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Policy and Procedures 
 

 
 

1. Is the policy consistent with the philosophy, mission and goals of the service? 
2. Does the policy apply to the service type and management structure? 
3. Does the policy take into account the legislative and regulatory mandates that specifically apply to the 

service? 
4. Does the policy conform to the format used for other policies? 
5. Does the policy include some form of introduction, goals, strategies and information and does this apply to 

the background of the service? 
6. Are there particular community needs, conditions or funding that must be considered and differ markedly 

from the sample policy? 
7. Has the policy been introduced to the service community and the process of development explained? 
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Recognition 

Five Star Family Day Care acknowledges the following partners for their involvement and 
continuous improvement of the Policy and Procedures: 

❖ Five Star Family Day Care staff 

❖ Five Star Family Day Care educators 

❖ Families of the service 

Introduction 

What is family day care? 

Family Day Care is a childcare service where children are cared for by a trained and professional 
family day care educator in the educator’s home.  All homes are checked for safety before 
children are registered for care.  Five Star Family Day Care provides ongoing support to 
educators. Five Star Family Day Care is available to educators and to families for support, 
information, resources and referrals to other services.   

Five Star Family Day Care is an approved provider and service under the Act and the 
Regulations. 

About Five Star Family Day Care 

Five Star Family Day Care Pty Ltd is a company established to provide quality Family Day Care to 
families.  The company operates as Five Star Family Day Care. We have trained and qualified 
staff. We proximally work with people from non-English speaking backgrounds and new 
migrants to Australia.  See Part 7: Leadership and service management for more information 
about our company and our service. 
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About our Policy and procedures 

Family Day Care is governed by the Education and Care Services National Law Act 2010 (“the 
Act”) and the Education and Care Services National Regulations 2011 (“the Regulations”).  The 
Australian Children’s Education and Care Quality Authority (“ACECQA”) is the national body 
ensuring high quality early childhood education and care across Australia.  The Department of 
Education and Early Childhood Education and Care is the Regulatory Authority at the New 
South Wales level.  The State and Australian Governments work together through these entities 
to monitor education and care services and ensure the highest quality.  

The Five Star Family Day Care Policy and Procedures draw on the Act, Regulations and the 
National Quality Standard as its foundation.  In some areas, our Policy and Procedure goes 
further than the standards set by the Act and Regulations.  

We continually strive to improve so our Policy and Procedures will reflect that due to the 
updates we make over time.   

All family day care educators have a copy of the Policy and Procedure Handbook.  The 
Handbook is a highly comprehensive guide which includes everything needed.  Where an issue 
is not dealt with in the Policy and Procedure Handbook, family day care educators and families 
can contact our office for more information and guidance.  Compliance with the Policy and 
Procedures is monitored through home visits by Five Star Family Day Care staff.  By following 
the Policy and Procedures, family day care educators can ensure that high quality education 
and care services are always provided.  The contract between Five Star Family Day Care and 
educators requires educators to follow the Policy and Procedures 

Statement of Philosophy 

Five Star Family Day Care believes that children should be educated and cared for in a safe, 
secure and caring environment that is respectful of their cultural diversity/religion background 
and fosters a sense of belonging in the family day care community as well as encourages them 
to be actively involved in developing a fun, play based learning program.  

We believe that play forms the foundation for children’s learning, and we will continuously 
implement it through the Early Years Learning Framework, ‘Belonging, Being and becoming’ in 
providing learning environments that support positive results for children.  

We respect the uniqueness of each child’s characteristics and abilities and acknowledge the 
importance of the child’s family; their values, language and background.  

We encourage positive, respectful relationships between all children, parents, Educators and 
coordination unit staff; and foster a working environment in which teamwork is demonstrated 
through support and understanding as well as an appreciation of the contribution of all team 
members. 

We believe that Five Star Family Day Care offers children many unique opportunities to 
improve their lives and to develop and grow into happy, resilient young individuals who have 
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the necessary skills to reach their potential and become confident good citizens of their local 
and global community. 

Aims 

❖ Provide outstanding quality home-based care for children from diverse backgrounds. 

❖ Provide a supportive, stimulating and caring environment that encourages children to 
develop to their full potential 

❖ To encourage children to learn and develop at their own level which will lead them to 
gain confidence and self-esteem. By providing direction and understanding which will 
give them the opportunity to explore themselves in a safe and secure environment. 

❖ Provide a program that is suitable for all families which caters to their needs. 

❖ Recruit competent Educators who are committed to the ongoing development and 
wellbeing of children. 

❖ To offer families a program that is relevant, accessible and affordable. Five Star Family 
Day Care recognises the cultural and linguistic diversity of Educator’s and the children in 
their care and strongly urges that diversity is incorporated into children’s experiences.  

❖ To facilitate and cater to those families and individuals who are in emergency need for 
suitable day care for their children.  

❖ To create and maintain a safe and healthy environment which will enhance children’s 
developmental learning, engagement, initiative, self-worth and dignity. 

❖ To foster cognitive, social, physical, creative and emotional development of each child 
by recognizing and accepting their individuality. 

❖ To utilise existing resources in the community including those individuals with 
knowledge, skills and experience in Family Day Care to provide and manage a culturally 
relevant service. 

Objectives 

❖ To provide quality, affordable, safe home-based Family Day Care. 

❖ To operate an education and care service which is supportive of both families and 
educators   

❖ To provide a service which reflects the diverse nature of our society and meets the 
individual needs of children and their families  

❖ To provide a flexible service that can offer full time, part time, weekend, shift work, 
casual, vacation, overnight and emergency care, as well as before and after school care 
whenever possible.  
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❖ To promote understanding, tolerance and mutual respect for all service participants 
through communication, education and training.  

❖ To involve parents/educators and the local community in the planning, management 
and integration of the service.  

❖ To promote cooperation between the Service and other community agencies through 
the creation of useful networks.  
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Part 1:  
Quality Area One 

Educational program and practice 
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Quality Area 1: Educational program and practice 
The educational program and practice are stimulating, engaging and enhance children’s 
learning and development.  In services for children over preschool age, the program nurtures 
the development of life skills and complements children’s experiences, opportunities and 
relationships at school, at home and in the community. 

1.1 An approved learning framework informs the development of a curriculum that enhances each 
child’s learning and development.  

1.1.1 Curriculum decision making contributes to each child’s learning and development 
outcomes in relation to their identity, connection with community, wellbeing, and 
confidence as learners and effectiveness as communicators. 

1.1.2 Each child’s current knowledge, ideas, culture, abilities and interests are the foundation of 
the program. 

1.1.3 The program, including routines, is organised in ways that maximise opportunities for each 
child’s learning.   

1.2 Educators facilitate and extend each child’s learning and development 

1.2.1 Educators are deliberate, purposeful, and thoughtful in their decisions and actions.  

1.2.2 Educators respond to children’s ideas and play and extend children’s learning through 
open-ended questions, interactions and feedback. 

  1.2.3         Each child’s agency is promoted, enabling them to make choices and decisions and 
influence events and their world. 

1.3 Educators and co-ordinators take a planned and reflective approach to implementing the 
program for each child. 

1.3.1 Each child’s learning and development is assessed as part of an ongoing cycle of observation, 
analysing learning, documentation, planning, implementation and evaluation. 

1.3.2 Critical reflection on children’s learning and development, both as individuals and in groups, 
drives program planning and implementation. 

1.3.3 Families are informed about the program and their child’s progress. 
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Early Years Learning Framework 

The Early Years Learning Framework is the basis of Five Star Family Day Care’s approach to 
educational program and practice.  Five Star Family Day Care supports the five Early Years 
Learning Development Outcomes for all children: 

❖ Children have a strong sense of identity 
❖ Children relate to and contribute to their world 
❖ Children have a strong sense of well-being 
❖ Children are confident and involved learners 
❖ Children are effective communicators 

“A supportive active learning environment encourages children’s 
engagement in learning which can be recognised as deep 
concentration and complete focus on what captures their interests. 
Children bring their being to their learning. They have many ways of 
seeing the world, different processes of learning and their own 
preferred learning style. 

In Addition, active involvement in learning build’s children’s 
understanding of concepts that’s creative thinking and inquiry 
processes that are necessary for lifelong learning. They   can 
challenge and extend their own thinking, and that of others as well 
as create new knowledge in collaborative interactions and 
negotiations. Children’s active involvement changes what they 
know, can do value and transforms their learning.”1 

Family day care educators are independent contractors and professionals in the area of 
education and care.  Family day care educators prepare an educational program.  Each child’s 
current knowledge, ideas, culture and interests provide the foundation for the program. 

We know that the first five years of a child’s life shapes their future – their health, learning and 
social development – and we want to make sure that their future is bright. 

Five Star Family Day Care believes that children learn through play.  Planning and evaluating 
play helps us to provide better learning experiences for each child as an individual. 

We value the early childhood stage of life and accept that each phase within early childhood is 
important. 

We honour each child’s right to play and see play as contributing to development and 
education. 

We help each child to become strong, competent and happy. 

 
1Belonging, Being, & Becoming; the Early Years Learning Framework of Australia, page 
33 
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Planning for learning through play 

Policy 

To plan, document and evaluate programs that enable children to develop to their full potential by 
providing opportunities for them to develop as individuals and by meeting each child’s social, 
emotional, physical and intellectual needs. 

Procedures 

The program consists of a portfolio, observation and curriculum program that meet the Early 
Years Learning Framework (EYLF).  Family day care educators develop plans to meet each 
child’s individual needs, provide daily life experiences and an environment that enriches 
learning and discourages violent play and behaviour.2 

We base the plan on the Early Years Learning and Development Framework, which is an 
approved learning framework as required by the Act. 

Educational activities must be documented3.  A record must be created that can be shared with 
parents and stored for future reference.  The documentation must be words, pictures, 
diagrams, symbols or photographs.  (See the notes about photographs in this Policy and 
Procedure.) 

Five Star Family Day Care provides educational programs for educators. The program is 
designed to be easily understood by educators and by families.4 

The activities which are in line with the EYLF is essential for a good educational program but 
does not need to be a difficult job for educators. A policy Five Star has adopted is the 
scheduling of outdoor activities, particularly UV levels and daily sun protection times are used 
to plan daily activities and ensure a correct understanding of local sun protection 
requirements. 

Educators are encouraged to prepare a plan for each child in care based on their individual 
needs and interests.  Family day care educators need to consider the different needs of 
children in different age groups.  Educators need to take into account the amount of time each 
child is in care. 

● Each educational plan is made for a fortnight.  Five Star Family Day Care does not 
recommend making a plan for a longer period unless there is a special reason to do so.  

 
2 Regulation 73 Educational Program and section 168 Offences relating to required 
program 
3 Regulation 74 
4 Regulation 74(2)(b) 
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An example of this might be a gardening activity where seeds take longer than two 
weeks to start showing any growth. 

● The plan should include information about the planned activity. This does not need to 
be detailed but should be enough for it to be evaluated after it has been completed.  
One example is to say that today’s activity is “cooking”.  A more detailed plan might set 
out what will be cooked and how the children will be involved in the process. 

● Educators must record a monthly observation for all children in care.   

● Assessment is part of the educational program plan.  After an activity is completed, 
educators should make a note about the outcomes of the educational program.  The 
information should be enough to tell whether the activity was completed and could 
note what skills or experiences the children engaged in.  Some examples of outcomes 
for children are working on fine motor skills (close and careful work, such as drawing), 
working on gross motor skills (things like jumping and running), and social skills (such as 
sharing or communicating).   

If an activity cannot be done, a short note should be included to explain why.  The reason might 
be that the children were interested in a different activity.  Another example is where the 
weather was not suitable to do an activity.   

Activities remain in the Portfolio book and educators are encouraged to keep the completed 
books for six months.  

Parents can request the educational program plans of their children at the end of the year or 
when care is terminated.   

Guidance 

Planning is a process that we use to be able to help children learn.  By making a plan for play 
and learning, we can be sure that: 

❖ We have the materials that we need. 
❖ We have investigated the safety risks. 
❖ We have thought about the learning opportunities in the activity. 
❖ We have permission to take the children on excursions (if appropriate). 
❖ We involve parents and family in the children’s learning experiences. 
 

Educators will: 

● Ensure the individual children’s current knowledge, ideas, culture, abilities and 
interests; strengths & needs are the foundation of the program  

● Ensure the program of activities is flexible and allows opportunity to build on children’s 
discoveries or spontaneous interest throughout the day 

● Outings are planned to engage children’s learning 
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● Maintain a balance of home-based activities with outings planned to enhance learning 
opportunities 

● Maintain up-to-date skills in planning children’s activities and knowledge of children’s 
development through ongoing training 

● Identify children who may need additional support in order to achieve particular 
learning outcomes, providing that support or assisting families to access specialist help  

● Promote positive interactions with children which treat children with dignity and 
respect  

● Plan collaboratively with children and allow children to freely select experiences 

● Provide opportunities for school aged children that complement their school 
experiences as well as their individual interests and home experiences  

● Provide adequate and sufficient equipment to support the program of activities taking 
into account the age, number and interests of children  

● Evaluate the effectiveness of learning opportunities, environments and experiences 
offered and the approaches taken to enable children’s learning (Wellbeing)  

● Reflect on pedagogy   

● Plan effectively for children’s current and future learning. Experiences are child focused 
and are based on observation of children’s needs, interests and responses to previous 
experiences  

● Seek and include information from parents to assist in the planning of activities for each 
child 

● Regularly talk to parents about their child’s activities whilst in Family Day Care  

● Information about the contents and operation of the educational program for the 
service is displayed at the Educator’s premise at a place accessible to parents of children 
being educated and cared for by the service  

● Respond to children’s ideas and play and use intentional teaching to scaffold and extend 
on child’s learning  

● Document each child’s involvement in the program through regular observations, 
through an Educator’s observation and Planning Cycle  

● Document the evaluation and assessment of each child’s developmental needs, 
interests, experiences and participation in the educational program  

● Document a half yearly assessment of each child’s progress against the outcomes of the 
Educational Program and The Learning Frameworks (Being Belonging Becoming or My 
Time Our Place)   
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● Critical reflection on children’s learning and development both as individuals and in 
groups which is regularly used to implement the program  

● Ensure children over preschool age, evaluations of the child’s wellbeing, development 
and learning   

● Plan effectively for children’s current and future learning   

● Ensure the following information is given to a child’s parents when requested  

- The content and operation of the educational program as it relates to that child. 
- Information about that child’s participation in the program. - A copy of 
assessments or evaluations in relation to that child. 

 

Educational Leader and CDOs will: 

● Ensure Educators are working towards the learning outcomes with each child  Assist 
the Educator with EYLF reflective practice  

● Deliver information, resources and Professional Development which will assist an 
Educator with Education and Care Practices; Including Educator Induction  

● Focus on being active and reflective in designing and delivering the program for each 
child  

● Ensure all Educators are delivering an Education and Care program that address the 
child’s needs  

● Ensure the Educator is involving the holistic child in the programming and planning 
process  

● Ensure the Educator is participating in the programming cycle – Observing, Planning, 
Programming, Reflection and Forward Planning  

● Be available to discuss a child’s development with Educators and /or families  

● Collect Enrolment forms and ask parent/Guardian to complete an Individual Child 
Information form at parent enrolment meeting 

●  Provide training opportunities for staff and Educators to ensure developmentally 
appropriate programs are administered within the service for all children  

●  Access support services to resource and support Educators in the provision of 
developmentally and culturally appropriate programs for children with additional needs   

● Ensure that children and their families are supported in their individual cultural identity, 
home language and religious beliefs 
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Playing and learning 

Policy 

To ensure that the five outcomes of the Early Years Learning Framework are incorporated into every day 
practice.   

Procedures 

The Early Years Learning Framework guides curriculum decision making and enables each 
child’s learning in the five outcomes: 

❖ Children have a strong sense of identity 
❖ Children relate to and contribute to their world 
❖ Children have a strong sense of wellbeing 
❖ Children are confident and involved learners 
❖ Children are effective communicators5 

Family day care educators interact with children while they are playing to evaluate the play and 
learning. 

Young children need adult involvement to maintain their interest.  

Older children need adult stimulation to provide explanations and suggestions to extend their 
play. 

Five Star FDC educators must monitor and supervise children appropriately during their play 
and learning. 

Five Star FDC educators respond to children’s needs during play and learning. 

Five Star FDC educators encourage open-ended activities. Open ended activities allow for 
creative expression and focus on the process not the product.  This develops confidence and 
problem-solving skills in children.  Parents and family should understand that learning and play 
activities do not always result in a “product” such as a painting, drawing or construction.  
Sometimes play and learning is educational just because it has been experienced. 

Five Star FDC educators use families’ understanding of their children to help plan their 
educational programs. 

Five Star FDC educators give feedback to families on the child’s learning and development. 

 
5 Regulation 73(2) 
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Evaluating play and learning 

Policy 

To reflect upon the value, merit, worth or significance of play and learning 

Procedures 

Family day care educators interact with children while they are playing to evaluate the play and 
learning. 

Even very young children who are not yet talking can indicate in non-verbal ways the success or 
otherwise of an activity.  

Older children may use verbal or non-verbal ways to indicate their engagement with an activity. 

Family day care educators respond to children’s needs during play and learning as a means of 
evaluating the value, merit, worth or significance of the play and learning to the child. 

Family day care educators can provide verbal or written reports to families on open-ended 
activities that allow for creative expression and do not produce a product.  These activities can 
be used to develop children’s communication skills to reflect on and report to their families 
about their activities.  

Children’s products developed during play and learning (if any) will be valued as evidence of 
the child’s developing skills.  Family day care educators encourage families to see the benefit to 
the child of the process used to create the product rather than valuing the activity on the item 
produced.  

Family day care educators will provide evaluation of the activities in the portfolio books and 
can be in the form of brief or detailed writing depending on the activities conducted with the 
child.  Notes can be made at the time of the activity or after the activity has ended.  Just telling 
the parents or family about the activity is not sufficient and the family day care educator must 
follow up with a note on the activity.  

Notes of the activity may be in the form of photographs or videos, but strict rules apply to 
taking photographs of children in care (see below). When notes are recorded as photographs, 
videos, text messages or emails, a short note must also be included on the written plan. 

Photographs and video are an effective way of recording and evaluating play and learning but 
care must be used when doing so. 

Family day care educators may photograph or video children during activities only if the 
parents or guardians have given permission.  

Parents and guardians cannot insist that family day care educators photograph or video their 
children’s activities. 

Five Star Family Day Care acknowledges that technology provides many new ways to 
communicate and network with others but respects the rights of parents and privacy.  Family 



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 19 
  

day care educators should not be sending text messages or making phone calls to parents to 
provide information about the educational program.  If family day care educators have 
photographs, they may send them to the parents after the end of the care period, if the 
parents ask for them.  

Family day care educators cannot be compelled to send text messages or make phone calls.  
Five Star Family Day Care will not force any family day care educator to use technology that 
they are not familiar with or comfortable using. 

Guidance 

Family day care educators observe all children and plan/record individual appropriate 
experiences for each child and involve children and families in the planning and evaluation 
process. 

Family day care educators are encouraged to provide a range of experiences that: 

❖ Are developmentally appropriate. 
❖ Relate to the child's interests and skills. 
❖ Are culturally appropriate and accepting of diversity. 
❖ Encourage independence and allow children to choose activities. 
❖ Provide a variety of open-ended activities children can explore freely and creatively. 

Family day care educators should provide a full variety of experiences for children.  All play can 
be learning, and play can be indoor or outdoor; quiet or noisy; active or peaceful; with others 
or alone. 

Family day care educators will plan age-appropriate activities for children.  Physical activities 
may be more appropriate for school-aged children especially immediately after the end of the 
school day. 

When planning activities, family day care educators should consider that children may need 
time to unwind after they return from kindergarten or school because school and kindergarten 
are more structured play and learning activities. 

Family day care educators encourage children to eat a nutritious snack and appropriate drink 
when they return from kindergarten. 

Family day care educators make themselves available to listen and talk to children after 
kindergarten and school about their day. 

Family day care educators will provide a suitable place for school aged children to do 
homework if they choose. 

Family day care educators are not required to help children with homework. 

Five Star Family Day Care supports family day care educators to provide appropriate 
experiences for children. 
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Five Star Family Day Care provides training and professional development opportunities to 
family day care educators to help them improve play and learning experiences for children. 

Five Star Family Day Care helps facilitate playgroups and group activities. 

Children attending Preschool 

Policy 

To give all children the opportunity to experience the intentional learning experience of Preschool. 

Procedures 

Family day care educators will have – or be able to obtain – information for parents and 
families about local preschools. 

Children can attend preschool only if the parent consents to the child’s enrolment at preschool. 

Family day care educators support preschool as an important part of a child’s early learning 
experience. 

A child’s parents decide whether a child attends preschool.  The family day care educator 
cannot decide that a child should attend preschool.  Family day care educators will respect 
parents’ decisions about preschool. 

Guidance 

Preschool is often the first step into a more formal learning environment for children. 
Preschool is traditionally the year before the first year of school.  It can be a transition for 
children to help them to cope more effectively when they start school.  

Four-year old Preschool is funded by the government.  Children who turn 4 years old before 31 
July are eligible for a funded year of preschool in that year. Funding is available from the State 
Government for a minimum of 10 hours per week.  There can be additional subsidies for 
concession card holders and triplets and quadruplets.  

Three-year old preschool is also available but is not funded.  Fees for three-year old preschool 
are higher because there is no government support. 

Transition to school 

Policy 

To welcome the diversity of all families and meet their individual needs by accepting similarities 
and differences, and encouraging equity and the inclusion of children with additional needs. 

