age of 18 years 

of age, history of compliance with the National Law and other relevant laws (any 

decision under the law to refuse, suspend, refuse to renew, or cancel a licence, 

approval, registration, certification or any other authorisation granted to the 

person). Findings will be considered and placed on the educators file. Findings that 

indicate an educator assistant is not fit to be in the presence of children will not be 

registered with the service, residents over the age of 18 years with findings that 

indicate they may not be fit to be in the presence of children will result in the 

educator not being registered with the service whilst the resident remains. If the 

educator assistant is also a resident of the family day care home the educator will 

not be registered to provide education and care with the service.  

− Ensuring the educator has or is actively working toward a minimum Certificate III in Early 

Childhood Education and Care in accordance with the Engagement and registration of 

family day care educators, educator assistants and coordinators policy and procedures 

V11.01.2020 

 When assessing ongoing suitability of educators working towards a certificate III in 

early childhood education and care there must be evidence of competency from the 

registered training organisation, provided to the service at least quarterly. 



122 | P a g e  
 

 Ensuring the educator, educator assistant, residents over 18 years hold a current working 

with children screening, national police check and sign in agreement to the Code of 

conduct policy and procedures V11.01.2020 (evidence of currency and acceptance to 

remain on the educators file) by maintaining a data base of educators in accordance with 

Engagement and registration of family day care educators, educator assistants and 

coordinators policy and procedures V11.01.2020 to include residents over the age of 18 

years 

− Implement the induction program to educators and educator assistants by attending the 

educator’s home and ensuring the educator and educator assistant is displaying knowledge 

and commitment to the National Quality Framework, statement of philosophy, policies and 

procedures and Family Assistance Legislation by maintaining records of compliance and 

discussions during home visits (to remain on the educators file)  

− Consider induction outcomes when determining ongoing suitability, repeat induction if 

necessary or terminate the educator and/or educator assistants’ contract within the three 

month induction period if deemed not suitable to deliver an education and care program in 

accordance with the National Quality Framework and policies and procedures – by 

reviewing documentation and anecdotal information will remain on the educators file to 

support the approved providers decision and the educator will be notified in writing, via 

email, if deemed not suitable including date of termination of contract and reasons for 

termination 

− Ensuring educators are informed of their obligation to notify the approved provider within 

24 hours if any person aged over 18 years of age (includes those turning 18 years) is 

residing in the family day care home through the educator handbook or contract r.163  

− Take reasonable steps to ensure that each educator and educator assistant maintain 

adequate knowledge and understanding of the provision of education and care to children 

through regular training (4 per year), including but not limited to Child Protection, national  

Legislation, developing educational programs, compliance with education and care and 

family assistance legislation etc. in accordance with Provision of information, training and 

assistance to family day care educators policy and procedures V11.01.2020 

− Ensuring educators are aware of their ongoing responsibilities under The Family Assistance 

Legislation by holding a minimum of 2 information sessions per year in relation to 

completing claims for Child Care Subsidy in accordance with Engagement and registration 

and re-registration of educators, educator assistants and coordinators policy and 

procedures V11.01.2020   

− Educators found to have repeated ‘false, misleading or incorrect claims’ minimum three, in 

the year leading into reassessment will be considered high risk and a risk management plan 

will be developed and implemented (may include increased monitoring, coordinator 
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completing claim forms, grievance procedure being implemented and documented on 

educators file or; termination of contract)  

Educators are responsible for: 

− Holding current insurance of Public Liability – minimum $10 million and displaying 

certificate of currency whilst operating the education and care program, this is the 

educator’s responsibility and will be monitored at each home visit. Families will be offered 

alternate care arrangements if their allocated educator’s insurance should expire 

− Maintaining current accreditations including approved first aid, anaphylaxis and emergency 

management of asthma by attending required training prior to credentials expiring and 

providing originals (at least 24 hours prior to expiration) for the approved provider or 

nominated supervisor to sight and certified copies for filing  

− Completing documentation for claims for Child Care Subsidy accurately in accordance with 

Payment of fees policy and procedures V11.01.2020  

− Advising the approved provider or nominated supervisor of any persons aged over 18 years 

of age that are currently (or commenced – including turning 18 years of age) residing at the 

family day care residence as soon as practicable, within 24 hours and ensuring they have a 

current working with children screening and National Police Check 

− Notifying the approved provider or nominated supervisor immediately as soon as 

practicable, within 24 hours of becoming aware, if an educator assistant or person residing 

at the home no longer meets the fit and proper to in the presence of children.  

− Actively working towards or hold a minimum Certificate III in Early Childhood Education 

and Care (must provide evidence monthly of activity toward gaining competency)  

Educator Assistants are responsible for: 

− Maintaining current certifications including approved First Aid, Asthma, Anaphylaxis, Child 

Protection awareness and Food safety and provide original and certified copy to approved 

provider or nominated supervisor (within 24 hours of expiry)  

− Maintain a current working with children screening and National Police Check provide 

original and certified copy to approved provider or nominated supervisor (within 24 hours 

of expiry) 
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