Starting school is a significant milestone in the life of any child and family. Our service supports 
continuity of learning and transitions for each child by sharing relevant information, clarifying 
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responsibilities and by developing strategies that support a positive transition to formal 
schooling. (Standard 6.3) 

The education and care service will liaise with local schools to develop a smooth and 
comprehensive transition to school program. The education and care service will work in 
collaboration with families to support the individual strengths and needs of each child and 
provide a high-quality program to help children experiencing the transition to formal school. 

How will it be done?  

Starting school is a major transition for young children. When children know what to expect 
they are much more likely to feel confident and happy about starting school. The education and 
care program assists children to develop the following skills considered useful for engaging 
positively in the school environment:  

● Concentrating on the task at hand  

● Persevering when faced with difficulties 

● Responding positively to new situations 

● Taking some responsibility for their behaviour as it impinges on others in the group  

● Developing the communication skills necessary for group or individual play  

● Developing positive feelings about themselves and others  

● Experiencing a sense of self-satisfaction resulting from achievement. 

The Educational Leader will:  

● Establish systems across the education and care service to ensure there is continuity of 
learning when children transition to school. 

● Support each family’s decision about when to send children to school, acknowledging 
the NSW Department of Education and Training’s policy that “children must turn five by 
July 31 in the year they start Kindergarten. All children in NSW must start school by their 
sixth birthday”.  

● Develop an information package for families about the transition to school. This will 
include information on school readiness skills, how to support children and what to 
expect with the transition process. This package will be reviewed each year to meet the 
needs of the families and to incorporate updated information from local schools.  

● Be supported to access professional development opportunities to ensure current 
knowledge and practice regarding transition to school is employed within the education 
and care service.  

● Facilitate relationships and networking with local schools to support children and 
families with the transition process and to open lines of communication. The 
importance of school preparation through school visits, orientation days and meeting 
the kindergarten teachers will be regularly promoted. 
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Educators will:  

● Encourage children to start thinking and talking about school by exploring various 
elements of the school experience. (E.g., uniforms, eating packed lunches, talking to 
older children about school and how a school environment is different.) 

● Talk with children about starting school, respecting any concerns and communicating 
these to families. 

● Communicate with families to ensure the education and care service is meeting the 
individual strengths and needs of the children and families.  

● Consider family priorities and any concerns about the transition process. Each family’s 
cultural and linguistic needs will be respected, along with family diversity.  

● Develop a program to ensure a smooth transition for children from the education and 
care environment to the school environment. The program requires both parent and 
educator support for the child. This collaboration will ensure the best possible climate 
for this transition.  

● Consider the individual rest or sleep needs of children in the months leading up to the 
transition to school and whether a reduction in sleep times may prepare some children 
for the longer school day routine. Children will continue to have rest periods and quiet 
activities during the day. Beds will be available for any child who requires rest or sleep. 

● Focus on school readiness in all areas of development throughout the day. Children will 
be encouraged to extend their knowledge via their interests and educators will assist 
children to challenge their skills regularly. 

● Regularly discuss children’s development and readiness for school with families. 

 

Sources  

● Community Child Care Co-operative (NSW) 

● Guide to the National Quality Standard (3) ACECQA (2011)  

● NSW Department of Community Services – School Readiness - 
www.community.nsw.gov. au/DOCSWR/_assets/main/documents/school_ 
readiness.pdf  

● NSW Public Schools - www.schools.nsw.edu. au/got school/primary/startingschool.php  

● Australian Research Alliance for Children & Youth – School Readiness –Various school 
readiness papers – www.aracy.org.au 
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Children from diverse backgrounds 

Policy 

To welcome the diversity of all families and meet their individual needs by accepting similarities and 
differences, and encouraging equity and the inclusion of children with additional needs. 

Procedures 

We affirm the right of each child to: 

❖ Develop without limitations of stereotypes based on gender, race or additional need to 
their full potential. 

❖ Have the ability to learn and be taught 
❖ Develop a sense of pride in themselves and their accomplishments – enhancing feelings 

of positive self-esteem and self-worth 
❖ Develop respect for each other’s rights 
❖ Experience equal opportunities to voice their own opinion and be heard 
❖ Develop respect for and participate in a variety of experiences 

Five Star family day care educators express equity and inclusion in their plans, to accommodate 
for our diverse family backgrounds. 

Five Star Family Day Care expects all family day care educators to demonstrate their shared 
understanding of disability, racism and sexism bias in their daily work and practice.  

Good communication and support between Family Day Care educators, parents, Five Star 
Family Day Care staff and any specialist agencies is vital to removing discrimination in the 
community based on disability, racism or sexism. Children benefit from a shared partnership 
between the family day care educator and the family and consistency in care.  Exchange of 
written and verbal information will occur between family day care educators and parents.  
Families are encouraged to discuss their experiences and interests, so the family day care 
educator is aware of the child and family's needs. 

Family day care educators are encouraged to role model positive behaviour and language. 

Family day care educators should be sensitive to the needs and values of individual families. 

Family day care educators should equally encourage all children to participate in all activities 
with due consideration for individual needs and interests.  For example, family day care 
educators can encourage both boys and girls to play with cars, dolls and outdoor playing 
equipment. When children express their interests to play with a certain toy, then educators will 
respect their choice and follow the child’s interest. 

We have also provided parents with a section of the enrolment form solely to describe the 
individual needs and background information on their child. With this information we hope to 
have an understanding on the cultural backgrounds of children and their families and the likes 
and dislikes of the child.  This will help the educator when planning an appropriate program for 
the child built around their interests and background. 
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We foster a child’s ability to keep and continue practising a language other than English as the 
child’s primary language, in order to help with personal and educational growth. 

Family day care educators encourage all children to express their emotions and display 
affection in a supportive and positive controlled environment. 

Family day care educators should encourage the use of materials that portray a diverse range 
of people in roles, situations and jobs in a positive manner promoting diversity.  The materials 
should avoid showing men and women in heavily stereotyped roles.  For example, women can 
be truck drivers, and men can be nurses.  The materials should show people with disabilities, 
and children of different nationalities which all help in making a contribution to their world. 

Family day care educators are encouraged to purchase literature, posters and toys that reflect 
diversity. Especially to match those of the children in their care. For e.g., if an educator has 
children from Bangladesh and Lebanon, they can display their ethnic flags or celebrate any 
significant cultural events with the children.  

Five Star Family Day Care supports family day care educators with resources, information and 
training around issues of diversity, equity and inclusion.  This includes training and professional 
development opportunities to expand their knowledge and understanding of other cultures, 
including information about Aboriginal and Torres Strait Islander cultures.   

Five Star Family Day Care staff may provide support or facilitate access to other agencies when 
appropriate.  This may require parental consent.  Training, pamphlets and other support 
services are available from services such as the Inclusion Support Program, Multicultural 
Resource Centre and Play Works. 

Guidance 

Five Star Family Day Care staff, families and family day care educators come from diverse 
backgrounds. We share and value each person for where they came from, where they are now 
and their future in Australia. 

Each family and child are unique with differences in background, values, beliefs, religion, 
gender, skills and abilities. 

Diversity means that we value our own culture and language, and we appreciate the culture 
and language of others. Diversity will be embraced, and needs will be met equally and without 
bias. Each child has their own unique potential, irrespective of their gender. 

Family day care educators help children reach their maximum potential by giving children equal 
access to participate in all experiences, routines and activities. 

Five Star Family Day Care staff, families and family day care educators acknowledge Australia is 
a diverse society. 

We help children understand how we are all the same in some things and different in others 
and that, whether the same or different, this is a positive thing.  We encourage children to see 
that it is okay to be different. 
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The equipment provided in the play area should be child friendly and cater for all activities that 
reflect the related developmental range of children in care. 

Family day care educators should provide children with some storage spaces to place their 
belongings.  This helps with the child’s sense of well-being and independence.  

When making equipment, toys, creative art materials, and natural materials available to 
children, family day care educators will ensure that they are readily accessible and safe. 

Five Star Family Day Care staff will provide on-site advice and further professional training and 
will monitor the home for level of safety on a regular basis. 

Children with additional needs 

Policy 

To welcome the diversity of all families and meet their individual needs by accepting similarities and 
differences, and encouraging equity and the inclusion of children with additional needs. 

Procedures 

Children with additional needs may require extra observation when under the supervision of 
educators. However, this does not mean they are excluded or treated as others, as they still 
have their own preferences. Much like every other child, children with additional needs will 
have their own interests, likes and dislikes and also things that they prefer to eat.  

When Five Star FDC educators have children with additional needs such as autism in their care, 
a diagnosis will need to be provided to the Five Star FDC office. With this information a risk 
management is created for the child. 

When family day care educators have children with additional needs, Five Star Family Day Care 
staff will liaise with specialist agencies to gain the necessary information, support, and training 
to assist family day care educators in caring for these children. The child may also require 
additional care or subsidy, this can be coordinated with the parents and their support workers. 

Five Star Family Day Care staff will process supplementary payments (where appropriate) to 
family day care educators to ensure support for placement of children with additional needs. 

Guidance 

Inclusion means making adjustments or modifications so that children with additional needs 
are included in activities.  A child with additional needs is a child who has or is at risk of having 
an: impairment, disability and/or problem that causes functional limitation and or delay. 

Children with a disability, delay or impairment or gifted children 
Educators use an inclusive approach ensuring that all children, especially children with special 
rights, have the same opportunities to participate in all experiences and all aspects of the 
program. To do this, Educators ensure that they:  
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❖ Seek specialised assistance/additional support to successfully include children with high support 
needs when available.  

❖ Maintain updated information about disabilities, delays or giftedness, relevant to children 
within the service. 

❖ Plan and work collaboratively with families and other professionals/agencies, including Inclusion 
Support Agencies (ISA’s). 

❖ Plan based on the child’s strengths, interests, talents, likes and dislikes and family priorities for 
their child. 

❖ Provide or seek support/funding to provide any building or environment modifications that may 
be required. 

❖ Provide or borrow equipment that may be required.  
❖ Work collaboratively with other groups, children’s services or schools to support the child in the 

transition to the next learning environment. 

Considering the number of children on the autism spectrum in care with Five Star FDC’s educators, an 
autism risk management plan has been created to give educators an outlook of any risks to look out for. 
This document is updated annually and individual child’s temperaments and abilities are taken into 
account. This document includes: 

● Child’s details 
● Parents details 
● Contact numbers 
● Doctor’s details 
● Photo ID of child 
● Description of their condition and medications, if needed 
● A table of the child’s triggers, behaviour they exhibit and ways to sway that behaviour from 

getting worse 
● A table to record any past incidents and what the educator did to prevent a negative outcome 
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Part 2:  
Quality Area Two 

Children’s Health and Safety 
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Quality Area 2: Children’s Health and Safety 
Every child’s health and wellbeing is safeguarded and promoted 

2.1 Each child’s health and physical activity is supported and promoted. 

2.1.1 Each child’s wellbeing and comfort is provided for, including appropriate opportunities to 
meet each child’s need for sleep, rest, and relaxation. 

2.1.2 Effective illness and injury management and hygiene practices are promoted and 
implemented. 

2.1.3 Healthy eating and physical activity are promoted and appropriate for each child. 

2.2 Each child is protected.  

2.2.1 At all times, reasonable precautions and adequate supervision ensure children are 
protected from harm and hazard. 

2.2.2 Plans to effectively manage incidents and emergencies are developed in consultation with 
relevant authorities, practised and implemented.  

2.2.3        Management, educators and staff are aware of their roles and responsibilities to identify 
and respond to every child at risk of abuse or neglect. 
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Keeping health records 

Policy 

To promote and support each child’s health needs by collecting and maintaining health records for each 
child 

Procedures 

Parents will: 

● provide information about the child’s health on the enrolment form at the start of the 
care arrangement 

● Update health information and notify the educator as required.  For example, if a child 
develops an allergy that was not recorded at the time of enrolment, the parent will 
inform the family day care educator as soon as this information is known and provide a 
health action plan in accordance with the new allergy. 

● Ensure all Child enrolment forms are at the Co-ordination Unit with current 
authorisations; provide a summary of the child’s health, medications, allergies, doctor’s 
name, address and phone number, and a Health Management Plan approved by a 
Doctor, if available, to the Coordination Unit staff and Educator prior to starting care 
and ongoing as required; 

● Keep the Educator up to date with any changes to a child’s medical condition or Health 
Management Plan 

● Provide medication in its original packaging and request the Educator to administer only 
the recommended dosage on the original medication package 

● Seek a doctor’s certificate for a child if requested by the Educator 

● If giving permission for a preschool age child to self-administer medication, ensure this 
is stated on the medication form in the method section 

CDOs will: 

● Provide the families with relevant information about health management policies and 
practices (Parents Handbook) when starting and regularly after that through 
newsletters 

● Provide resources and information to Educators and families on health matters when 
required 

● Provide forms for Educators to record relevant health and medication details 

● Support families and Educators when dealing with health management matters 

● Keep up to date on current health management practices.   
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● Request families to update their child enrolment forms annually to ensure current 
medical authorisations 

Educators will:   

● Ensure medication is administered to a child only from its original packaging 

● Ensure medication is only administered to a child enrolled in the service with the 
written permission of the child’s family or legal guardian using the Medication Authority 
Form. These forms are to be forwarded to the Coordination Unit for storage once a 
child finishes with an Educator 

● Ensure the written instructions of the family are consistent with the instruction on the 
medication or as prescribed by a doctor 

● Store medical information in a safe and secure place 

● Maintain confidentiality in regard to a child’s medical condition 

● Ensure the administration of homeopathic, naturopathic, over the counter or non-
prescribed medications (including cold preparations, and paracetamol) also meet 
minimum legislative requirements and guidelines. This includes the provision of a 
signed Medical Authority Form by the family, written instructions and dosage on the 
medication or from the health professional that dispensed the medication. Educators 
are not to give unidentified medication or medication to a child where the instructions 
are not clear to the Educator e.g. in an unfamiliar language to the Educator 

● Keep families informed of service requirements on the administering of medications 

● Comply to the management plans of children with chronic health problems, such as 
asthma, epilepsy, diabetes, severe allergy or anaphylaxis 

● Ensure medications are stored correctly and securely away from access by children 

● Discuss any concerns about administering medication with families and if necessary,               
Co-ordination Unit staff 

● Medication may be administered to a child without an authorisation in the case of an 
anaphylaxis or asthma emergency. In this case the Educator will ensure the parent of 
the child and/or emergency services are notified as soon as practicable.   

 

Immunisation Of Employees and Volunteers 

Policy 

To promote and support everyone’s health needs by supporting the immunisation of all staff 

Guideline: 
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Staff (educators, coordination unit, volunteers) working in early childhood education and care 
services can be exposed to infectious diseases through contact with infectious children and 
their blood and body substances. 

Recommended vaccinations for non-immune staff who work with young children include: 

● hepatitis A 
● measles-mumps-rubella (MMR) (persons born during or since 1966 who have only received 

one dose of the MMR vaccine should have a second dose) 
● chickenpox (if not previously infected) 
● pertussis (whooping cough) (an adult booster dose) 
● Influenza (annual vaccination). 

Outbreaks of these diseases in a childcare setting can result in serious illness in staff, children 
attending the service and family members. Some of these diseases, such as rubella, chickenpox 
and influenza can cause severe disease in pregnant women and/or harm their baby. 

These diseases are generally very infectious and can spread before an infected person shows 
signs of illness. Vaccination and good hand and respiratory hygiene are the most effective ways 
to protect against infection. 

Refer to the NSW Immunisation schedule for further information.  

 

Exclusion Of Sick Children 
  
Policy 

To reduce the spread of infectious disease. 

Guideline 
The less contact there is between people who have an infectious disease and people who are at 
risk of catching the disease, the less chance the disease has of spreading. Excluding sick 
children, educators and other staff is a highly effective way to limit the spread of infection in 
educational and care services. 
 
The need for exclusion and the length of time a person is excluded depends on: -  

● How easily the infection can spread 
● How long the person is likely to be infectious 
● How well the infected person can perform effective hygiene practices 
● The severity of the disease.  

The exclusion procedure:  
1. Identify the symptoms of a sick child and contact the parent as soon as possible  
2. Diagnose the illness – a medical opinion may be needed (e.g. in cases of a rash where it 

may be suspected measles or hand, foot and mouth disease) otherwise the 
Educator’s/staff member’s opinion is enough (e.g. in cases of diarrhoea or fever) 
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3. Decide if the condition requires exclusion and refer to Recommended Minimum Period 
of Exclusion on the attached list. 

4. Decide when the child may return to the care environment. A doctor’s certificate may 
be requested. 

If an Educator or a member of the Educator’s family needs to be excluded due to illness, the 
Educator will need to close their family day care service until such time that the risk of infection 
to children and their families has gone.  
 

Family day care educators shall observe strict health, hygiene and sun protection practices in 
relation to children. 

They must adhere to current community standards and operate in accordance with relevant 
government guidelines and requirements. 

Tissues should be used to wipe children’s noses, and discarded, where children can’t access 
them, after each use. Never use the same tissue for more than one child. 

Family day care educators will provide an environment that is safe, clean and hygienic for the 
general health of all children in care. 

Environments need regular cleaning.  Regular cleaning helps protect the home and 
environment from vermin (for example, mice, rats, cockroaches).  Regular cleaning prevents 
the growth of bacteria, mould or fungi which can cause illness. Vermin, bacterial and fungal 
outbreaks can have serious consequences to a child's health. 

Family day care educators are to set a good example for children to encourage sound hygiene 
practices. 

All equipment and furnishings including bedding used for children are always to be maintained 
in a clean and hygienic condition and in good repair. 

The premises and grounds shall be kept free of accumulated hazardous materials, and every 
effort made to maintain a healthy and safe environment. 

Dangerous chemicals must be locked away from children and out of reach.  

Family day care educators must wear disposable gloves when cleaning up blood spills.  Paper 
towels can be used to wipe up blood and the used paper towels can be sealed in a plastic bag 
and thrown in the rubbish.  Any area where blood has spilled should be washed carefully with a 
mixture of detergent and warm water.  Because there may be traces of blood remaining, any 
cleaning sponge or cloth should be thrown in the rubbish after cleaning up blood. It is safe 
practice to clean the area with a mixture of bleach and water in a dilution of 1:10 (one part of 
bleach to 10 parts of water).   

Guidance 

Cleaning is an important part of the prevention of transmission of infection. 
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In most cases, detergent and warm water is enough to make a surface clean.  In some cases, 
the use of a disinfectant is recommended, after the area has been cleaned. 

Toilets must be checked after use and cleaned when necessary and in any case, at least once 
per week. 

The area used for changing nappies (a change table or bench) must be cleaned after every use.  
The surface must be cleaned with a suitable disinfectant and wiped down with a clean material 
used specifically for use, for example paper towel. 

Toys used or objects mouthed by young children must not be shared without washing and 
disinfecting. 

Highchairs are always to be wiped down after each use and maintained in safe and hygienic 
condition and in good repair. 

All washable floors must be washed regularly, at least once per week, as well as any time there 
are spills, with detergent and hot water. 

Carpeted areas must be vacuumed regularly, at least once per week, as well as any time there 
are spills.  

Sand pits must be kept clean, raked over daily and kept covered when not in use, to protect it 
from animal contamination.  Sand should be changed on a regular basis and at least every 
three months. 

Plants can be dangerous if the leaves, flowers or roots are eaten or touched.  An appendix is 
attached that outlines the risks with plants and pictures of plants to avoid.  Children must be 
protected from the risks associated with poisonous vegetation in the same manner as with 
other hazardous items. 

Family day care educators must identify any poisonous vegetation on the premises and ensure 
that it is not accessible to children. Any plants that can lead to injury or severe discomfort for 
example sharp prickles or prominent thorns should not be accessible to children. 

A list of venomous snakes and spiders have also been included in the appendix, with images of 
animals to keep away from. 
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Administering medication 

Policy 

To safeguard the health and wellbeing of children by administering medication as prescribed by a 
medical practitioner or supplied by the pharmacy and as stated on the pharmacy label. 

Procedures 

Storage 

❖ Medication must be kept in a secure place that is always inaccessible to children and 
stored according to the instructions on the container. 

❖ Medication, where the label states ‘to be kept in the fridge’ must still be kept out of the 
reach and out of sight of children. For example, medication can be placed in a locked 
container such as a CD storage box, in a locked refrigerator, out of reach in the fridge. 

❖ Medications must not be left in a child's bag. 

❖ Medications must be stored in original containers with instructions attached, child’s 
own name and expiry date. 

Medication record 
❖ A medication record is maintained every time a child is given medication.  
❖ Parent's written permission must be given for all medication administered.  When the 

parent gives permission, the parent must set out clearly on the medication record 
details including: 
● When the last dose was given 
● What amount is to be given and when 
● How the medication is to be given 
 

❖ It is important that the family day care educator has a summary of the dose 
administered by the parent in the home in the previous 24-hour period on the 
medication record. 

❖ Written permission must be obtained from the child's doctor for all on-going and/or 
long-term medication. This medication must be reviewed regularly at a period set by 
the prescribing doctor 

❖ Instructions listed on the label of the medication container must be followed. 

❖ Family day care educators must record when they give medication to children on the 
medication record. This information must include the dose given and the time given.  
This should be initialled. It is important that family day care educators give the families 
an accurate summary of the dose of any medication administered while the child was in 
care.   
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❖ Medication records are available from Five Star Family Day Care. 

❖ Family day care educators must document the time and dose medication is 
administered on the medication record 

❖ All medication records must be kept for each child. 

❖ In some cases, the family day care educator may be concerned about a request to give 
medication to a child.  The family day care educator may feel that the child is too sick to 
be in care.  If the child appears too sick to be in care, family day care educators can 
refuse to have the child in care on that day.  This can be counted as an absence for CCS 
purposes provided that the child has not been absent for more than 42 days in the 
relevant period.  

Self-medication 

❖ Children who are old enough may administer the medication themselves.  Family day 
care educators must supervise children who are giving themselves medication.  

❖ The family day care educator must still complete the medication record showing the 
time and the dose that the child received, even though the child gave the medication to 
themselves. 

Specific medication requirements 

❖ Unless the parent has given permission as outlined above, medications and vitamins are 
not to be given to children.  This includes common medications like Disprin or Aspirin. 

❖ Home remedies or naturopathic medications are not to be administered.  The 
Westmead Children's Hospital will not endorse the use of naturopathic, herbal or home 
remedy medications, as there are no regulations, policies or standards in place on the 
ingredients of such medications. 

Antibiotics 

❖ All antibiotics must state on the label the child's name, dosage and times to be 
administered 

❖ Always give the correct dose (amount of medication).   

❖ Always give the medication at the right time and make sure that it is given in 
accordance with the directions.  For example, the medication may need to be taken 
before eating or after eating.   

❖ Do NOT give medication if the expiry date has elapsed.  This means that the medication 
is past its use-by date.  This is particularly important when giving eye drops. 

❖ Where the label states ‘take as directed’, parents must provide written information 
from the doctor or pharmacist. 
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Creams/ointments 

❖ Prescribed creams/ointments must have the child's name, amount and frequency of 
application on the tube or bottle 

Over the counter medication 

❖ Over the counter medications will only be given for 3 consecutive days in any one week. 

❖ After this time, a doctor’s letter will be required stating that the child can continue the 
medication. 

❖ Dosages given must not exceed that stated on the original label. 

❖ Bottom creams and teething gels are excluded from the above. 

Paracetamol (Panadol) 

❖ Parents must give their consent before giving a child any paracetamol product.  The 
parent’s authority must be recorded on the Medication record. 

❖ Excessive use of paracetamol can be fatal to children; strict attention to the correct 
dose is imperative. 

❖ Always check the packaging as paracetamol can be given different brand names. 
Panadol is only one brand name. 

Administering first aid 

Policy 

Five Star FDC is committed to providing an environment that promotes children’s health, safety and 
wellbeing, which includes ensuring the implementation of clear policies and procedures for the 
administration of first aid. 

Guidance 

First aid saves lives.  First aid can prevent minor injuries or illnesses from becoming major 
and/or serious injuries.  Family day care educators have a duty of care to children when they 
are being provided education and care.  This means that children must be protected from 
hazards and from harm and educators must be able to administer first aid in any case of child 
injury.  

Procedures 

❖ All family day care educators and educator assistants must have a minimum standard of 
first aid training as is required by the Act and Regulations. This is a precondition to the 
applicant being registered with Five Star Family Day Care as an educator (see 
Registration of family day care educators and assistants’ policy). 
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❖ As well as an approved first aid qualification, educators/assistants should have an 
approved anaphylaxis and emergency asthma management training. 

❖ Nominated supervisors must ensure that all staff maintain their current first aid 
qualifications, and notify them if their qualifications are near expiry so they may renew 
them. 

❖ All family day care homes are checked for safety before children are placed with a 
family day care educator for education and care.  Homes are checked on an ongoing 
basis during home monitoring. 

❖ Educators must be aware of children attending the service with allergies and apply this 
knowledge when providing first aid, as well as keeping the appropriate medication for 
this child in stock (see Dealing with Medical Conditions policy). 

❖ Family day care educators develop an educational plan that may include excursions 
away from the family day care home.  Family day care educators include risk 
assessment and risk minimisation in their planning processes (see Risk management 
policy).  

❖ Educators should ensure all children are supervised at all times.   

❖ All family day care educators have a fully stocked first aid kit available to them whether 
in the family day care home or on an excursion away from the family day care home. 

❖ Educators should ensure the first aid kit is fully stocked, with no expired products, and 
that it is checked regularly by nominated supervisors as well as educators themselves. 

❖ All family day care educators will implement appropriate first aid procedures when 
necessary. Their training ensures that they know when first aid is required.   

❖ All incidents involving the need to provide first aid are recorded in an incident record 
form (see Incident, injury, trauma and illness policy). 

Incident, injury, trauma and illness 

Policy 

To collect and keep records of all incidents that result in an injury, trauma or illness and all incidents of a 
serious nature and whether the clear guidelines to effectively manage an injury, trauma or illness 
appears to have been followed.  

Procedures 

Parents must provide all emergency contact details and authority to seek emergency medical, 
dental and other emergency treatment on the enrolment form and update this information 
when required. 
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Family day care educators keep a copy of emergency contact numbers in their emergency 
evacuation bags; parents’ contact numbers are accessible near the phone, but it does not have 
to be on display. During an excursion or outing, family day care educators take with them 
emergency and parent contact numbers. For more information check the Excursion and 
Routine and non-routine outing policy. 

All family day care educators have access to the services contacts as well as the emergency out-
of-hours contact. 

Whenever a child is involved in an incident, the family day care educator should complete an 
incident report. If a family day care educator is unsure of whether an incident should be 
reported, the family day care educator can ask a coordinator for advice.   

As a rule, if a family day care educator is unsure of whether to report an incident, it is better to 
report the incident. 

An incident includes: 

❖ Any situation where a child is injured 
❖ Any situation where a child becomes ill 
❖ Any situation where a child suffers a trauma 
❖ Any situation where even though no one is injured, becomes ill or suffers a trauma but 

the situation could potentially have resulted in injury, illness, or trauma.  

All educators are aware of the procedures they must take when an incident occurs and have 
the appropriate first aid and emergency training to deal with an incident, injury or trauma. 
They have the responsibility to tell parents about the incident, as soon as they have the time to 
as well as write up an incident report. 

The incident report must include: 

❖ Details of the incident. This is a brief description of what happened including:  
o the circumstances that led to the incident 
o the date and the time of the incident 

❖ Details of the child, including the child’s name and age 
❖ Details of the illness if the child became ill including any symptoms that became 

apparent 
❖ Details of the action taken including:  

o Any medication given 
o The first aid provided  
o Whether ambulance or other medical personnel was involved 

❖ Details of any person who witnessed the incident 
❖ Details of notifying the parents and Five Star Family Day Care including:  

o Who was called, and; 
o The times when attempts were made to contact parents or the service 
o The name and signature of the person making the record. 
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Incident reports must be completed as soon as possible. If they cannot be completed 
immediately after the incident, every effort must be made to complete the report within 24 
hours.   

❖ If an accident occurs, a family day care educator applies appropriate first aid if 
applicable and contacts the parents as soon as practical; if the child is not well enough 
to remain in care educator and parent arrange for early collection. 

❖ If a parent later informs that medical, dental or hospital treatment was required, the 
educator must immediately inform the nominated supervisor (use the emergency 
contact number if outside office hours) 

Serious Incident 

If the incident is serious and requires medical, dental or hospital treatment (including if a child 
has a convulsion, uncontrollable bleeding or stops breathing), the family day care educator: 

❖ Administers emergency first aid whilst calling for an ambulance—family day care 
educator may be able to relay information through another household member or an 
older child on the phone 

❖ Contacts the service office immediately (use the emergency contact number if outside 
office hours) 

❖ Service staff will inform the parents and can assist in care of the other children in care; 
in the event a parent cannot be contacted, the service will make ongoing attempts as 
well as phone any emergency contacts 

❖ Educator completes and forwards a public liability incident report to the insurance 
company and provides a copy to the service 

❖ In the case of poisoning, family day care educator administers any essential first aid, 
determines the substance consumed if possible, and phones 000 or 13 11 26 to seek 
advice from poisons information (family day care educator should not induce vomiting 
unless under instruction from Poisons Information);  

❖ Family day care educator has the responsibility to contact the family first and then their 
nominated supervisor.  

❖ If the child needs to be transported or taken to the hospital and the educator is the 
only carer available (due to parents being indisposed), the other children in care must 
be sent home. 

❖ Family day care educators record all incidents using Incident/Trauma and Illness Report 
forms and consult the coordination unit regarding the possible necessity to complete a 
Public Liability Incident Report which is sent to the Insurance company; service staff 
provides a copy of the Incident/Injury/Trauma and illness report to the child’s parent if 
requested at the time; this report can be provided upon request from the parent 
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❖ In the event of a critical incident, the service staff will support family day care 
educators and make referrals for appropriate de-briefing to agencies such as Lifeline or 
professional counselling 

Reporting: 

❖ The nominated supervisor will immediately notify DEEWR of any serious event in which 
a child suffers an injury which requires medical attention or hospitalisation, and/or an 
incident that draws attention by the police, and/or where the child dies 

❖ The nominated supervisor will immediately notify the Regulatory Authority if they are 
aware of a serious accident involving a child attending the service; being an accident 
that requires the child to receive medical, dental or hospital treatment, or where a 
child dies. 

 

Dealing with infectious disease 

Policy 

As part of our approach to prioritising health and safety, we implement effective hygiene practices and 
work to prevent and effectively deal with any infectious disease in line with the Education and Care 
Services National Regulations and the advice of health experts. 

Guidance 

Five Star Family Day Care, its staff and its family day care educators, have a duty of care to all 
children in care. Excluding children who are contagious is an important part of supporting the 
health needs of all children. This is especially important if the family day care educator, a 
member of that person’s family or a Five Star Family Day Care staff member is vulnerable to 
disease, e.g., because they are pregnant or have an auto-immune disease. Educators should 
identify a space that can be used to isolate children and staff who become sick.  

If there is an occurrence of an infectious disease at the educator’s service such as any outbreak, 
educators are obliged to display a notice. Educators have all been provided with a poster which 
they can hang up in the front of their care space indicating that their service has had an 
outbreak. 

Sick children are excluded for different periods depending on the type of disease and the 
treatment required. For example, common colds, strep throat and eye infections are usually 
contagious for 24 hours after the symptoms appear and children should be excluded from care 
during this time. A list of diseases in the appendices to this manual sets out more information 
(see Appendix C - Infectious Diseases).  
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Children who are sick often need more attention and more rest.  The family day care situation 
is geared towards providing a stimulating, learning environment for children. So those children 
are required to not come in for care, for their own safety and the safety of others.  

COVID-19 

The COVID-19 pandemic has sparked a range of changes to the way FIve Star FDC provides care 
and education of children, and supervision and training of educators. From the 6th of 
November, all educators (and household members over the age of 18) are required to have 
two doses of a COVID-19 vaccination under the Public Health Order.  

Educators must also have completed a COVID safe business plan, which entails how they will 
keep their service COVID-safe. Whether it is by social distancing from any visitors or mask 
wearing, all educators must follow the safety guidelines in order to limit the spread of 
coronavirus. Educators must have a QR code which parents and any other visitors must use to 
sign in before entering the premises.  

During the COVID-19 pandemic staff have planned ways to reduce in-person contact for all 
children and educators. As most events and outdoor excursions were cancelled, these were 
replaced with more scheduled activities within the educator’s backyard. The educators home 
environment was organised to limit children playing close to one another, by designating 
different play areas/stations and limiting the number of resources (e.g., painting corners) and 
educators (and children over the age of 12) are required to wear masks around the children.  

In the event of a COVID outbreak or close contact in an educators service there are a certain 
number of steps educators and FDC service has to take. Educators who have been identified as 
a COVID contact (whether close or casual) and/or have tested positive for COVID-19, will need 
to: 

1. First inform Five Star FDC manager and supervisor  
2. Follow any of the instructions provided by NSW Health (such as appropriate self-

isolation and testing) 

When a case has been reported to Five Star FDC, we are required to:   

1. Report to NSW Health of a COVID case related to an educators service 
2. Report through the NQA ITS (as per the Regulatory Authority) for educator service 

closure 

After the case has been reported to the appropriate regulatory body, educators and FIve Star 
FDC will wait together for NSW Health to provide a certificate of clearance for educators to 
restart their provision of care.  

Procedures 

❖ Educators must  notify Five Star Family Day Care staff of any infectious diseases 
occuring within their service. 
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❖ Families whose children may have been around children who have developed an 
infectious disease will be notified by the family day care educator or by Five Star Family 
Day Care staff. For example, if the infectious child attends care, the families of the other 
children present will be contacted and notified of the infectious disease. 

❖ A service closure period for the educator will be determined by NSW Health in order to 
minimise any further possibility of spread.  

❖ In cases of serious infectious diseases, a doctor should provide a certificate of clearance 
before the child returns to care. 

❖ Parents must notify the family day care educator or Five Star Family Day Care if the child 
is sick with or has been in contact with an infectious disease.  A list of infectious 
diseases is included as an appendix to this manual (see Appendix C - Infectious 
Diseases).  

❖ Parents should not allow children to attend family day care when they are contagious.  

❖ When children become sick or infectious while in family day care, the family day care 
educator will contact the parent (or the person authorised to collect the child) and ask 
that the child be removed from care.  

❖ Where a child appears to be sick, the family day care educator can refuse care for a 
child until the parent obtains a written clearance from a doctor. 

❖ Educators should always ensure robust infection control and routine environmental 
cleaning. In response to a suspected or confirmed case of COVID-19 the family day care 
service should follow existing protocols for cleaning and disinfection for any other (see 
Hygiene policy).  

Dealing with Medical Conditions 

Policy 

To ensure that children are protected and provided with opportunities to participate in education and 
care activities while managing any medical condition they may have. 

Procedures 

During the enrolment process, information is collected about a child’s health needs.  Some 
children have ongoing medical conditions that require careful management for the sake of the 
child’s health and to ensure that the child can safely participate in education and care activities.  

The most common medical conditions are asthma, anaphylaxis and diabetes. There may be 
other medical conditions that need ongoing management. The guidelines provided here may 
be adapted to other conditions. Advice from the child’s treating doctor is the best guide.  



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 44 
  

All educators, staff and coordinators are required to do asthma and anaphylaxis first aid 
training before enrolling with Five Star FDC service.  

Asthma 

Children who suffer from asthma must have an Asthma plan. This should be organised with the 
child’s doctor. Copies of the Asthma plan should be given to the family day care educator and 
staff.  

From this plan, staff will create an asthma minimization plan, which will be provided to 
educators as a guide for what to do in the event of a particular child’s asthma attack.  

Asthma minimization plans should be reviewed every year. 

When asthma medication is given, the family day care educator must complete a medication 
record for the child. If the child has received asthma medication within four hours before 
commencing education and care, the parent (or guardian) must complete a medication record 
for the children.   

Parents must provide authority if a child is to administer their own asthma medication. Families 
and family day care educators must take all reasonable care to ensure that all asthma 
medication stays with the prescribed asthmatic child. 

If a child suffers a severe asthma attack where no Asthma plan is in place: 

1. Ring an ambulance immediately 

2. Sit child upright - be calm and reassuring 

3. Give four puffs of reliever medication (Blue/Grey, Ventolin, Asmol or Bricanyl) 

4. Administer one puff at a time with spacer 

5. Ask the child to breathe in and out four times after each puff 

6. Wait 4 minutes 

7. If there is no improvement, continue to repeat steps 2 and 3 until the ambulance arrives 

Diabetes 

To support family day care educators to effectively manage the health and well-being of 
children who have diabetes and who are at risk of developing diabetes. 

Procedures 

Families must ensure that Five Star Family Day Care and the educator know that their child has 
diabetes. Children with diabetes should feel safe, secure and supported.   

Family day care educators work in partnership with families to support and manage the 
challenges for children with diabetes.  Depending on the severity of the child’s diabetes, Five 
Star Family Day Care may require the parents to provide a diabetes management plan.   
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Changes in routine should be managed in cooperation with the family.  If the family day care 
educator is planning an excursion, the parents of the child with diabetes should be consulted 
about any special arrangements that need to be followed.  As children with diabetes need to 
eat at regular and set times, the child may need to eat before the destination for an excursion 
is reached.   

Children with diabetes must eat their meals and snacks on time to manage their blood glucose 
levels. Family day care educators will supervise children with diabetes carefully to make sure 
that they eat all their meals or snacks provided to them. Family day care educators must 
consult with the family about which foods are suitable for their child on a day-to-day basis and 
on special events such as a birthday. 

A child suffering from low blood glucose may need extra food or drink when engaged in 
vigorous exercise. Parents should tell the family day care educator what food is recommended 
for the child in the case of low blood glucose. This is information to be included in the child’s 
diabetes management plan. 

If a child needs a snack in addition to those provided, the family day care educator will ensure 
that there are suitable snacks available and will provide them when needed.  A child may need 
more food if they are involved in a lot of exercise or activity.  

Children with high blood glucose levels often need to go to the toilet more often and need to 
drink more water. Family day care educators will make sure that there is always drinking water 
available to the child.   

Some children with diabetes are on insulin pumps. The insulin pumps can usually be 
disconnected for short periods (say 1 – 2 hours) if the child is involved in vigorous activity. This 
should be discussed and agreed with the family in a diabetes management plan. 

Families must provide a diabetes management plan to family day care educators if the child 
needs assistance in measuring its blood glucose levels.  

A low blood glucose (hypoglycaemia or ‘hypo’) requires URGENT TREATMENT. A child must not 
be left alone when in a hypo state.   

Guidance 

It is important to understand diabetes.   

Type 1 diabetes is serious. It is a life-long condition. Insulin is not a cure. Type 1 diabetes is an 
autoimmune condition which means the child developed it through no fault of their own. 

Type 1 diabetes is different from type 2 diabetes, which is generally associated with being 
overweight and can generally be controlled with diet, exercise and tablets. Type 1 diabetes 
cannot be controlled with diet, exercise and tablets.  Insulin is needed to manage the condition. 
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Anaphylaxis 

Anaphylaxis is a serious condition. Failing to follow a child’s medical management plan may 
result in serious illness or death. All educators must have current training in managing 
anaphylaxis. A full list of terms and definitions related to Anaphylaxis is included in the 
appendices to this manual (Appendix D) 

The aim of this policy is to: 

● minimise the risk of an anaphylactic reaction occurring while the child is in care  

● ensure that family day care educators respond appropriately to an anaphylactic reaction 
by initiating appropriate treatment, including competently administering an adrenaline 
auto-injection device 

● raise the Five Star Family Day Care community’s awareness of anaphylaxis and its 
management through education and policy implementation 

The most common causes in young children are eggs, peanuts, tree nuts, cow milk, sesame, 
bee or other insect stings and some medications. All children with anaphylaxis must have an 
anaphylaxis plan provided by their doctors during the enrolment process. 

Procedures 

Young children may not be able to express the symptoms of anaphylaxis. A reaction can 
develop within minutes of exposure to the allergen, but with planning and training, a reaction 
can be treated effectively by using an adrenaline auto-injection device. 

It is important that the staff responsible for caring for children at risk of anaphylaxis undertake 
training that includes:  

● preventative measures to minimise the risk of an anaphylactic reaction,  

● the ability to recognise the signs and symptoms of anaphylaxis, 

● Emergency treatment, including administration of an adrenaline auto-injection device. 

Staff and parents/guardians need to be made aware that it is not possible to achieve a 
completely allergen-free environment in any service that is open to the general community.  
Staff should not have a false sense of security that an allergen has been eliminated from the 
environment. Instead, Five Star Family Day Care recognises the need to adopt a range of 
procedures and risk minimisation strategies to reduce the risk of a child having an anaphylactic 
reaction, including strategies to minimise the presence of the allergen in the service. 

Guidance 

Five Star Family Day Care shall: 
❖ Ensure that every family day care educator has had the practice of the adrenaline auto-

injection device 
❖ Ensure that every family day care educator with a child at risk of anaphylaxis in their 

care has their training and updates and practice recorded in the family day care 
educator record 

❖ Ensure that all family day care educators engaged by Five Star Family Day Care whether 
they have a child diagnosed at risk of anaphylaxis undertakes training in the 
administration of the adrenaline auto-injection device and cardio- pulmonary 
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resuscitation every 12 months and that this information is recorded in the family day 
care educator records.  

❖ Provide a copy of this policy to a parent or guardian of each child diagnosed at risk of 
anaphylaxis at Five Star Family Day Care 

❖ Conduct regular assessments of the potential for accidental exposure to allergens while 
child/ren at risk of anaphylaxis are in care 

❖ Develop in consultation with staff and the families of the child/ren a model risk 
minimization plan for family day care educators to adapt for their own home  

❖ Not allow a child to attend family day care on any day that the child attends without the 
adrenaline auto-injection device where such a device has been prescribed for the child  

❖ Ensure that every family day care educator who has a child at risk of anaphylaxis in care 
has on display an emergency contact card by the telephone 

Educators shall: 
❖ ask all parents/guardians as part of the enrolment procedure, prior to their child’s 

attendance at the service, whether the child has allergies and document this 
information on the child’s enrolment record 

❖ ask all parents/ guardians of a child with severe allergies to provide a medical 
management action plan signed by a Registered Medical Practitioner 

❖ ensure that they know which children in care are at risk of anaphylaxis  
❖ has a child at risk of anaphylaxis in their care has the current anaphylaxis medical 

management plan in their control and that the plan is kept with the auto-injection 
device Kit 

❖ If they take the child with anaphylaxis on an excursion or routine outing, they must 
make sure the auto-injection kit is in an accessible location, either in their emergency 
bag or in their first aid. 

❖ In the situation where a child who has not been diagnosed as allergic, but who appears 
to be having an anaphylactic reaction: 

o Call an ambulance immediately by dialling 000 
o Commence first aid measures 
o Contact the parent/guardian 
o Contact the person to be notified in the event of illness if the parent/guardian cannot 

be contacted. 

Parents/guardians of children at risk of anaphylaxis shall: 
❖ inform staff at Five Star Family Day Care, either on enrolment or on diagnosis, of their 

child’s allergies 
❖ provide staff with an anaphylaxis medical management action plan signed by the 

Registered Medical Practitioner giving written consent to use the auto-injection device 
in line with this action plan 

❖ provide the family day care educator with a complete auto-injection device kit 
❖ regularly check the adrenaline auto-injection device expiry date 
❖ assist staff by offering information and answering any questions regarding their child’s 

allergies 
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❖ notify Five Star Family Day Care and/or the family day care educator of any changes to 
their child’s allergy status and provide a new anaphylaxis action plan in accordance with 
these changes 

❖ communicate all relevant information and concerns to Five Star Family Day Care and/or 
the family day care educator, especially any matter relating to the health of the child 

❖ comply with the service’s policy that no child who has been prescribed an adrenaline 
auto-injection device is permitted to attend family day care without that device 

 

Hygiene 

Policy 

To ensure that proper hygiene procedures are in place to promote good health and control the spread 
of infectious diseases.   

Procedure 

Here are the ways Five Star FDC aims to prevent the spread of disease:   

● Learn how germs spread 
● Effective hand washing 
● Use of gloves 
● Exclusion of ill children, educators and staff 
● Immunisation 
● Effective environmental cleaning 

 
How germs spread 
By understanding the way germs spread and the types of germs, it allows us to better prepare 
more efficient hygiene procedures to promote good health in our service.  
 
Germs are microscopic living things that are all around us, and some of these germs can cause 
diseases. There are three steps in the chain of infection: 

● The germ comes from a source, e.g., an infected person or environment 
● The germ spreads from the source 
● The germ infects another person 

Different germs spread in different ways: 

● Airborne: some viruses including COVID-19 and measles stay in the air for hours after an 
infected person has left the room. This means that people can be exposed to the virus 
without having direct contact with the infected person 

● Contact: If a person has a disease, it is obvious that contact with them will spread their 
disease while they are unwell, but what is not well known is that a person may still be 
contagious after symptoms have stopped. 
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● Droplets: If an infected person coughs or sneezes, the droplets they produce can infect 
other people nearby. 

This is important for educators and staff to keep in mind when sanitizing their play space or 
workplace, as they should clean all surfaces and toys their children come in contact with. 
Because diseases can spread more prevalently in education and care services, it is important to 
be aware of how this can happen, and to take steps to break the chain of infection. Children or 
infants may not be capable of maintaining hygiene standards on their own. Educators and 
other staff need to help children with toileting, hand hygiene and cough and sneeze etiquette, 
and also be aware of their own hygiene practices. 

Effective hand washing  

Hand washing, rinsing and drying is the most basic and important procedure for maintaining 
health and preventing the spread of diseases.  To be effective, hand washing must be done 
properly and at appropriate times.  

Washing hands with a liquid soap is better as it is easier to use and is not likely to become 
contaminated.  Hands should be washed for at least 10 to 15 seconds followed by 10 seconds 
of rinsing.  An easy way to know if you have washed your hands long enough is to sing ‘Happy 
Birthday’.  

Effective hand drying is just as important as thorough hand washing. Damp hands pick up and 
transfer up to 1000 times more bacteria than dry hands. Drying your hands thoroughly also 
helps remove any germs that may not have been rinsed off. Using disposable paper towels is 
the preferred option in education and care services. Cloth towels, if used, should be used by 
one person (i.e. not shared) and hung up to dry between uses. 

Hands must be washed: 

● After toileting 
● Before and after nappy change 
● Before mealtimes 
● After wiping noses with a tissue  
● After contact with body fluids 
● After removing gloves 
● Between handling raw or cooked food 
● After handling animals 
● After handling rubbish or working in the garden 
● After attending to sick children or other family members 
● After play indoors/outdoors 

❖ Where programs require face-to-face interaction or take place in small spaces 
encourage regular hand hygiene with hand sanitisers at entry points and make sure 
areas of high touch point for students and staff are cleaned regularly and thoroughly. 

❖ Communal hand towels must not be used for the family day care educator or children, 
paper towels are instead recommended. Instead, each child must have their own face 
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cloths, towels and other personal items which are laundered at least once per week or 
when soiled. 

❖ Disposable gloves must be worn at all times when dealing with; blood spills no matter 
how small, when changing nappies and when cleaning up any other body fluids. 

❖ To remove gloves, peel back from the wrist and drop into sealable bag then dispose of 
the bag 

❖ All soiled articles must be disposed of in a covered bin. 

❖ Always wash hands after removing disposable gloves 

DO NOT REUSE DISPOSABLE GLOVES! 

These procedures are relevant to many diseases and should be applied generally in the 
interests of providing a clean and safe environment for children.  

First Aid kits should be appropriately stocked, and family day care educators are reminded of 
the particular need of care in handling blood. 

Strict hygiene and attention must always be given to cuts or broken skin and protection from 
direct contact with body fluids. 

Exclusion of ill children, educators and staff 

The aim of the exclusion is to reduce the spread of infectious disease. The less contact there is 
between people who have an infectious disease and people who are at risk of catching the 
disease, the less chance the disease has of spreading. Excluding ill children, educators and staff 
is an effective way to limit the spread of infection in our family day care service.  

The need for exclusion and the length of time a person is excluded depend on: 

● how easily the infection can spread 

● how long the person is likely to be infectious 

● how severe the disease can be 

Specific exclusion periods of different diseases can be found in Appendix C (Infectious 
Diseases). 

Immunisation 

Immunisation is a reliable way to prevent some infections. Immunisation works by giving a 
person a vaccine—often a dead or modified version of the germ—against a particular disease. 
If the person comes in contact with that germ in the future, their immune system can rapidly 
respond and prevent the person becoming ill. 

Immunisation also protects other people who are not immunised, such as children who are too 
young to be immunised, or people whose immune systems did not respond to the vaccine. This 
is because the more people who are immunised against a disease, the lower the chance that a 
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person will ever come into contact with someone who has the disease. The chance of an 
infection spreading in a community therefore decreases if a large proportion of people are 
immunised, because the immune people will not become infected and can protect the 
vulnerable people; this is known as ‘herd immunity’. 

When enrolling children with Five Star Family Day care it is mandatory that parents provide an 
updated Immunisation History Statement for children to enrol in our service. If not provided 
the child may not begin care without service as this is a National Regulation. 

During the height of the COVID-19 pandemic the NSW Government established  

Effective environmental cleaning 

Some germs can survive in the environment, usually on surfaces such as bench tops, door 
handles and toys. The length of time a germ can survive on a surface depends on the germ 
itself, the type of surface it has contaminated, and how often the surface is cleaned. Reducing 
the number of germs in the environment can break the chain of infection.  

Educators must clean/wash and disinfect frequently used high-touch surfaces such as 
benchtops, tables, doorknobs, taps, handrails, floors, indoor/outdoor equipment/toys, nappy 
changing area, bed linen/beds and increase the amount of fresh air by opening 
windows/ventilation. Educators must maintain the cleanliness of their cars at all times.  

The most effective method is to use a container of fresh detergent and warm water, immerse a 
cloth, wring it out, then clean the area with a vigorous rubbing action, followed by rinsing and 
drying. It is more important to make sure that all surfaces have been cleaned with detergent 
and warm water than to use a disinfectant. If you need to use a disinfectant, remember that 
the disinfectant will not kill germs if the surface has not been cleaned first. 

Nutrition, food and drink, dietary requirements 

Policy 

To promote good nutrition, good practice and healthy eating, and encourage a partnership between 
families and family day care educators, to provide meals and snacks that are well balanced, age 
appropriate and sufficient for the time children are in care. 

Procedures 

Meals and snacks provided by either the parent or family day care educator are to be 
nutritious, adequate in quantity, varied and appropriate to the developmental needs of the 
child.  

Family day care educators need to respect differences in appetite between children.  Force-
feeding of children is not acceptable. 

Food and drink should be offered to children at regular intervals as part of the set routine. Food 
should be attractive and appealing to children. 
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Children should always have ready access to fresh drinking water with extra care taken in hot 
weather.   

Family day care educators who may have concerns regarding a child's eating habits should 
discuss this with the parents or with coordinators.   

Nutrition 

Early childhood education and care (ECEC) services are required by legislation to ensure the 
provision of healthy foods and drinks that meet the requirements for children according to the 
Australian Dietary Guidelines. It is essential that ECEC services partner with families to provide 
education about nutrition and promote healthy eating habits for young children to positively 
influence their health and wellbeing.  Dietary and healthy eating habits formed in the early 
years are shown to continue into adulthood and can reduce the risk factors associated with 
adult chronic conditions such as obesity, type 2 diabetes and cardiovascular disease. 

Five Star FDC recognises the importance of healthy eating for the growth, development and 
wellbeing of young children and is committed to promoting and supporting healthy food and 
drink choices for children in our care.  This policy and procedure affirms our position on the 
provision of healthy food and drink while children are in our care and the promotion and 
education of healthy choices for optimum nutrition. 

Our service is committed to implementing and embedding the healthy eating key messages 
outlined in the NSW Health’s Munch & Move program into our curriculum and to support the 
National Healthy Eating Guidelines for Early Childhood Settings outlined in the Get Up & Grow 
resources. 

Further, Five Star FDC recognises the importance of supporting families in providing healthy 
food and drink to their children. Our service has an important role in encouraging, supporting 
and educating families in healthy eating. 

Because of the long periods that some children can spend in family day care, the food children 
receive makes an important contribution to their overall diet and health.   

Parents are usually responsible for supplying the children’s food for the time spent in care.  
Educators still play an important role in developing good eating patterns in young children by 
encouraging and supporting parents to provide nutritious food (i.e. Caring for Children 
‘Lunchbox Checklist for Food Brought from Home for 2 to 5 year old’s’).6 

Good nutrition comes from eating a wide variety of nutritious foods. Children are taught and 
encouraged to: 

❖ Eat plenty of vegetables, fruits and legumes (peas, beans and nuts) 
❖ Eat plenty of cereals (bread, rice, pasta, noodles) and wholegrain is better 

 
6 Bravo A, Cass Y. Good Food in Family Day Care – Improving nutrition and food safety 
in Family Day Care.  P4  
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❖ Include meat, fish, poultry or suitable alternatives in the diet.  These items should have 
as much of the fat as possible removed to make them lean. 

❖ Include milk, yoghurt, cheese or suitable alternatives.  Reduced fat milks are not 
suitable for children under 2 years of age but can be given to older children.   

❖ Choose water as a drink. 
 

Educators and families can help children grow strong and healthy by: 

❖ Limiting the amount of fat that is in the food given to children.  For example, chips have 
a very high fat content 

❖ Choosing foods that are low in salt.   
❖ Limiting the amount of sugar and sweets given to children.  Sweets and sugary treats 

can be offered by an educator to children in care, but the educator should do so in 
consultation with the family.  

The best food for a young baby is breast milk. Older children and teenagers need a balance of 
different foods and plenty of activity to ensure healthy growth and weight gain.   

Food nutrition awareness activities may be included as part of the educational program plan. 

Food and drink 

All food and drinks are to be stored/refrigerated appropriately and prepared in a safe and 
hygienic manner.  Each educator will have a suitable area to prepare food and will ensure that 
this area is always kept clean and hygienic.   

All children should be provided with individual meals. 

As a rule, parents provide food for their child in family day care.  The education and care 
arrangement can include providing food and drink at an additional fee.   

If parents have provided food for a child and that food is not suitable or there is not enough 
food for the child, the family day care educator may provide additional food for the child.  A 
child will not be allowed to suffer hunger during education and care. Educators will discuss 
problems with food provided with parents. If after talking to the parent, food is still inadequate 
or inappropriate, the family day care educator may provide additional food and a fee may be 
charged. 

Any food or drink that is past its use by date will not be given to a child. The item will be 
returned to parents. Where food is replaced by the family day care educator, the appropriate 
charge will apply 

Food is never to be used as a behaviour management strategy. 

Parents should provide: 



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 54 
  

Birth to about six months  

❖ At least half the usual amount of breast milk or infant formula that the infant consumes 
in 24 hours. Preferably, provide the milk in 120ml bottles, as an educator will feed an 
infant on demand, and the smaller bottle reduces the possibility of wasted milk.  

By six months  

❖ At least 450ml of breast milk or infant formula. 
Food 

❖ At least 2 tablespoons each of one fruit and one vegetable. Also, provide a packet of 
rice cereal. As the infant becomes used to eating solids, more food may need to be 
provided.  

From six months to twelve months  

❖ At least 450ml of breast milk or infant formula. An infant can learn to drink from a cup 
at around 9 months, so once an infant reaches this age, or earlier at an Educator’s 
suggestion, a cup should be provided.  

 
Food  

❖ An infant will vary in the amount they eat a day. An infant’s Educator will let the infant’s 
parent know when to provide more food for their infant.  

Plus  

❖ 2 tablespoons of fresh or frozen vegetables  

❖ 2 tablespoons of a food that contains iron (e.g. meat, fish, chicken, lentils, baked beans, 
any other legume, tofu) 

❖ 2 “child serves” of bread, breakfast cereal, noodles, pasta or rice (Note: that a “child 
serve” equals either 1 slice of bread or 2 to 3 tablespoons of breakfast cereal, noodles, 
pasta or rice).7 

Dietary requirements 

Any special dietary needs are to be discussed prior to care commencing.  Special dietary 
requirements may arise because of health issues, or culture or religious beliefs.   

Any child diagnosed with anaphylaxis or thought to be at risk of anaphylaxis must have a 
medical condition treatment plan.   

As a rule, parents supply food for children in family day care.  All meals provided by the family 
day care educator are to be charged as per the fee schedule or as negotiated between the 
parent and family day care educator.  If the parent and the educator agree that the educator is 
to provide the child’s food, it is more important to ensure that any special dietary requirements 
are discussed and understood. 

 
7Good food in family day care – improving nutrition and food safety in family day care 
schemes 
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Educators providing regular meals, snacks and beverages, will display a weekly menu and 
ensure that food provided is nutritious, adequate in quantity, varied and culturally appropriate. 

Family day care educators will offer food/drinks that do not conflict with health, cultural, 
religious expectations, or the request of parents/guardians. 

Providing food for your child 

Parents usually provide their child’s meals in family day care.  Parents can have the family day 
care educator provide them at the rate stated on the fee schedule. 

When food is being provided and transported, containers/lunch boxes should be insulated, and 
meals packaged appropriately.  This may mean providing more than one container so that 
some parts of the meal are separated.   

Parents will label all food and drink containers with the child’s name.  If the container providing 
the child’s food has not been labelled, the family day care educator may write the child’s name 
on the container.  

If the food supplied by the parent is not enough for the child and the family day care educator 
provides the child with a meal, the family day care educator is entitled to charge a fee for the 
meal.   

Parents who provide meals that require any additional preparation before eating should check 
that the family day care educator is able to do that preparation.   

Children may bring special food for celebrations.  Care should be taken when bringing food for 
sharing.  Families should check with the family day care educator to ensure that any child’s 
allergies or religious needs have been considered.  It may be more distressing for children to 
find that one child cannot share the food than to not have the celebration at all.  Care should 
be taken with shared food that it is fresh and safe to eat.  It is best to not put cream on a cake 
before bringing it to the family day care home.  It may be safer and healthier to have the cream 
kept cold until serving and then put it onto the cake.  

Educators should communicate about any allergies that children in care have when preparing a 
cake.  Some children are allergic to nuts and eggs and other products that are commonly 
included in cakes.  

Breastfeeding Policy  

Policy  

To promote and encourage mothers to continue breastfeeding their child until at least 12 
months, in line with current recommendations in family day care services by providing a safe 
and supportive environment to do so.  

Procedure 



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 56 
  

Breast milk is the ideal food for infants because it both nourishes them and protects them from 
illness and provides many other long-term health benefits. Exclusive breastfeeding is ideal 
nutrition and enough to support optimal growth and development for the first 6 months of life. 
Gradual introduction of solid foods in the second half of the first year should complement the 
breast milk diet (Commonwealth of Australia, 2009, Get Up & Grow: Healthy Eating and 
Physical Activity Guidelines for Early Childhood). 

Continued feeding is recommended throughout the first year and beyond as long as mutually 
desired (NHMRC (National Health and Medical Research Council), 2014, Infant Feeding 
Guidelines). Any breastfeeding is considered beneficial for the infant and mother. Australia’s 
breastfeeding initiation rate is 96% (NHMRC, 2013, Infant Feeding Guidelines). However, only a 
small proportion of women achieve the goal of exclusively breastfeeding for around 6 months 
(NHMRC, 2013, Infant Feeding Guidelines). 

Exclusive breastfeeding means that the infant only receives breast milk without any additional 
food or drink (Commonwealth of Australia, 2009, Get Up & Grow: Healthy Eating and Physical 
Activity Guidelines for Early Childhood). Mothers are encouraged to continue breastfeeding if 
they choose to return to work.  

The family day care environment is a key setting for the promotion and support of 
breastfeeding. The role of educators to support breastfeeding is important to further increase 
Australia’s breastfeeding duration rates. It is important to follow correct procedures to ensure 
food administration  and hygiene when using expressed breast milk. Where infants are not 
breastfed or are partially breastfed, a commercial infant formula should be used as an 
alternative to breast milk until 12 months of age.  

Five Star recognises that families have the right to decide whether they will breastfeed their 
child while they are in care in the family day care service, and each family’s decision will be 
accepted and respected accordingly. Five Star will work with educators in supporting families 
with children who are breastfed by providing resources which will enable them to have a better 
understanding in providing a supportive environment by feeding children expressed breast milk 
supplied by their families and by providing suitable spaces and resources to mothers 
breastfeeding their babies at the family day care.  

We encourage and support breastfeeding by: 

● Providing a suitable place within the service where mothers can breastfeed their infants 
or express breastmilk. 

● Providing a refrigerator space for breastfeeding mothers to store their expressed 
breastmilk. 

● Ensuring the safe handling of breastmilk and infant formula during transportation, 
storage, thawing, warming, preparation and bottle feeding. 

● Offering cooled pre-boiled water as an additional drink from around six months of age, 
in consultation with families. 



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 57 
  

● Developing a documented feeding plan for breastfeed infants in consultation with 
family members. The plan will include arrangements for what the educator should do if 
the educator does not have enough expressed breastmilk left. 

● Supporting mothers to continue breastfeeding until infants are at least 12 months of 
age while offering appropriate complementary foods from around six months of age. 
And supporting the transition to infant formula when breastfeeding is discontinued 
before 12 months of age. 

● Always bottle-feeding infants by holding the infant in a semi-upright position. 

 
 
QA2  

2.1.1 Each child’s health needs are supported. 
2.1.2 Each child’s comfort is provided for and there are appropriate 

opportunities to meet each child’s needs for sleep, rest and 
relaxation. 

2.1.4 Steps are taken to control the spread of infectious diseases and to 
manage injuries and illness, in accordance with recognised 
guidelines. 

2.2.1 Healthy eating is promoted, and food and drinks provided by the 
service are nutritious and appropriate for each child. 

 
QA5 

 
5.2.3 

The dignity and the rights of every child are maintained at all times. 

 
QA6 

6.2.1 The expertise of families is recognised, and they share a decision 
making about their child’s learning and wellbeing. 

6.2.2 Current information is available to families about community 
services and resources to support parenting and family wellbeing. 

Links to National Quality Standards 

 

Legal Requirements 

Five Star recognises that the right to breastfeeding is protected under federal and state 
legislation and will meet its legal obligations and keep all educators notified about these 
obligations.  

The service will NOT:  

1. Refuse an application for a childcare place, or not offer a place, because a child is 
breastfed, as required by law.  

2. Discourage a mother from continuing to breastfeed when her child starts in care. 

3. Refuse to let a woman breastfeed or express milk on the premises.  

4. Refuse to feed a child its mother’s expressed breast milk.  

5. Do anything else that makes it difficult for parents to continue giving breast milk to a 
child while they are in the service’s care. 
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Bottle safety and preparation 
o Parents are to provide enough bottles of milk or formula made up daily. 

o Bottles are to be clearly marked with the child’s name. All bottles need to be placed in 
the fridge. 

o Families will be encouraged to keep formula powder at the educator’s home so that the 
formula can be prepared as required.  

o Families will be asked to provide a labelled bottle(s) for use at the education and service 
for children having regular cow’s milk in their bottles. 

o Family day care educators are to be informed of the time that the last bottle was given 
prior to the child arriving into care. 

o Be aware that breast milk can be stored frozen at the Centre for up to two weeks but 
must be used within 24 hours if stored in the refrigerator. 

o Families are encouraged to supply breast milk in well labelled, multiple small quantities 
to prevent wastage. 

o Gently heat bottles by placing them in a container of warm water. Do not use a 
microwave for heating bottles. They cannot remain in the warm water for longer than 
15 minutes. Test the temperature of bottle contents by placing a few drops on the 
inside of the wrist before feeding the child. 

o Empty bottles are to be rinsed and placed into a child's bag.  Parents should ensure that 
the bottles are thoroughly cleaned when they get the bottles home. 

o Store all bottles in an appropriate area for food preparation and storage that complies 
with the food safety standards for kitchens and food preparation areas. 

o Always supervise children with bottles. Children will not be placed on beds or in cots for 
feeding as this can be a choking hazard.  

o Give bottles to children before going to bed to reduce the risk of tooth decay. 

o Rinse all children’s bottles thoroughly after use and sanitise them in the dishwasher. 
Bottles will be air dried and returned to the bottle preparation area for storage or 
collection. 

o Communicate regularly with families about children’s bottles and feeding requirements.  
Communicate with families about the amount of milk taken by the child and any 
changes in feeding patterns or routines at the education and care service. 

Guidance  

Food requirements and the person responsible for providing meals should be determined by 
the parent in consultation with the family day care educator prior to care commencing. 
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It is expected, unless otherwise arranged, that children will have breakfast prior to arriving in 
care and will have their evening meal at home.  Sharing food with family is an important part of 
family life and the child’s mother and father and other family members are the most important 
people in the child’s life. 

Family day care educators must set an example of good hygiene practices and good eating 
habits.  This includes washing hands before eating.   

Family day care educators are encouraged to sit and eat with children.  Eating is an important 
social time for children in their development. 

Training: 

Coordinators will provide educators with information regarding healthy eating habits. All 
educators must complete a food handling course. 

Sources 

o Community Child Care Co-operative (NSW) 

o NSW Food Authority – www.foodauthority.nsw.gov.au 

o Food Standards Australia – www.foodstandards.gov.au 

o National Health and Medical Research Council – www.nhmrc.gov.au 

o NSW Department of Health – www.health.nsw.gov.au 

o Australian Breastfeeding Association - www.breastfeeding.asn.au 

o Mothers Direct - www.mothersdirect.com.au 

o NHMRC (National Health and Medical Research Council), 2014 
https://nhmrc.gov.au/about-us/publications/annual-report-2013-2014  

o Munch and Move - https://www.healthykids.nsw.gov.au/campaigns-programs/munch-
move-resources.aspx  

Oral health 

Policy 

To develop practices that support and encourage families and family day care educators to engage in 
good oral health practices that contribute to the well-being of children and are key components in the 
development of healthy adult teeth. 

Procedures 

Five Star Family Day Care staff and family day care educators support good oral hygiene by 
following these guidelines: 

❖ Offer water to drink in preference to soft drinks, cordial, flavored milk and fruit drinks. 
❖ Limit cordial, fruit juices, soft drinks, and flavored milks as they contain a lot of sugar. 
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❖ Avoid the use of bottles containing sweetened milk and dummies dipped in sweet 
substances like honey or jam. 

❖ Limit the number of times a day snacks are offered.  When snacks are offered, use a 
varied selection of nutritious foods such as vegetables, cheese, yoghurt, fruit, plain 
pasta and bread with spreads such as meat, cheese and vegetable extracts. 

❖ Encourage children who are old enough to rinse their mouths with water after each 
meal. 

Five Star Family Day Care staff and family day care educators encourage children to clean their 
teeth. We will provide dental care information to families through newsletters, posters, 
professional visits, web links and brochures. 

Cleaning teeth can start early.  A baby’s gums and teeth can be cleaned by gently wiping with a 
clean damp face cloth or cotton gauze.   

Tooth brushing can be introduced from 2 years. The child needs to be able to hold a toothbrush 
and to spit and rinse properly, rather than swallowing the toothpaste 

Use a soft and small child size toothbrush with low fluoride toothpaste.  Don’t let children use 
too much toothpaste.  Use a very small amount of toothpaste on the toothbrush 

Supervise children brushing their teeth until they can manage the process by themselves 

Avoid using antiseptic mouthwashes for children, unless prescribed by a doctor or dentist, as 
they are potentially harmful if swallowed 

Family day care educators can support good hygiene practices by: 

❖ Encouraging children attending care prior to breakfast, overnight or on the weekend, to 
bring their toothbrush and toothpaste along and brush their teeth 

❖ Follow the guidelines for oral hygiene 
❖ Provide time for children to engage in good oral hygiene practices 
❖ Include activities related to good hygiene practices 

Staff can support good hygiene practices by: 

❖ Providing family day care educators and families with information on current 
recommended dental care from recognised dental health professionals 

❖ Discussing strategies for maintaining dental health during home visits 
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Sleep, rest and relaxation 

Policy 

Rest and sleep are vital to the health development of children. Educators must ensure that each child’s 
comfort is provided for and there are appropriate opportunities to meet each child’s need for sleep, rest 
and relaxation. 

Procedures 

Rest is defined as ceasing work or movement in order to relax, sleep, or recover strength 
allowing children to regain strength or health. Sleep is an essential function that allows 
children’s body and mind to recharge, leaving them refreshed and alert when they wake up. 
Any child under the age of 5 is required to have a bed prepared for them so they can rest, 
however they cannot be forced to sleep. 

Spending time in education and care can be tiring for a small child. It is good practice to try and 
settle children into taking a nap before they become over-tired and too agitated to relax. 
Educators can use several relaxation techniques such as: 

● Take a break from devices, shut off the tv or children’s iPads 

● Listen to some calming music 

● Try meditating  

● Encourage reading time 

● Darken the room and quiet 

● Establish a routine for children to know the nap time 

A Family Day Care environment can be busy and stimulated, as there is a lot happening in the 
small space. It is essential that educators prepare the environment to support children to sleep 
and rest. Educators should also keep resting times consistent when making a sleep schedule, to 
make it easier to prepare children for the rest and sleep time. 

Before the child is enrolled, educators should ask parents about the individual child’s current 
sleep and rest preferences. Parents should inform educators of any changes to their child’s 
sleep habits and if they have any specific needs that the educator can address. 

Some children resist taking a nap. Some of the reasons that a child might not settle for a sleep 
include: 

❖ The child does not want to be by themselves 
❖ The child doesn’t want to miss out on an activity 
❖ The child has become too agitated, excited or restless and can’t relax 
❖ There is no routine encouraging day time naps 
❖ The child is hungry or thirsty or has some other discomfort 
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Educators should ensure that children who do not wish to sleep are provided with 
alternative quiet activities and experiences, while those children who do wish to sleep are 
allowed to do so, without being disrupted. If a child requests a rest, or if they are showing 
clear signs of tiredness, regardless of the time of day, there should be a comfortable, safe 
area available for them to rest (if required). It is important that opportunities for rest and 
relaxation, as well as sleep, are provided. Educators should still remember that, even if 
children don’t sleep, they can benefit from the rest. 

Some common rest time experiences include: 

● Telling stories or reading 
● Drawing/painting 
● Puzzles 
● Reading on pillows or cushions  
● Play dough 
● Sensory materials 

Recognising individual sleep and rest needs 

Look for and respond to children’s cues for sleep (e.g., yawning, rubbing eyes, 
disengagement from activities, crying, decreased ability to regulate behaviour and seeking 
comfort from adults).   

Regardless, cues may be varied and this is why it is so important for us to communicate with 
families and to take the time and effort to develop individual relationships with each baby.  

Educators should avoid using settling and rest practices as a behaviour guidance strategy 
because children can begin to relate the sleep and rest environment, which should be calm 
and secure, as a disciplinary setting. 

Safe sleeping 

Policy 

To support family day care educators to effectively manage the health and well-being of children during 
rest and/or sleep time by managing the risk of Sudden Unexpected Death in Infancy (SUDI) or the 
unexpected death of a child. 

Procedures 

Sudden Unexpected Death in Infancy (SUDI/SIDS) is the sudden and unexplained death of a 
baby younger than 1 year old. SIDS cannot be predicted. Research into SIDS continues, and 
current research suggests that there are strategies that may reduce the risk of SIDS.  

Red Nose is Australia’s leading authority on safe sleep and SIDS prevention, and they are here 
to help make it as easy as possible for educators and FDC Staff to stay up to date on current 
safe sleeping practices, so that the children in our care can safely get the rest and sleep they 
need to be happy and healthy. 
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Here are ways Educators can put a baby sleep safely and reduce the risk of sudden unexpected 
death in infancy: 

❖ Sleep a baby on their back from birth (tummy play is safe and good for babies when 
they are awake and there is an adult present, but not when they are sleeping)  

❖ Avoid putting the baby to bed with a bottle.  
❖ Make sure baby’s head remains uncovered 
❖ Keep the temperature in the room constant. Electric blankets, hot water bottles and 

wheat bags are not to be used. 
❖ Stuffed toys should be removed from the cot. 
❖ Use layers of light bedding. Duvet/thick quilts, cot bumpers and soft toys in the cot are 

not recommended  
❖ Put baby's feet at the bottom of the cot so they cannot slip under the blankets 
❖ Use a firm, clean, well-fitting mattress, and no pillow. Tuck the bedclothes in securely so 

that bedding is not loose but do not confine the baby – they should still be able to move 
their arms and head. 

❖ It is not advisable to sleep babies in strollers or prams.  
❖ Ensure that you are checking in on sleeping babies every 10 minutes (a sleeping chart 

has been arranged for educators to keep track of their checking in) 

Family day care educators are encouraged to carry out the listed strategies. However, these 
strategies may or may not prevent SIDS from occurring because it is not known what can 
prevent SIDS and SIDS cannot be predicted.  

Safe environments and equipment  

Safe cots  

All cots sold in Australia must meet the current mandatory Australian Standard for Cots 
(AS/NZS 2172) and should carry a label to indicate this.  

All portable cots sold in Australia must meet the current mandatory Australian Standard for 
children’s portable folding cots, AS/NZS 2195, and should carry a label to indicate this. 

Cots used at a service should meet current standards. Download the guide to infant and 
nursery products publication – Keeping Baby Safe – for more information from the Australian 
Competition and Consumer Commission’s website.  

Bassinets, hammocks and prams/strollers do not carry safety codes for sleep. Babies should 
not be left in a bassinet, hammock or pram/stroller to sleep, as these are not safe substitutes 
for a cot.  

Safe cot mattresses 

Mattresses should be in good condition; they should be clean, firm and flat, and fit the cot 
base with not more than a 20mm gap between the mattress sides and ends. A firm sleep 
surface that is compliant with the new AS/NZS Voluntary Standard (AS/NZS 8811.1:2013 
Methods of testing infant products – Sleep surfaces – Test for firmness) should be used.  
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Mattresses should not be elevated or tilted. Testing by hand is not recommended as 
accurate in assessing compliance with the AS/NZ Standard. For information on testing 
adequate mattress firmness, watch this video or refer to written instructions.  

Remove any plastic packaging from mattresses.  

Ensure waterproof mattress protectors are strong, not torn, and a tight fit. 

In portable cots, use the firm, clean and well-fitting mattress that is supplied with the 
portable cot. Do not add any additional padding under or over the mattress or an additional 
mattress.  

 

Safe placement 

Ensure a safety check of sleep and rest environments is undertaken on a regular basis. 

If hazards are identified, lodge a report as instructed in the service’s policies and procedures 
for the maintenance of a child safe environment. 

Ensure hanging cords or strings from blinds, curtains, mobiles or electrical devices are away 
from cots and mattresses. 

Keep heaters and electrical appliances away from cots.  

Do not use electric blankets, hot water bottles and wheat bags in cots. 

Do not place anything (e.g., amber teething necklaces) around the neck of a sleeping child. 
The use of teething bracelets (e.g., amber teething bracelets) is also not recommended while 
a child sleeps. 
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Nappy changing and Toileting 

Policy 

To protect the good health of all children and Educators and their families within the Family Day Care 
community and to reduce the occurrence of cross contamination from illnesses which can be 
transmitted through urine and faeces. 

Procedures 

Have an area that is specifically set aside for changing nappies. Ensure the surface is stable. Do 
not share the same nappy change mat unless it has been cleaned between children and always 
use an extra barrier (preferably paper) between mat and child. Make sure that all supplies are 
ready at hand before you start to change the child. (Please refer to the nappy change chart). 

❖ Place paper on the nappy change mat. Paper towels can be used (but may be expensive) 
an alternative could be greaseproof paper. 

❖ Always wear gloves on both hands when changing wet & soiled nappies. Remove the 
child’s nappy and any clothes with urine and/or faeces on them and put them into 
plastic bags.  

❖ Clean the child’s bottom.  

❖ Remove the paper and put it in a lidded bin “preferable hands free”.  

❖ Remove the gloves now, before you touch the child’s clean clothes. Remove the gloves 
from your wrists, turning them inside out as you go. Do not let your skin touch the outer 
contaminated surface of the glove. Put the gloves in the bin.  

❖ Dress the child and wash the child’s hands (A disposable wipe may be used).  

❖  Take the child away from the change table.  

❖  Clean the change table with detergent and warm water or antibacterial wipes, paying 
particular attention to the mat, at the completion of each nappy change.  

❖  Wash your hands (following guidelines found in Hand Washing Policy).  

❖ The coordination unit recommends that disposable nappies are used while children are 
in care.  

❖ All interactions during nappy changing should be positive for the child, reflecting EYLF 
principle of establishing secure, respectful and reciprocal relationships. 

Cloth Nappies: If the parents choose to provide cloth nappies for their child’s use please ensure 
that they also provide: 

❖ Plastic pants to help prevent faeces and urine from leaking thereby, reducing the cross 
contamination of germs.  

❖ Adequate clothing to cover the nappy and plastic pants always. 
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❖ Parents need to be made aware that the nappies and any soiled clothes will not be 
rinsed or washed at the Educator’s service. (Parents need to understand that washing 
soiled nappies and/or clothes at the Educator’s home can spread germs). 

Toilet Training:  

❖ Always discuss with parents their child’s readiness for toilet training and also toilet 
hygiene routines. Remember to include the child in these discussions and make this 
interaction a positive experience reflecting EYLF principle of establishing secure, 
respectful and reciprocal relationships.  

❖ Ask the parents to supply several changes of clothing.  

❖ Wear gloves when placing soiled clothes in a plastic bag, remove the gloves then tie the 
top firmly, for the parents to take home at the end of the day.  

❖ Soiled clothes will not be rinsed or washed at the Educator’s service. (Parents need to 
understand that washing soiled clothes at the Educator’s home can spread germs). 
Soiled clothes should be bagged and stored in an area inaccessible to children i.e. the 
laundry tub.  

❖ Help the child use the toilet.  

❖ Use a glove if you need to wipe the child’s bottom. 

❖ Help the child wash and dry their hands.  

❖ Practice washing and rinsing hands with older children, counting slowly to 10 or singing 
for this length of time. Explain to the child/children that washing hands and drying them 
properly will stop germs that might make them sick. Please refer to the Hand Washing 
Policy.  

❖ Using a potty chair increases the risk of spreading disease. If the child can use a toilet 
this is preferable, remember to provide a step. If the child must use a potty, empty the 
contents into the toilet and wash the chair. Do not use the sink that you use for washing 
hands. 

❖ Wash and dry your own hands. 

Bathing 

Policy 

To reduce the risk of bathroom accidents, scalds and drowning for babies and young children while in 
care. 

Guidance 

Even though educators are not required to give children a bath, if there is a situation where 
the child needs a bath, these are the procedures they should follow. 

Children are at a high risk of accidents and injury when in the bathroom, especially when left 
unsupervised. Child supervision is a major factor in the prevention of child related injuries and 
deaths to children. Over a 10-year period from 1995 to 2004, 25 children under 5 drowned in 
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bathtubs. It is estimated that for every one of those deaths, 3 to 4 children in the same age 
range suffered a near drowning experience in a bathtub. Some of these children were left with 
permanent injuries such as brain damage (Kid safe NSW). Hot water burns are a major cause of 
injury to children. Serious burns can occur when hot water temperature exceeds 50 degrees 
Celsius. 

Procedures 

❖ Prepare the child’s clothing, towel, soaps and any items needed for bathing before 
running the bath.  

❖ Turn the cold tap on before the hot tap and turn the hot tap off before the cold tap.  

❖ Keep the water level to a minimum depth. A child can drown in 5cm of water.  

❖ Always test the water temperature before placing a child into the bath, preferably using 
a bath thermometer.  

❖ Stay with and supervise babies and young children when they are in the bath.  

❖ Ignore the telephone and doorbell. If you need to leave the bathroom, take the child 
with you.  

❖ Never leave a baby or young child alone or under the supervision of an older child.  

❖ If there are other children in care, make sure that they are supervised by the educator 
while bathing the child. 

❖ Bath Aids are not safety devices. It is not safe to leave a baby or young child in a bath 
aid while you attend to other duties.  

❖ To reduce the incidence and risk of slipping, discourage children from standing in the 
bath and from climbing in and out of the bath unassisted by an adult. 

❖ It is recommended that the hot water supply of a service be regulated so as to keep the 
water below the temperature at which a child can be scalded. Legislation requires that 
all new hot water systems deliver hot water to the bathroom at no more than 50 
degrees Celsius.  

❖ Children under school age must not have unsupervised access to any hot water supply. 

- Children of school age must not have unsupervised access to any hot 
water supply unless the hot water supply is regulated.  

❖ Always empty the bathtub when you have finished, eliminating a water hazard. 

 

First Aid for Scalds:  

❖ For a scald, remove clothing as quickly as possible. Hot fluid soaks into clothing and 
continues to burn. In most cases simple first aid procedures and pain relief are all that is 
needed before seeking medical attention. 

❖ Where possible, run cool tap water over the burn for at least 20 minutes as soon as 
possible. If first aid is delayed, bathing the burn in cool water is still helpful within 3 
hours of the accident.  
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❖ If you place a cold wet cloth on the burn, keep rinsing the cloth every few minutes as it 
warms up quickly.  

❖ Do not apply ice, iced water or creams or lotions. They are not helpful at this stage and 
may make the burn worse. 

❖ Avoid letting the child get cold. Keep the rest of their body warm while applying cold 
water to the burned area, if possible. 

Source: Kid Safe NSW 

Physical activity 

Policy 

To promote each child’s health by providing structured and unstructured physical activity experiences.  

Guidance 

Early childhood is a time of rapid growth and development.  It is important to establish healthy 
lifestyle choices and lay the foundations for a child’s physical activity patterns.  During this 
time, children should have experiences through which to develop positive attitudes towards 
physical activity.   

The needs for physical activity change as a child grows and develops.  Infants need physical 
activity to promote the development of movement skills.  Toddlers need both structured and 
unstructured physical activity.  Older children may need to be involved in sporting teams and 
organised activities.   

The increasing prevalence of overweight and obesity in childhood reflects the levels of physical 
activity and sedentary behaviour of entire communities.  Developing healthy habits associated 
with being physically active sets the foundation for good habits in later life and can impact on 
immediate and long-term health outcomes.  Early childhood education and care services are an 
ideal place to develop good habits in young children and influence the behaviours of families.  
Educators and families can work together to share the responsibility of making physical activity 
a priority both inside and outside the home.  

Five Star Family Day Care seeks to promote children’s physical activity by supporting the 
development of their gross motor skills and fostering the emergence of their fundamental 
movement skills through a range of intentionally planned and spontaneous active play learning 
experiences. Our service also supports limiting the amount of time children spend engaging in 
screen time and sedentary behaviour for recreational purposes. 

Procedures 

The educational program and practices will include physical activities appropriate to the child’s 
development and ability. 
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We provide opportunities and encourage all educators to engage in professional development 
topics related to promoting physical activity through Munch & Move training.  

We ensure key physical activity messages within Munch & Move are embedded into our 
curriculum supporting the Australian 24-Hour Movement Guidelines for the Early Years (birth 
to 5 years): An Integration of Physical Activity, Sedentary Behaviour, and Sleep and the Get Up 
& Grow Physical Activity Guidelines. 

Educators provide opportunities for children to be active every day through a balance of 
planned and spontaneous active play experiences (including everyday physical tasks), in the 
indoor and outdoor environments.  

By offering a range of active play learning experiences, we encourage children to be as active as 
possible and promote their health. Five Star ensures that we provide opportunities for children 
to engage in discovery learning about the importance of being physically active. We also assist 
children to develop their own daily habits to understand the skills that support health and 
wellbeing.  

By planning intentional Fundamental Movement Skills (FMS) experiences to support children’s 
physical activity and their FMS development. This includes daily floor-based play for babies – 
tummy time, and the intentional planning of FMS experiences for older toddlers and preschool 
aged children that consists of a warm-up, FMS game and a cool-down.  

We ensure that our FMS activities are play based, varied, creative, developmentally 
appropriate and cater to the abilities of each individual’s child. Some activities that develop a 
range of FMS include: 

- Running                                                -     Leaping 

- Galloping                                              -      Side-sliding 

- Hopping                                                -      Skipping 

- Jumping                                                -      Overarm throwing 

- Catching                                                -      Striking a stationary ball 

- Kicking                                                   -      Underarm throwing  

Educators also provide children the opportunities to learn about the importance and benefits 
of being physically active, by role modelling and having children part of the discussion. 
Furthermore, Five Star family day care recognises the importance of supporting families to 
promote children’s physical activity through positive, respectful, and reciprocal relationships.  
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Sun protection 

Policy 

We are committed to providing children with a safe environment that provides shade and other sun 
protection to support their learning and opportunities for play.  

Procedures 

All educators will use a combination of sun protection measures whenever they decide to take 
children out for outdoor play.  And when children are on excursions all sun protection practices 
are planned, organized, understood and available. 

Sun protection measures can be summed up as Slip, Slop, Slap, Seek, and Slide! This is the 
slogan used by the Cancer Council.  It means: 

❖ Slip on a t-shirt (or other clothing) to cover your skin 
❖ Slop on the sunscreen  
❖ Slap on a hat on your head 
❖ Seek shade to play under 
❖ Slide on some sunglasses (if you have them) 

From October to March, sun protection is required at all times.  Extra sun protection is needed 
between 11am and 3pm.  Play outside during these hours should be kept to short periods of 
time.   

From April to May, outdoor activity and play can occur at any time.  Between 10am and 2pm 
each day, sun protection should still be used. 

In June and July, sun protection like sunscreen is not needed, but hats should remain on.  
However, some children with very fair skin may still need to be wearing sunscreen.   

Regardless, educators should always be wary of the UV radiation by checking the UVI daily and 
managing outdoor play accordingly. They should monitor the impact of the sun on outdoor 
equipment, and check that the surfaces are not too hot to the touch, preventing any burns for 
children’s sensitive skin.  

Excursions 

When planning excursions, family day care educators consider the sun protection issues for the 
excursion. This might mean checking how much shade there is at the planned location; making 
sure that sunscreen and hats are packed; or changing the time for the excursion to avoid the 
hottest part of the day. 

Shade 

Shade can be natural – from a tree.  Shade can be set up and moved around as required – using 
an umbrella or awning.  Some shades are denser than other shades.  The shade from a tree 
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may allow sunlight to filter through, especially when the wind blows.  The shade from a 
verandah is more likely to be a dense shade.   

Hats 

Each child must have their own hat and it should be worn every time the children play outside 
in a non-shaded area. Hats should be wide brimmed; Legionnaire style hats are recommended 
because they block sun on the back of the neck. Baseball caps do not provide enough 
protection and are not recommended.  

Clothing 

Clothing for sun protection should cover the shoulders, back and stomach. Children who do not 
have adequate clothing may not be able to play outside. Parents are asked to ensure that their 
child has suitable clothing for sun protection.  

Sunscreen 

Parents are asked to give their consent to family day care educators applying sunscreen to their 
children. If parents do not give the consent, the children who are not wearing sunscreen must 
not play outside between 11am and 3pm on any day between October and March. At other 
times, children without sunscreen must not remain outside between 10am and 2pm for longer 
than 20 minutes in a day.  

Sunscreen may be applied to babies provided that the parents have given their written 
consent.  Only a small amount of sunscreen should be used on babies.   

Sunscreen should be applied around 20 minutes before going outside. Sunscreen must be 
reapplied every two hours.   

Sunscreen should be SPF30+ or a higher grade. Sunscreen should be broad-spectrum and water 
resistant. Educators should keep the sunscreen in a cool, dry place and do not use it if the “use-
by” date has passed.   

Babies 

Babies under 12 months should not be exposed to direct sun for any length of time.  If spending 
time outside, make sure that babies are in dense shade.  The use of sunscreen on babies under 
6 months is not recommended due to their sensitive skin. 

Guidance 

Australia has the highest rate of skin cancer in the world. Research has indicated that young 
children and babies have sensitive skin that places them at particular risk of sunburn and skin 
damage. Exposure during the first 15 years of life can greatly increase the risk of developing 
skin cancer in later life. Early childhood educators play an important role in promoting sun 
safety and minimising a child’s UV exposure. 

Training 
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Coordinators will provide regular information on sun safety for educators and families. Children 
need to be educated about the importance of sun safety practices through the weekly 
programme. Music and movement, stories, games, and toys can all be used to promote sun 
safety. Educators must complete Sun Safety training organized by Five Star FDC. 

Emergency and evacuation procedures 

Policy 

To ensure that procedures are in place to deal with emergencies including the need for evacuation. 
Children, educators and staff will regularly rehearse our emergency and evacuation procedures to 
maximise their safety and wellbeing in the event of an emergency or event requiring evacuation. 

Guidance  

An emergency includes any situation or event that poses an imminent or severe risk e.g., flood; 
fire; a situation requiring lock down. 

All family day care educators will have an emergency and evacuation plan.  Family day care 
educators are encouraged to practice the emergency and evacuation plan with the children 
regularly.   

The plan must be practiced at least every three months.  

The fire evacuation plan must include:  

❖ Instructions of what must be done in the event of a fire 
❖ A floor plan for the family day care home showing all the exits that can be used in the 

event of an emergency.   
❖ An emergency assembly point, which should be a safe place away from the care home. 

The plan must be displayed in a prominent position near each exit in the family day care home.  

 
Furthermore, in case of another emergency such as a natural disaster or lockdown, there is 

another list of procedures in place called the ‘Emergency and Lockdown Procedures’. 
More information on this can be found in the Lockdown policy.  

Procedures 

❖ In an emergency, family day care educators will telephone 000 and advise which service 
is needed.  

❖ If the emergency involves fire or significant destruction of the home due to an incident 
or natural disaster, the family day care educator will ask for the fire service.  

❖ If any injury or illness occurs, a family day care educator applies appropriate first aid if 
applicable and contacts the parents as soon as practical; if the child is not well enough 
to remain in care parents arrange for early collection. 
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❖ If the emergency relates to a serious injury or illness, the family day care will ask for an 
ambulance.  

❖ Family day care educators should provide children with opportunities to express their 
thoughts and feelings after they have witnessed an emergency to promote a sense of 
security and safety. Family day care educators may seek the advice and support of a 
counselling service if required. 

❖ The family day care educator must ensure the premises are provided with a working 
landline phone or charged mobile phone at all times; appropriately located smoke 
detectors; a fire blanket adjacent to the cooking facilities; an appropriately located fire 
extinguisher and appropriately located garden hose near or connected to the house tap. 

❖ WorkCover NSW must be informed immediately on 13 10 50 of any emergency 
situations involving a fatality or a serious injury or illness or within 7 days if the injured 
person is unable to perform their regular activities for more than 7 days or if there is 
substantial property damage as a result of an incident.  

Evacuation: 

❖ Coordinators assist the educator to conduct an assessment to identify potential 
emergencies for each family day care residence. 

❖ Coordinators assist family day care educators to develop an emergency evacuation plan 
for use in these emergencies including instructions for what must be done in the event 
of an emergency. 

❖ The evacuation and emergency plan displays all available exits from the residence and 
the designated assembly area outside and the location of the first aid-kit; the assembly 
area will be well clear of the building, and will allow children to be taken away from the 
premises without going back towards the danger area; the plan will include details on 
how to be contacted if the premises require evacuation e.g., mobile or neighbours’ 
phone. 

❖ Family day care educators display the evacuation and emergency plan in a prominent 
position near all exits in the residence. 

❖ Family day care educators practise emergency and evacuation procedures with all 
children a minimum of once every three months and preferably at different times of the 
day; coordination unit staff may request to observe family day care educators practise 
their emergency and evacuation procedures; family day care educators keep a written 
record of each practise session and record in the educator Emergency Evacuation 
folder. 

❖ The following guidelines are to be followed for fire evacuation procedures as 
recommended by the NSW Fire Brigade: 



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 74 
  

a) help those in immediate danger  

b) close the door to stop the fire spreading  

c) get down under the smoke and go outside  

d) go to your meeting point—do not go back  

e) call the NSW Fire Brigade from a safe location  

f) after an evacuation, the family day care educator contacts parents and the service  

 

Lockdown procedures 

Policy 

To ensure the safety of all children, educators, families, and other visitors to the service in the event of a 
threat, emergency or lockdown situation. 

Five Star DFC aims to minimise the risk of harm or the exposure to danger to anyone on the 

premises through the implementation of this procedure.  

Procedure: 

Implementation Examples of such critical incidents are: 

❖ Death of a child at the service or on an excursion.  

❖ Children/educators being taken hostage.  

❖ A siege of service property. 

❖ A natural/unnatural disaster in the local community.  

❖ Unusual amounts of media attention.  

❖ Aggressive trespassers.  

Educators must all have a risk assessment of their surrounding areas, containing the local petrol 

stations, schools and even bus stops in the area, that may be variables in case of a natural 

disaster. More details on the surrounding area risk assessment document can be found in the 

Safety policy. 

If an event takes place that requires a "Lock Down", educators should follow the Emergency 

and Lockdown procedures provided to the. The following should occur:  
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❖ 000 must be called immediately if the event or issue requires the police, ambulance or 

fire service to respond.  

❖ The family day care educator will determine the need for a "Lock Down" and raise the 

appropriate alarm.  

❖ The educator will notify the family day care coordinator as soon as possible. If there is a 

Lockdown, the family day care educator will reassure the children and make sure 

everyone present stays in the same room, stays down low and out of sight and tries to 

remain calm and quiet.  

Educators Responsibilities 

Educators will: 

❖ Contact and liaise with Emergency Services and follow their instructions.  

❖ Check the sign-in sheet and check all signed-in children are present. Any absences must 

be reported to the Family Day care coordinator as soon as it is safe.  

❖ Get any children that are outside inside as quickly as possible.  

❖ Make efforts to seal and lock all doors and windows, turn off the lights and ensure 

children are kept below the window level, preferably under the furniture or down low 

and out of sight. 

❖ Ensure all children and individuals present remain in the locked room until they give the 

“All Clear Signal”. 

Tobacco, Drug and Alcohol-Free Environment 

Policy 

To protect the health and well-being of children, maintain a safe environment and ensure family day 
care educators, families and staff are free from the effects of drugs and alcohol. 

Procedures 

❖ A Family Day Care Educator must ensure that children being educated and cared for by 
the Educator as part of a family day care service are provided with an environment that 
is free from the use of tobacco, illicit drugs and alcohol.  

❖ A Family Day Care Educator must not, while providing education and care for children as 
part of a Family Day Care service, consume alcohol; or be affected by alcohol or drugs 
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(including prescription medication) so as to impair his or her capacity to provide 
education and care to the children. 

❖ All Five Star Family Day Care activities where children are present will be drug and 
alcohol free. 

❖ All reasonable measures should be taken to avoid and/or actively remove children from 
any environment where drugs or alcohol are consumed. 

❖ All alcohol and drugs (prescribed and over the counter) must be securely locked out of 
reach of children. 

❖ Family day care educators and Five Star Family Day Care staff must not provide 
education and care to children if they are under the influence of drugs or alcohol.  This 
does not mean that Educators, staff, or volunteers who require prescription medication 
must be excluded, but rather that consideration be given as to whether that medication 
affects the person’s capacity to provide education and care to children. A Doctor’s 
Certificate may be requested at the discretion of the Coordination Unit. 

❖ If a family day care educator is unable to provide education and care because of drugs 
or alcohol, the Educator must contact Five Star Family Day Care staff as soon as possible 
so that staff can arrange for alternative care for children.   

❖ If a Five Star Family Day Care coordinator believes that the Educator’s capacity to 
provide education and care to children is impacted on by the influence of drugs or 
alcohol (or any combination of both), the Nominated Supervisor will act to ensure the 
well-being of the children immediately.  This may require the parents to collect the 
children or for another educator or educator assistant to be given responsibility for the 
children.   

❖ Any family day care educator found to be providing education and care while under the 
influence of drugs or alcohol may be suspended immediately and, depending on the 
circumstances, the contract with Five Star Family Day Care may be terminated without 
notice.   

TOBACCO 

Exposure to tobacco smoke poses major health risks for both children and adults. 

❖ All prospective Educators should be made aware of the tobacco, drug, and alcohol-free 
environment during recruitment procedures.  

❖ Educators should not smoke at any time, whilst providing their Family Day Care service.  

❖ All areas of the Educators home which are accessed by children being cared for should 
be smoke-free while any child/ren are present in the Family Day Care Service. 
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❖ Strategies should be developed to ensure that the Educator’s home is a safe place for 
children, while recognising the rights of the Educator’s family. For example, Educators 
might suggest a space outside the Family Day Care Service premises where other 
household members and visitors may smoke. If tobacco is smoked in the Family Day 
Care residence when the service is not operating, consideration should be given to 
issues such as ventilation, hygiene and safe storage of items including cigarettes, 
ashtrays, matches and lighters. 

❖  Educators are to ensure that children are cared for in a smoke-free environment, even 
in the event of parents having no objections to children being exposed to smoke or the 
example of smoking. 

 

EXCURSIONS / OUTINGS 

❖ There should be no smoking in any vehicle while it is being used to transport Family Day 
Care children. 

❖ The Coordination Unit Staff, Parents and any volunteers should not smoke or consume 
alcohol while caring / supervising children on excursions. 

❖ Children should not be taken to any venue which is inside a building where smoking is 
permitted, as the children would be exposed to the risk of passive smoking. 

If a parent (or other authorised person) collects a child whilst under the influence of alcohol or 
drugs, the family day care educator will: 

❖ Calmly tell the person that it would be unwise for them to take the child in their vehicle 
and suggest they walk home or call a taxi. 

❖ Offer to call a taxi for them. 
❖ If they refuse and the family day care educator feels concerned, they should not release 

the child to this person. 

Family day care educators will attempt to contact the other parent, where if the parent cannot 
be contacted, the person the parent has nominated to be contacted in the event of an 
emergency.  Family day care educators will make the parent or the contact person aware of the 
concern. 

The child’s safety is the most important consideration. 

Family day care educators will ask the other parent (or the person the parent has nominated to 
be contacted in the event of an emergency) to collect both the child and parent. 

If the family day care educator cannot contact the other parent (or the person the parent has 
nominated to be contacted in the event of an emergency) or they will not make alternative 
travel arrangements, the family day care educator will have no other option but to allow the 
person to leave without the child. 
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If the family day care educator considers the child is at risk, the family day care educator will 
contact the Five Star Family Day-Care AFTER-HOURS number for further advice.  If the situation 
is an emergency, call the police on 000. 

Family day care educators will document the incident, recording the time date and details. 

Staff will follow up any incident with the parent and provide support to the family day care 
educator. 

Routine and non-routine excursions 

Policy 

To safeguard children, provide opportunities for them to participate in a variety of activities and learn 
from a broad range of experiences and environments. 

Procedures 

Excursions are a usual part of family day care. Children are actively involved in the day-to-day 
activities of a family and this will usually include regular excursions as well as irregular and one-
off excursions. 

Regular or routine excursions during family day care may include going to school, child’s home, 
group activities, local parks, library or other places. 

Non-routine excursions may include trips to the zoo, to museum, play group or some other 
special event.  

Regardless of whether the excursion is routine or non-routine, the family day care educator 
must ensure all children are properly supervised and cared for during any excursion. 

Routine excursions 

For routine excursions, written authority is required from the parent when a family registers 
with the family day care educator on the Enrolment form. Permission is sought once each year.  
A risk assessment is done for routine excursions and is updated annually. Parents may see a 
copy of the risk assessment report.  

In a risk assessment for an excursion or pick up/drop off, the coordinators have to identify and 
assess risks that the excursion may pose and specify how those risks will be managed and 
minimised. However, there are two types of routine risk assessment forms: transporting 
children and excursions.  

Regular transporting of children is transport provided by the service of a child in care, where 
the circumstances to a risk assessment are substantially the same each time the child is 
transported. An example of this would be a school pick up and drop off. Where the routine 
transporting risk assessment would only change if there was a change in means of transport or 
destination. 
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Regular outing means a walk, drive or trip to and from a destination that the service visits 
regularly as part of its educational program, and where the circumstances relevant to the risk 
assessment are substantially the same on each outing. An example of this would be a trip to 
the library or the park.  

Non-routine excursions 

For non-routine excursions, written authority is required from the parent on the Excursion 
form. Each non-routine excursion will have a risk assessment done which can be provided to 
families upon request. A risk assessment must be conducted at least every 12 months, or 
whenever the risks of that excursion change. An example of this would be a play group or a 
special one-off event. 

All risk assessments for excursion should include: 

❖ The proposed route and destination for the excursion; and 

❖ Any water hazards; and 

❖ Any risks associated with water-based activities; and 

❖ The means of transport; and 

❖ Any requirements for seat belts or safety restraints under a law of each jurisdiction in 
which the children are being transported; and 

❖ The process for entering and exiting— 

❖ The education and care service premises; and 

❖ The pick-up location or destination (as required); and 

❖ Procedures for embarking and disembarking the means of transport, including how 
each child is to be accounted for on embarking and disembarking; and 

❖ The number of adults and children involved in the excursion; and 

❖ Given the risks posed by the excursion, the number of educators or other responsible 
adults that is appropriate to provide supervision and whether any adults with 
specialised skills are required; and 

❖ The proposed activities; and 

❖ The proposed duration of the excursion; and 

❖ The items that should be taken on the excursion. 
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Guidance 

Excursions occur by various means of transport and any relevant requirements should be 
adhered to. Excursions provide children with the opportunity to explore their local community 
and support Five Star Family Day Care activities. Excursions can be beneficial to the children’s 
developmental experiences and will be conducted in a safe manner. 

Parents have a right to control where and when their children go on excursions. This should not 
however restrict a family day care educator to the home. They have a right to withdraw their 
child from an excursion, but not to prevent the family day care educator from taking other 
children. This may mean that, if the family day care educator plans an excursion that the parent 
does not want their child to participate in, the parent must organise alternative care.  

The following information must be included in an authorisation of an excursion: 

❖ The child’s name; and 

❖ The reason the child is to be taken outside the premises; and 

❖ If the authorisation is for a regular outing, a description of when the child is to be taken 

on the regular outings; and 

❖ If the authorisation is for an excursion that is not a regular outing, the date the child is 

to be taken on the excursion; and 

❖ A description of the proposed destination for the excursion; and 

❖ If the excursion involves transporting children— 

❖ The means of transport; and 

❖ Any requirements for seat belts or safety restraints under a law of each jurisdiction in 

which the children are being transported; and 

❖ The proposed activities to be undertaken by the child during the excursion; and 

❖ The period the child will be away from the premises; and 

❖ The anticipated number of children likely to be attending the excursion; and 

❖ The anticipated ratio of educators attending the excursion to the anticipated number of 

children attending the excursion; and 

❖ The anticipated number of staff members and any other adults who will accompany and 

supervise the children on the excursion; and 

❖ That a risk assessment has been prepared and is available at the service. 
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If the excursion is a regular outing, the authorisation is only required to be obtained once in a 
12 month period. Authorisation forms and risk assessments are to be kept with the educators, 
in their own personal folder. A copy of both documents is to be kept in the family day care 
office, to control when the next update is needed. 

Safe transportation of children 

Policy  

We are committed to ensuring the safe transportation of children by our educators, for routine 
and non-routine excursions. We ensure that all educators and staff are familiar with and able to 
implement the policies and procedures relating to safe transportation. 

Procedures  

Children’s health, safety and wellbeing is paramount. We are committed to meeting all the 
regulatory requirements to ensure the safe transportation of children by our service. Our 
educators and staff are integral to the educator and care of children. Clear roles and 
responsibilities and also relevant training ensure they are aware of their roles and 
responsibilities in relation to the safe transportation of children.  

Transportation may form part of an education and care as educators may transport children to 
and from routine excursions such as school or the park. Specific risk assessments relating to 
transportation of children are mandatory for educators to complete before engaging with any 
excursions. This risk assessment aims to identify and assess the risks that transporting the child 
may pose to the safety, health or wellbeing of the child. It also aims to specify how the 
identified risks will be managed and minimised. 

A transportation risk assessment includes: 

❖ The proposed route and duration of the transportation; and 

❖ The proposed pick-up location and destination; and 

❖ The means of transport; and 

❖ Any requirements for seat belts or safety restraints under a law of each jurisdiction in 

which the children are being transported; and 

❖ Any water hazards; and 

❖ The number of adults and children involved in the transportation; and 

❖ Given the risks posed by transportation, the number of educators or other responsible 

adults that is appropriate to provide supervision and whether any adults with 

specialised skills are required; and 

❖ Whether any items should be readily available during transportation; and 
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❖ A mobile phone and a list of emergency contact numbers for the children being 

transported. 

❖ The process for entering and exiting— 

❖ The education and care service premises; and 

❖ The pick-up location or destination (as required); and 

❖ Procedures for embarking and disembarking the means of transport, including how 

each child is to be accounted for on embarking and disembarking. 

Transportation procedures are mandatory to follow especially in reference to the risk 
assessments conducted for excursions.  

❖ all children transported by the service must have an authorisation from their 
parent/guardian 

❖ conduct risk assessments prior to the transportation of children, ensuring that they 
identify, assess and minimize the risk. 

❖ Guarantee educators follow the required child to educator ratio, ensuring all children 
are supervised at all times. 

❖ Ensure that the appropriate equipment is taken on the transportation, for Five Star FDC 
educators this is their emergency evacuation bag which includes emergency contact 
list, first aid kit, a torch, nappies, rope, a pen, batteries, etc. 

❖ When transporting by car, educators should ensure the appropriate road safety and 
seatbelt requirements are met (see Road safety policy).  

❖ Parents should always be involved during the creation of risk assessments for safe 
transportation of their children. This also includes informing parents of any serious 
incident or injury that occurs during an excursion. 

The authorisations for transportations includes: 

❖ The child’s name; and 

❖ The reason the child is to be transported; and 

❖ If the authorisation is for regular transportation, a description of when the child is to be 
transported; and 

❖ If the authorisation is not for regular transportation, the date the child is to be 
transported; and 

❖ A description of the proposed pick-up location and destination; and 

❖ The means of transport; and 

❖ The period of time during which the child is to be transported; and 

❖ The anticipated number of children likely to be transported; and 
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❖ The anticipated number of staff members and any other adults who will accompany and 
supervise the children during the transportation; and 

❖ Any requirements for seat belts or safety restraints under a law of each jurisdiction in 
which the children are being transported; and 

❖ That a risk assessment has been prepared and is available at the education and care 
service; and 

❖ That written policies and procedures for transporting children are available at the 
education and care service. 

If the transportation is regular transportation, the authorisation is only required to be obtained 
once in a 12-month period. 

Acceptance and refusal of authorisations 

Policy 

To ensure that parents have been informed of choices and risks and been asked to provide their 
authorisation for certain actions and activities and that family day care educators and staff act only in 
accordance with valid authorisations. 

Procedures 

At the time of enrolment, each parent (or guardian) is asked to provide authorisations to 
enable the family day care educator to be able to provide proper care for the child.  

The usual authorisations that the parent is asked to provide at the beginning of the enrolment 
include: 

❖ Consent to transport the child by car, or by public transport 
❖ Consent to routine outings as part of the education and care experience. 
❖ Consent to allow the family day care educator or Five Star Family Day Care to seek 

medical treatment for the child from a doctor, hospital, or ambulance service  
❖ Consent to allow the family day care educator or Five Star Family Day Care to transport 

the child by ambulance 
❖ Consent to have photographs taken of children while they are in education and care 

Parents may refuse to provide any or all these authorisations.  Where parents have concerns 
about the authorisations asked for, they should discuss this further with Five Star Family Day 
Care staff or the family day care educator.   

Parents will be advised that refusing to give authorisations in some cases may mean that the 
family day care educator cannot provide education and care to that child.  For example, if a 
parent refuses to authorise seeking medical treatment if required or transporting the child by 
ambulance.  
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Parents should note that further authorisations may be asked for while providing education 
and care. If the family day care educator arranges a special excursion or outing, parents will be 
asked to provide their consent for that activity.  All outings or excursions are assessed for safety 
and risks. This authorisation form is scanned and a copy is kept between the service and the 
educator. These authorisation forms are reviewed annually. 

Parents will be asked to provide specific instructions and authorisation if they require their 
child to be given medication while in care.   

Authorisation is not required if the child is in an emergency and immediate medical assistance 
must be given.   

 

Delivery and collection of children from care 

Policy 

To manage the process of delivering and collecting children to care to ensure the child’s safety at all 
times. 

Procedures 

A duty of care always exists when the child is in care. It is important to be able to identify with 
certainty when a child is in the care of the family day care educator and when the child has 
returned to the care of the parents or their authorised nominee.   

Timesheets 

Parents must sign in/out electronically with their PIN during their child’s arrival/departure at 
care.  

If, for any reason, the parent has not signed in/out, the family day care educator should sign in 
the child with their own PIN, and inform the service of the reason for this change. If educators 
do not have access to the internet or sign in a portal, they should record the time which the 
child received/collected in their physical timesheet and the parents MUST do an ‘oops 
message’ the next day.  A comment can be included on the electronic timesheet to give 
reasons for the missed sign in/out. 

These records are important for working out the fee payable, but they are more important in 
ensuring that all adults are clear on when children are in their care and when they have left 
their care.   

Children must not leave the family day care residence (other than for excursions or outings 
with the family day care educator) unless the child is given into the care of a parent or an 
authorised nominee.  
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Authorised persons 

Policy 

To protect children leaving care by ensuring that the person collecting the child is the child’s parent or is 
a person who has been authorised by the parent and is 18 years old and over. 

Procedures 

The Family Day Care Educator will only allow a child to be collected by a person authorised to 
do so.  

The enrolling parent provides the personal details of themselves and other parents if 
appropriate; parents whose name has been recorded on the enrolment form are authorised to 
collect their child from care. 

The only individuals who should be collecting the child from care should be: 

❖ a parent of the child; or 

❖ (ii)  an authorised nominee named in the child’s enrolment record; or 

❖ (iii)  a person authorised by a parent or authorised nominee named in the child’s 
enrolment record to collect the child from the premises 

On the Enrolment, the parent must nominate the person(s) authorised to collect their child. If 
the parent no longer wishes the nominated person to be authorised, the parent must notify the 
family day care educator or Five Star Family Day Care in writing. 

A parent who has been identified on the enrolment form will continue to be authorised to 
collect a child until such times Court Orders states the parent no longer has care and control of 
the child. When evidence is supplied to the satisfaction of the nominated supervisor is received 
this indicates that the parent no longer has care and control of the child. 

If any change to authorised nominees is required, parents provide written authorisation to the 
educator and/or directly to the service using the Change of Authorisation Details form; 
educators will then forward this information to the service. 

If unexpected circumstances arise and an unauthorised person is required to collect the child, 
the educator must refuse, even if it has already been arranged by the parents and they have 
their consent, as they are not included in the child’s enrolment form.  

If the parent is aware of these circumstances prior to care commencing for the day, they are 
required to give the family day care educator notice in writing.  This letter must be forwarded 
to Five Star Family Day Care staff and placed on file. This will allow the service to produce a PIN 
for the emergency period. 

Educators are required to ask for the ID of the nominated person, to prove that they are indeed 
over 18 and who they say they are. If a situation arises that the person is not an authorised 
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nominee then educators can refuse to give the child to them and will inform the service and 
parents.  

If all attempts to contact parents are unsuccessful, the child is to remain in care until contact is 
made with the parents. If no response from the parent/s or authorised person/s within two 
hours, or if the educator is unable to continue the care, educators must call the Five Star staff 
for further instructions.  

Parents (or the authorised persons collecting the child) must sign children in and out of care. 

Once a child is signed out of care, the responsibility for the child belongs to the person who 
signed the child out, even when contracted hours have not expired, or if the person collecting 
the child remains on the family day care educator's premises as a friend or visitor. 

Once the child is signed out of care, the child is no longer covered by the family day care 
educator's duty of care or insurance. 

Once a child is signed out of care, the child is not to remain at the family day care educators' 
home without the parent or authorised person.  If care continues, the child must be signed 
back into care. 

Unexpected circumstances: 

❖ All fences and gates surrounding the designated FDC play area must be designed to 
prevent intruders entering and prevent children leaving the area unsupervised; during 
outdoor play, all gates must be securely locked to prevent intruders entering the play 
area; when children are indoors, all exit doors must be securely locked to prevent 
intruders entering the home. 

❖ Educators are to notify parents and the coordination unit if a before and after school 
care child does not arrive at the educator’s home by a specified time, or if a child is not 
present at their normal collection point at a specified time.    

 

Unfit person collecting child 

Policy 

To protect children and prevent them leaving care if there are reasonable grounds to believe that doing 
so would place the child in danger, even if the person has lawful authority to collect the child. 

Procedures 

Family day care educators may be concerned about a child if:  

❖ A parent or authorised person seems too ill or affected by alcohol or drugs to safely 
care for the child 

❖ A young person who is authorised to collect the child does not seem sufficiently mature 
to safely care for the child 

In this situation, the family day care educator will: 
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❖ Call service first to inform them and ask for any advice, 
❖ Contact another authorised person to collect the child, and arrange alternate means for 

collecting the child, 
❖ If staff or a family day care educator is placed in a position where they fear for the 

safety of the child, their own safety and that of others at the service, they are to 
contact the police (000) 

Families at risk 

Policy 

To maintain the health, safety and wellbeing of children and support families if there is a belief a child is 
at risk. 

Procedures 

Definition 

‘At risk’ includes families experiencing financial, medical or social upheaval which is directly 
impacting on the quality of life for the children and/or their family. 

Remaining sensitive to the needs of families and children, focussing on their best interests and 
finding the right balance for families and the family day care educators is encouraged. 

Staff can provide information and details to parents directly or family day care educators about 
support services that may be required or parent education opportunities. 

Five Star Family Day Care is connected to other support agencies and is well placed to provide 
referrals and links to relevant agencies or other support networks as required. 

Services such as family support services, early childhood centres and financial counsellors are 
but a few of the many agencies available. 

Facilitating links with other parents and establishing informal networks strengthens the family’s 
community connections. 

Attending playgroups, social evenings and other local activities can extend these connections. 

Taking the time whilst dropping off and collecting children can provide parents with 
opportunities to observe Family Day Care educators or staff interacting with children and 
modelling positive behaviours. 

Access to library materials, which are user friendly and include information of parenting, as well 
as child behaviour, child development and education and management are available. 

Staff can assist and facilitate support for both families and family day care educators and 
training material are available. 

Training is available to develop skills to provide appropriate care and support to “at risk” 
families/or children and have a full understanding of child protection. 
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Regular newsletters include general tips about child behaviour and parenting. 

Child protection 

Policy 

To maintain the health, safety and wellbeing of children and protect them if there is a belief that 
children are at risk of neglect or harm. 

Procedures 

Staff and family day care educators have an ethical and moral responsibility to report 
suspected physical, sexual, emotional abuse or neglect and are expected to do so. 

 

Definitions 

Physical abuse  Includes all non-accidental physical injuries by a parent/carer or 
other adult household member.  The physical abuse of children is 
illegal and includes hitting, shaking, throwing, burning and biting.  
Certain types of punishment, whilst not inflicting injury can place a 
child at physical risk.  

Emotional and  

Psychological abuse  Is the failure to meet the child or young person’s emotional need 
for love and security, or their psychological need for stimulation 
or nurturing.  It can include rejecting or sustained ignoring, 
terrorising or corrupting children. A child/young person seems to 
be experiencing psychological/emotional distress and appears to 
be a danger to self and others as a consequence of their carer’s 
behaviour. 

Neglect Is depriving a child or young person of certain basic needs 
essential for their safety, health and normal growth, development 
and education. Includes: Supervision; Shelter/Environment; Food; 
Hygiene/Clothing; Medical Care; Mental Health Care; Education - 
Not Enrolled; Education - Habitual Absence. 

Sexual abuse  Occurs when an adult or someone bigger or older involves a child 
or young person in any sexual activity.  The offenders take 
advantage of their power, authority or position over the child or 
young person to meet their own needs. 

Danger to self or others     A child/young person is demonstrating suicidal or self-harming 
behaviours. A child/young person is a danger to self or others and 
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the reporter does not know whether the parent/carer behaviours 
contributed now or in the past. 

Relinquishing care: Parents/carer states they will not or cannot continue to provide care for 
a child under the age of 16 or a young person over 16 and they are 
unable to make an informed decision (temporarily or 
permanently). Child/young person is in voluntary care for longer 
than legislation allows. 

Carer concern                      A child/young person is significantly affected by carer concerns 
such as substance abuse, mental health or domestic violence. 

Unborn child                        Concerning the welfare of an unborn child at birth. 

Child sexual abuse is a crime. 

Procedure  
 
❖ All coordination unit Staff, Educators, adult household members and members of the 

Board of Directors will be required to undergo a Working with Children Check and to 
sign a Code of Conduct form before commencing work. 

❖ Staff and educators will make aware of their responsibilities under all Acts of legislation.  
❖ Staff and Educators will be required to undertake relevant Child Protection Training and 

to update qualifications as required.  
❖ The Service will notify the Commission of Children and Young People of any relevant 

disciplinary proceedings that have been completed against an employee within the last 
five years. The Service will ensure the privacy and confidentiality of any information 
obtained through the screening process. 

❖ If a prospective employee or Educator is considered for employment or registration 
several screening processes will be undertaken, including a formal interview, reference 
checks, Criminal Record Check, a Prohibited Employment Declaration and a Working 
with Children Check.  

❖ Students on work placement in Educator's services, will not be left unsupervised with 
children in care.  

❖ Educators will be provided with current information to support their understanding and 
response to child protection issues through training, newsletters and memos.  

❖ Educators and coordinators provide experiences and activities for children that promote 
positive self-esteem and good behaviours. 

Mandatory Reporting 

Staff and Educators of Five Star Family Day Care are Mandatory Reporters. Mandatory 
reporters are required by law to report any situation which involves a suspected Risk of 
Significant Harm to a child. The Child Protection Helpline for Mandatory Reports is  
13 21 11. 

The Roles and Responsibilities of Mandatory Reporters  

The law provides safeguards for mandatory reporters.  
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❖ It is not considered a breach of professional etiquette, ethics or code to make a report 
in good faith.  

❖ A Mandatory reporter cannot be sued or be subject to any form of legal action or 
liability arising out of making a report. 

❖ As far as possible, the anonymity of the reporter will be respected. A reporter's identity 
will only be disclosed with their consent or in exceptional cases at the request of the 
Court that is hearing evidence related to a report.  

❖ The Nominated Supervisor is not required to inform parents/guardians that a 
notification has been made. This is the role of the Department of Education and 
Communities or the Police (depending on the circumstances).  

❖ A dated, written record of the notification needs to be retained.  

❖ The family's rights to confidentiality must always be respected but evidence of 
reasonable grounds for notification can be gathered by: Sharing information with Staff 
and the relevant Educator before, during and after an allegation is made, or Written 
observations of the child including behavioural patterns or changes. (These must be 
signed and dated and kept in a confidential file).  

❖ It is the responsibility of the Department of Education and Communities to provide 
feedback to the person reporting. If no feedback has been provided, after 24 hours, the 
Service may contact the Department to ask for feedback. 

❖ Under Chapter 16A of the Children and Young Person’s (Care and Protection) Act 1998 
S245A, prescribed bodies (e.g. the police, schools, hospitals, doctors or other health 
professionals or child care services) may exchange information about a child’s safety, 
welfare or wellbeing verbally or in writing. 

Where abuse is suspected, family day care educators are asked to document and date the 
observations made. 

Family day care educators should make observations only on what they have seen or heard.  
Family day care educators should not speculate or make up possible stories to explain what 
they have seen or heard. 

Observations may include a child's unusual behaviour, marked delay between injury and 
seeking medical assistance, any suspicious injuries, things that the child has said. 

Documentation remains the confidential property of Five Star Family Day Care but can be 
subpoenaed as evidence by the Courts. 

If a family day care educator forms a belief that a child is at risk of abuse, they can contact their 
allocated coordinator or the Five Star Family Day Care office to: 

❖ Discuss their concerns. 
❖ Get advice on options. 
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❖ Seek support in notifying Child Protection, or ask the Five Star Family Day Care office to 
notify Child Protection if the family day care educator prefers to be removed from the 
notification process. 

Any incident or concerns should be clearly documented and correctly filed to support the 
notification. 

It is the responsibility of the Department of Human Services, Child Protection (“the Child 
Protection Unit”) to investigate and inform any other parties as appropriate regarding their 
involvement with the child. 

Following notification, it is the Child Protection Unit’s role to decide the outcome of the 
notification. Child Protection will decide whether to take further action or not. 

The anonymity of any person notifying the Department of Human Services Child Protection of 
suspected child abuse is protected by law. 

Five Star Family Day Care supports the rights of children and details expectations to respond to 
the risk of harm or neglect in an appropriate manner. 

If a parent suspects that their child has been abused or neglected, they should contact the 
appointed Five Star Family Day Care Supervisor immediately. 

Suspected abuse of a child by a Parent or Family member  

1. If an Educator has reason to suspect that a child attending care is at risk of significant 
harm, the Educator should immediately contact their appointed Coordinator and/or the 
Service supervisor of Five Star Family Day Care and report this information. 

2. To ensure the child’s safety, the Educator must NOT discuss their concerns with the 
family. 

3. The Educator and a Coordination Staff member will document the allegations and use 
the Mandatory Reporters Guide (MRG) https://reporter.childstory.nsw.gov.au/s/mrg 
for guidance in making a report/to determine if a report should be made.  

4. The Service Manager will be responsible for records related to any subsequent risk 
assessments or action taken. These records should be treated as highly confidential and 
maintained securely and permanently. Only the Service Manager and the President of 
the Board of Directors will have access to these records. Suspected Abuse of a child by 
an Educator or a member of the Educators household. 

If a parent or Coordination Staff Member suspects that an Educator or a member of the 
educator’s household has abused a child in care, they should immediately contact the 
Service Manager of Five Star Family Day Care.  

1. The allegation will be documented, and the Mandatory Reporters Guide will be used to 
determine if the allegation meets the required reporting threshold.  
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2. The Service Manager will seek advice from the NSW Ombudsman regarding the 
investigation of the allegation.  

3. In the case of an allegation of Reportable Conduct, the Educator concerned will not 
provide Family Day Care until investigations have been completed.  

4. If an Educator or member of the household is convicted, deregistration will occur 
effective immediately.  

5. A Notification Form (Part A) will be completed and sent to the NSW Ombudsman and 
the Commission for Children and Young People (CCYP) within 30 days of the allegation 
being made.  

6. A notification advice form will also be completed and sent to the Educator. 

Suspected Abuse of a child by a Staff Member  

1. If a person suspects that a Staff Member has abused a child in care, that person should 
contact the Nominated Supervisor of Five Star FDC or the DEC General Public Helpline 
(132111).  

2. When advised of the allegation, the Nominated Supervisor/ will obtain a written 
statement from the person making the allegation with a full account of the incident. 
This will apply whether the incident is trivial, minor or untrue.  

3. Advice will be sought from the NSW Ombudsman regarding investigation of the 
allegation.  

4. In the case of Reportable Conduct, the Nominated Supervisor will liaise with the 
investigating parties so that an informed conclusion can be made. 

5. In the case of Reportable Conduct, the Staff Member may be suspended, without loss of 
pay, until the investigations have been completed.  

6. The NSW Ombudsman will need to be formally notified on the relevant notification 
form (Notification Form Part A) within 30 days of the allegation being made.  

7. A copy will also be completed and sent to the Commission for Children and Young 
People (CCYP).  

8. If the investigation proves the allegations are unfounded, the person subject to the 
allegations will be provided with full support and will be offered appropriate 
counselling.  

9. If a Staff Member is convicted, dismissal will occur effective immediately.  

10. Detailed records of the investigation and any disciplinary procedures must be kept for 
an unspecified time. An employee may make an application under the Freedom of 
Information Act 1989 to access the records held by the Service about the investigation 
into the allegation against the employee. 
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11. A notification advice will also be completed and sent to the Staff Member. 

 
General Information 
 
 If any indicators of Risk of Significant Harm (ROSH) are observed, Staff and Educators are 
advised to:  
 

1. Look for other indicators. 
2. Record indicators including dates, and direct observations or words spoken. 
3. Use the MRG (https://reporter.childstory.nsw.gov.au/s/mrg) as a guide to recognise the 

measures to take for the concern. 
1. Speak to a fellow Staff member or Coordinator about the indicators, or contact the 

Mandatory Reporter’s Helpline (132 111) to determine if the report meets the ROSH 
threshold. 

2. Staff and Educators should ask themselves: 
o What is it like for the child?  
o What are the consequences for the child?  
o Has the child been harmed?  

3. Notifications must be made if there is a belief held on reasonable grounds that a child is 
at risk of significant harm.  

If a child discloses to you that abuse is occurring:  
 

1. Listen to the child (let the child speak, do not talk for them). 
2. Use a calm reassuring voice at the child’s level.  
3. Don’t ask leading questions or pry. 
4. Believe the child.  
5. Don’t make promises you can’t keep. Don’t try to make it better.  
6. Comfort the child.  
7. Avoid expressing doubt, judgment or shock.  
8. Convey messages that it is not their fault, it was right to tell, it’s not OK for adults to 

harm children, they are not alone, it happens to others too.  
9. Tell them that you need to talk to other people whose job it is to help children to be 

safe.  
10. In the case of any abuse or neglect – do not alert the alleged offender about the 

disclosure. 

 

Ring 000 immediately if there is a life-threatening situation. 
 
 
Sources: 

o Training notes: CHCCHILD401A - – Identifying and Responding to Children at Risk of Harm 
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o The Education and Care Services National Regulations: Clause 84, Clause 273 
o  The National Quality Standard: 2.3.4,5.2.3,7.1.5  
o NSW Government’s Keep Them Safe website www.keepthemsafe.nsw.gov.au 
o Family and community services https://www.facs.nsw.gov.au/families/Protecting-

kids/mandatory-reporters    
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 Part 3: Quality Area Three 
Physical environment 
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Quality area 3: Physical environment 
The physical environment is safe, suitable and provides a rich and diverse range of experiences 
which promote children’s learning and development. 

3.1 The design and location of the premises is appropriate for the operation of a service. 

3.1.1 Outdoor and indoor spaces, buildings, furniture, equipment, facilities and resources are 
suitable for their purpose, including supporting the access for each child. 

3.1.2 Premises, furniture and equipment are safe, clean and well-maintained. 

3.2 The service environment is inclusive, promotes competence, supports exploration and learning 
through play. 

3.2.1 Outdoor and indoor spaces are organised and adapted to support every child’s 
participation and to engage every child in quality experiences in both built and natural 
environments. 

3.2.2 Resources, materials and equipment allow for multiple uses, are sufficient in number, 
enable every child to engage in play-based learning. 

3.2.3        The service cares for the environment and supports children to become environmentally 
responsible. 
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Indoor and outdoor activity 

Policy 

To provide an environment that is inclusive, promotes competence, independent exploration and 
learning through play. 

Procedures 

Five Star ensures that educators provide opportunities for children to be active everyday 
through a balance of planned and spontaneous active play.  Ensure all active play experiences 
are safe by providing an appropriate environment - ensuring all equipment is developmentally 
appropriate and well maintained and supervision is constant. Provide space, time and 
resources for children to revisit and practice FMS and engage in active play. 

Where the family day care educator’s home has a garden area, the garden area will be safe, 
secure and accessible to the children for play.  All outdoor activities are planned to occur in 
shaded areas and shade options can include a combination or portable, natural and built-in 
shade.  

Where the family day care educator’s home does not have any outside play area attached to 
the home, the family day care educator must show how children will get time outside.  For 
example, demonstrating the proximity of the home to a local park, playground or common area 
and developing a program plan that includes time spent outside. 

Family day care educators will develop plans that incorporate play inside and outside and using 
natural materials. 

Children shall not be restricted to only one room in the family day care educator’s home.  
Children must have regular access to the living areas of the family day care educator’s home. 

Safety 

Policy 

Children’s safety is essential at our service and will be the basis of our relationships, experiences and 
environment.  

Procedure 

Safety checks guide the health and safety standards of the family day care educator’s home. 

A prospective family day care educator’s home will be assessed against the Family Day Care 
Home Safety Checklist. The family day care educator’s home will continue to be monitored 
against the safety checklist through home visits. 

Family day care educators will take all reasonable steps to meet their safety obligations. These 
steps include:  
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❖ Complete the family day care educator safety check of their home regularly 

❖ Recognise the importance of maintaining a safe and hygienic environment 
❖ Be fully responsible for providing a safe work environment 
❖ Be alert to safety and health risks in the home and report these to staff 
❖ Observe all safety instructions, act safely - avoid unnecessary risk 
❖ Maintain a safe, tidy, and clean home  
❖ Provide stimulating activities and equipment that challenge children whilst maintaining 

a safe environment 
❖ Be alert to other factors that may influence the safety of their home for example, avoid 

rushing by managing your time to the best of your ability 

Guidance 

Whilst individual environments can be diverse, a consistent approach is evident throughout all 
homes. Staff, children and parents are reliant on the family day care educator to promote a 
happy and safe environment based on trust and preventative practice. 

Safety checks allow staff and family day care educators to assess the safety of the home. A 
home safety checklist developed by Kid Safe Family Day Care Safety Guidelines and adapted by 
Five Star Family Day Care, identifies areas/descriptions that gain specific selected points 
relating to safety and harm prevention. 

This home safety checklist includes an indoor and outdoor checklist which is to be done daily by 
the educator and on monthly home visits. It consists of hazard control indoors: such as stove 
fire, power points and hot water, and outdoors: backyard tools, plants and fencing. This forms 
the basis of both Safety checks used by staff and family day care educators.  

Another way of checking safety is through completing risk management, as it is a useful tool to 
identify and analyse potential risks and decide what the best type of treatment may be. 
Ongoing review is essential to ensure the risk treatment is the most appropriate action, which 
is done annually.   

A comprehensive safety and hygiene checklist has been created to check the individual risk 
factors in each part of educator’s homes. Therefore, each Five Star FDC educator has a risk 
assessment detailing the potential dangers in and outside of their homes. This includes a 
hazard checklist for each room of the care facility, if applicable, and any comments about how 
the risk factor is managed. This document is to be updated annually and the educator and 
service coordinator must both keep a copy. 

A risk assessment to identify potential emergencies for each individual educators’ the 
surrounding areas has also been created. It also includes a map of the surrounding roads, 
homes, schools, petrol stations and bus stops in the educator’s area. This document details the 
actions educators should take in case of an emergency, such as a storm or flood. To further 
guide and aid our educators during a time of a natural disaster. 
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Falls, slips and trips 

Falls are the most common cause of injuries to children less than five years, with the majority 
being head injuries and fractures. Any of the following examples could provide a potential risk; 
slippery/uneven floors, unsecure rugs, protruding/climbable furniture, stairs, cots, highchairs 
and play equipment.  

Burns and scalds 

Burns and scalds are a major cause of serious injury to children between 0 and 14 years. 
Children under four years, especially those aged between one and two years, are most at risk 
due to their increased mobility, natural curiosity and lack of awareness of the consequences.  

Poisoning  

Many products and materials that are used and kept in the home are poisonous to children. 
Poisonings can happen quickly, often when adults are distracted or not in the room. Toddlers 
are most at risk because of their tendency to put objects in their mouths.  

A notice detailing appropriate phone numbers for the Poisons Information Centre (13 11 26, 
Australia-wide, 24 hours a day; 7 days a week) and other relevant contacts in case of a 
poisoning, should be prominently displayed.  

❖ Poisonous substances 

Potential poisons can include medication, household cleaners, garden products, paint, 
petroleum products, alcohol, cosmetics, toiletries, e-cigarette cartridges, and other chemical 
substances. Safety recommendations include: 

- storing these items in original containers. 

- keeping out of reach and inaccessible to young children. 

- returning the poisonous item to a secure place immediately after use. 

❖ Poisonous plants and trees 

Poisoning from trees, shrubs and plants rarely causes death or serious injury in children. Safety 
recommendations include: 

- researching the plant/supplied or already existing in the gardens to ensure they are safe 
and low allergenic. 

- being aware that plants, which produce berries and seed pods, can be a choking hazard 
to children and risk managing accordingly. 

❖ Bites and stings 

There are several poisonous species of spiders in Australia, most commonly, the red back 
spider and the funnel web spider. Most spider bites do not result in death but may cause 
severe reactions. If a child is bitten, seek medical advice or call 000 immediately. Make sure 
that the play areas are consistently cleaned and if playing outside keep away from long grass, 
debris and/or household rubbish.  
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Insurance cover 

Policy 

To manage risk through prevention, risk management strategies and to ensure that any damage, loss or 
risk is appropriately covered by insurance 

Procedures 

Prior to commencing, family day care educators must provide proof of public liability insurance. 

Family day care educators are encouraged to contact their own insurance company to find out 
what actions, strategies and practices they can put in place to prevent potential claims. 

If an incident occurs, which may result in a claim (either against the family day care educator or 
Five Star Family Day Care), a report should be forwarded to staff immediately. 

The family day care educator is responsible for dealing with its own insurance company about 
any claims made. 

Guidance 

Five Star Family Day Care’s insurance policies do not include liability for damage caused to 
family day care educator’s property, including contents. 

Public liability insurance covers family day care educators from claims that may arise from 
caring for children from their premises as a small business operator.  While claims are to be 
avoided through safe practices, not all risks can be prevented.  Having proper insurance is 
important to manage the cost of claims. 

Providing a Child-safe Environment 

Policy 

To enable children to develop to their full potential by providing an environment that is positive, caring 
and safe, and meets the individual needs of each child and values parent participation. 

Procedures 

Five Star Family Day Care is required to ensure our services provide a child safe environment to 
minimise risk of harm and hazard to children attending education and care. Our Educators, 
Educator families, staff, Educator Assistants and volunteers are all fit and proper persons and 
have completed appropriate training. 

      Child Safe Standards 

Our service is committed to the safety and well-being of all children. We make child safety a 
top priority in our operations and build child safety in everyday thinking and practice. Five Star 
FDC has a zero tolerance for any abuse and discrimination and is committed to providing a child 
safe environment where children and their families are safe and they feel confident to speak up 
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if they are worried. Every person involved in our service understands their responsibility and 
roles to keep children safe. 

Our Service will take reasonable steps to ensure compliance with child safe standards and has a 
commitment to child safe standards by embedding them in our core values and code of 
conduct, which benefits our service by: 

● Reducing the risk of abuse and enable proper responses to allegation of abuse 
● Avoiding scope for doubt and indecision, which can lead to in action and tolerance of 

poor behaviour. 
● Enabling staff and volunteers to feel empowered to act in the best interests of children 

when they have safety concerns. 
● Giving parents comfort and confidence in the kind of culture, environment and 

experience they can expect for their child when engaging with our organisation. 
● Gaining valuable information about how children experience our organisation 

 
The Child Safe Standards are as follows: 

● Standard 1: Strategies to embed an organisational culture of child safety, including 
through effective leadership arrangements 

● Standard 2: A child safe policy or statement of commitment to child safety 
● Standard 3: A code of conduct that establishes clear expectations for appropriate 

behaviour with children 
● Standard 4: Screening, supervision, training and other human resources practices that 

reduce the risk of child abuse by new and existing personnel 
● Standard 5: Processes for responding to and reporting suspected child abuse 
● Standard 6: Strategies to identify and reduce or remove risks of child abuse 
● Standard 7: Strategies to promote the participation and empowerment of children. 
● Standard 8: Physical and online environments minimise the opportunity for abuse to 

occur 
● Standard 9: Implementation of the Child Safe Standard is continuously reviewed and 

improved 
● Standard 10: Policies and procedures document how the organisation is child safe 

 
We ensure all homes used by family day care educators will be assessed against the Home 
Safety Checklist.  

The family day care educator’s home is the “Environment” for children’s learning and, as such, 
it should:  

❖ Be organized 
❖ Provide opportunities to explore and learn 
❖ Reflect children’s backgrounds 
❖ Cater for each child’s physical and developmental needs 
❖ Stimulate curiosity, imagination, and creativity 
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❖ Allow for active exploration  
❖ Challenge children but still be comfortable and safe 
❖ Support the development of independence 
❖ Promote social cooperation 
❖ Provide space for quiet times 
❖ Help children to have positive interactions with adults both in the small groups of 

children and on a one-to-one basis 
❖ Be inviting and safe for families and children 
❖ Include plenty of toys, equipment, and activity materials 

Children should not be left to play in areas with no direct supervision. 

When making equipment, toys, creative art materials, and natural materials available to 
children, family day care educators will ensure that they are readily accessible. 

Family day care educators should provide children with some storage spaces to place their 
belongings. This helps with the child’s sense of well-being and identity.  

Five Star Family Day Care staff will provide on-site advice and further professional training and 
will monitor the home for safety on a regular basis. 

Guidance 

Our service will ensure that: nominated supervisors and staff members at the service who work 
with children are advised of the existence and application of the current child protection law; 
and any obligations that they may have under that law. 

All staff including educators, understand their obligations under the Child Safe Standards and 
Child Protection policy, and sign a Child Safety Code of Conduct. This code of conduct ensures 
that educators, staff and nominated supervisors adhere to the relevant legislation, standards 
and policy regarding Child Safety.  

Any staff who breach this Code of Conduct may be subject to disciplinary actions that could 
lead to suspension or even termination from the service.  

By understanding the developmental level and interests of each child, family day care 
educators provide appropriate experiences. Providing appropriate experiences and a nurturing 
environment enhances the child's self-esteem, confidence, choice and possibilities for learning.  
Each child's development and education and level of interest will be unique. 

Parents are the most important influence on the development and education of a child.  The 
relationship between family day care educators and parents is of utmost importance if the 
needs of the children are to be met. 

Open and positive communication between family day care educators and parents is 
encouraged at all times, and educators should respect the wishes and requests of parents to 
the best of their abilities. 
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Assessment, approval and reassessment of family day care homes 

Policy 

To ensure that all family day care homes and family day care venues are assessed for safety and risk 
before education and care is provided and at least annually to ensure that the health, safety and 
wellbeing of children are protected. 

Procedures 

Each home where a family day care educator will be providing education and care is checked 
for safety using a home safety checklist. Five Star Family Day Care uses a Home Assessment 
Checklist. The checklist is part of our risk management approach to child safety, as a useful tool 
to help identify and analyse potential risks, and to decide on the best type of treatment.   

Family day care homes are assessed before a family day care educator is engaged.  

If the assessment reveals any issues of concern, the person wishing to be registered as a family 
day care educator will be given the opportunity to address the concerns and given another 
assessment.  

After the family day care educator is registered with Five Star Family Day Care, home safety 
continues to be important. During each home visit, the coordinator will do a spot check. If the 
family day care educator is aware of any issue that might impact on the safety of the home (for 
example, plans to renovate or the need to undertake some significant repair work), the family 
day care educator should discuss this with the coordinator. Ongoing review is essential to 
ensure risk treatment is the most appropriate action.  

Annual review 

A complete home safety check will be conducted on or near to each anniversary of the date 
that the family day care educator was registered with Five Star Family Day Care.   

Premises, furniture and equipment to be safe, clean and in good repair 

During home visits, coordinators expect to see that the premises, furniture and equipment in 
use is safe, clean and in good repair.  Parts of the family day care home that are not available to 
children are not assessed by coordinators.  It is reasonable to remove furniture and equipment 
that is in need of repair to a part of the family day care home until it is repaired.  Family day 
care educators must ensure that children are not able to get to places where any broken items 
are stored. 

Fencing 

Not all family day care homes have their own outdoor area.  Where there is no outdoor space 
as part of the family day care home, Five Star Family Day Care requires family day care 
educators to ensure that outdoor activity is included in the educational program in other ways.  
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The outdoor area of every family day care home must be enclosed by a fence or barrier that is 
suitable for the purpose of keeping children safe.  Any fence or barrier must be of a height and 
design that children preschool age or under cannot go through, over or under it.   

Where a family day care educator is providing education and care in rented premises and the 
fencing has been determined as not suitable, the family day care educator may consider 
installing a suitable barrier inside the existing fence if the landlord is not agreeable to changing 
the fence.  

Furniture, materials and equipment 

Family day care educators must ensure that there is enough furniture, materials and 
equipment available for children in education and care.  Family day care educators do not need 
to have one of each item for each child in care; family day care educators must ensure that 
there are enough different activities available that are suitable for children.   

Five Star Family Day Care recommends that, when first commencing, family day care educators 
have a range of materials and equipment available that are suitable for the children that will be 
in their care.  If the children in care are mainly preschool children or under, then the following 
is recommended as a starter: 

❖ blocks 
❖ wheeled toys 
❖ balls (more than one) 
❖ books, especially board books and cloth books 
❖ soft toys 

If the children in care are mainly school aged children, then the following is recommended as a 
starter: 

❖ books, including books about nature and science 
❖ balls and bats for a range of games (such as cricket, tennis, baseball, soccer) 
❖ paper and art supplies (such as felt marker pens, colour pencils, crayons, glue) 
❖ board games 
❖ card games 

Laundry and hygiene facilities 

Every family day care educator must have a place to wash clothes and linens or access to a 
laundry.  Access to a laundry could include a shared laundry in a multi-residential building or 
using a local Laundromat. 

Where a laundry is in the family day care home, there must be safety measures in place to 
ensure that children are not exposed to harm or dangerous chemicals.  Many of the products 
used in a laundry can be toxic.  Some of the equipment in the laundry is also dangerous.  If 
children cannot be kept out of the laundry room or area (for example, access to the garden is 
through the laundry), then chemicals (including washing powder) must be kept out of reach or 
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behind locked doors.  Equipment (such as irons and ironing boards) must be stored securely so 
that children cannot pull them down.   

Toilet and hygiene facilities 

As family day care is provided in a normal family home, it is not possible to install a 
“developmentally and age-appropriate toilet”.  A normal toilet can be made more age-
appropriate for children preschool age or under by providing a step and using a child toilet 
seat.   

Children should be able to wash and dry their hands safely.  If the normal hand basin is too 
high, a step may help the child to reach.  For young children, the family day care educator 
would use a washcloth to clean a child.  Each washcloth should be used for only one child.  One 
way to ensure that there is no mixing of washcloths may be to have one colour for each child.   

Ventilation and natural light 

The family day care home should be well ventilated, have adequate natural light and be 
maintained at a temperature that ensures the safety and wellbeing of children.  

If a room used for children’s activities does not have a source of heating and cooling, the family 
day care educator should monitor the temperature in that room.  If the temperature becomes 
too hot or too cold, children should be in another area of the family day care home where the 
temperature is suitable. 

Animals in the environment 

Policy 

To ensure we provide a safe and hygienic environment that minimises the risk of a child being harmed 
by an animal. 

Educators are “encouraged to foster children’s capacity to understand and respect the natural 
environment and the interdependence between people, plants, animals and the land.” (NQS element 
3.2)  

Responsible ownership of pets, animals or birds that may reside at the Education and Care Service or 
visit the premises is vital. Role models of appropriate behaviours with animals and guidance in caring for 
the needs of animals is beneficial for children. This policy also considers the management of unwanted 
visitors such as pests and vermin. 

Five Star Day Care educators and staff will work together to: 

• Provide a safe, clean and humane environment for all animals and birds that visit or reside at the 
service 

• Ensure pest control measures are regularly undertaken, and 
• Ensure there are procedures in place for removing unwanted animals, pests and vermin from the 

premises. 
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Guidance 

Pets are a valued part of many families and access to pets in any Educators home can provide children 
in care with many positive learning experiences. Pets can be companions, and through helping to care 
for them children can learn about being responsible and treating animals humanely. 

At the same time, it is important to recognise that pets, in particular dogs, can pose significant risks to 
young children. Children may not have prior knowledge about “safe behaviour” with pets and they may 
be too young to regulate their behaviour around pets. Pets may lack familiarity with young children and 
the bustle of a normal family day care home may frighten, upset or over stimulate them. This is why 
young children are more at risk of being bitten by animals, as they have limited understanding of 
unpredictable animal behaviour.  

In developing a policy related to pets and domestic animals it is not the Five Star FDCs intention to ban 
animals from Educators homes or forbid contact for children. However, it is the shared responsibility of 
Management, Staff and Educators to consider children's health, safety and wellbeing as the priority. 

Procedure: 

 Children must be closely supervised when accessing any animal or pet at the service.  

❖ Any animal or pet kept at the service will be regularly fed, cleaned, vaccinated, have flea 
powder applied to them and be regularly checked for fleas and worms. Any animal in a cage will 
have its cage cleaned daily. Pet food must always be kept out of reach of children. 

❖ Animals or pets will not be allowed in any play area.  
❖ Animals or pets will never be taken into the food preparation area nor will they be allowed near 

the eating or sleeping area.  
❖ Educators must ensure that animals kept at their premises do not constitute a health or safety 

risk to the children in care (e.g. by causing an allergic reaction or infection) and will complete 
risk assessment paperwork in relation to the visit. 

❖ Anyone who has handled the animal or pet will immediately wash their hands after they have 
finished handling the animal or pet. 

❖ Children’s animals or pets will only be allowed in the service when permission has been granted 
by the Family Day Care Co-coordinator and Family Day Care educator. If an animal is brought to 
the service when families are collecting children, it must be left at the gate far enough away so 
children cannot touch the animal through the fence.  

❖ How to properly care for animals and how to treat them appropriately will be included in the 
program. 

❖ Children who have a fear of animals should be treated with special care. A gentle, slow 
introduction for the child and the pet is needed and the needs of the child must be considered 
first. 

❖ If pets have been indoors, furniture and floors are to be vacuumed and cleaned before children 
arrive into care. 

❖ Pets (as per motor Vehicle Policy) are not to travel in the car with Family Day Care children. 

Educators who own pets must complete a pet risk assessment including the information about their pet. 
This information includes the appropriate immunisation records and different hazards and procedures 
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to follow. If children must have access to the animal, the risk assessment emphasizes on minimising the 
spread of disease, e.g. hand-washing after touching the animal. 

Animals and Birds Other than Pets or Invited Visitors  

There are situations that may spontaneously occur, involving animals. For example, there may be a 
situation where an animal or bird has made its way into the education and care service.  Educators may 
use this as a spontaneous learning experience for the children.  

At all times they will ensure the safety and wellbeing of the children. If an animal or bird is potentially 
dangerous, such as a snake or spider, educators will contact an appropriate authority for assistance. In 
NSW, this authority is the National Parks and Wildlife Service - 1300 361 967 (8.30am – 5.00pm) or NSW 
Wildlife Information, Rescue and Education Service Inc on 13 000 WIRES - 13 00 094 737.  

The animal’s movements should be monitored to ensure a speedy and efficient capture by a 
professional, but priority is to be given to educator, child and family safety. At no time is the potentially 
dangerous animal, insect or bird to be approached or touched by educators, children or families. 

Pests and Vermin 

Pest control will occur at the education and care service on an annual basis. Educators will monitor any 
occurrences in the service to determine the success of control measures.  

• If pests and vermin are seen, educators will advise the nominated supervisor. The approved 
provider is responsible for arranging additional pest control visits.  

• Where appropriate, educators discuss with children safety issues relating to dangerous products, 
plants, vermin and objects. 2/2 Policy Review Date: July 2013 Animals in the environment Links 
to other policies  

Sources  

o Community Child Care Co-operative (NSW) 
o Kidsafe NSW Inc – www.kidsafensw.org.au 
o NSW Department of Health - www.health.nsw.gov.au/factsheets/general/ pettingzoo_fs.html 

Guide to the National Quality Standard (3) ACECQA (2011)  
o Health and Safety in Children’s Services Model Policies and Practices – 2nd Ed. revised (2003) 

www.community.nsw.gov.au/docswr/_assets/ main/documents/childcare_model_policies.pdf  
Kidsafe NSW Inc – www.kidsafensw.org.au 

o Staying Healthy in Child Care – Preventing Infectious Diseases in Child Care - 4th Ed. 2006 

Links to 

o Education and Care Services National Regulations: 103, 168  
o National Quality Standards/Elements: 2.1.4, 2.3.2, 3.2 
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Road safety  

Policy 

Educators are to ensure each child's physical safety whilst being conveyed in a private vehicle. To meet 
2011 Education and Care Services Regulations, Australian Standards and comply with the Roads Traffic 
Authority of NSW ‘Guidelines in the use of Child Restraints.’ 

Guidance 

Every year children are admitted to hospitals with severe injuries from low speed vehicle run 
overs. In some cases, these injuries are fatal. 9 out of 10 low speed vehicles run over incidents 
involving a parent, relative or friend. Small children can be impossible to see from inside a car, 
especially if they are immediately behind it. The rear vision in most cars has a blind spot of up 
to 3m behind the car – this can easily obscure a child. Even if your car has parking sensors or a 
video camera fitted, you may not notice a small child until it is too late to stop. 

It is required by law that all drivers must hold a full 1A licence and have current Car Registration 
(including Third Party Insurance). An Educator must have their child seat anchorage points and 
fittings checked and certified by an Authorised Restraint Fitting Inspector (White slip) annually. 
Children must not be transported in a vehicle that has not undergone a safety check and 
obtained a white slip.  

Procedures 

Driveways  

● Do not allow children to use the driveway as a play area.  

● Make access to the driveway from the house difficult for a child, possibly using security 
doors, fencing or gates.  

● Hold children’s hands whenever you are near vehicles.  

● When moving a vehicle, ensure that all children are holding the hand of an adult or are 
securely separated from the driveway or road.  

● If you are the only adult at home and need to move a vehicle, even only a small 
distance, place children securely in the vehicle while you move it.  

● Always walk around the car and check before moving it – even if you think children are 
secured indoors. 

Seatbelts and child restraints 

The child safety seat should display one of the Standards Australia symbols (Standard AS1754) 
indicating that it has passed official laboratory crash tests. Child restraints including capsules, 
child car seats and boosters must be installed according to the instructions of the restraint 
manufacturer and the vehicle manufacturer. 
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Second-hand car seats are not to be used if there are cracks in the frame, the buckle is 
inoperative, if the straps are frayed or if the Australian Standard symbol is not visible. Car seats 
can only be used for up to ten years after the date of manufacture.  

Child restraints should be checked by the Educator for appropriate fitting whilst being used by 
a child. All back seats should be filled first, and no adult should be seated in the back while a 
child occupies the front seat. Children must never be left alone in vehicles for any reason. 

One of the reasons road trauma is the leading cause of injury is that children are being placed 
in the wrong child car seat for their age and size or the seat is incorrectly used or fitted. 
Research has shown that approved and properly fitted child car seats may reduce the risk of 
death or serious injury by up to 70%. The following is a table informs us to which seat is right 
for what aged child: 

Category  Requirements  

Children under 6 
months 

● rearward-facing child car seat with an in-built harness. 

Children aged between 
6 months and 4 years 

● rearward-facing child car seat with an in-built harness, OR  

● forward-facing child car seat.  

Once the child has outgrown the rearward-facing seat, they can be 
moved to a forward-facing seat with an inbuilt harness. Children should 
be at least 6 months before they move into a forward-facing car seat. 
They should stay in a forward-facing child car seat until they are at least 
4 years old. Children have outgrown their child car seat when the child’s 
shoulders have reached the shoulder height marking. Children aged 
from 4 years but under 7 years old cannot travel in the front seat of a 
vehicle with 2 or more rows, unless all other back seats are occupied 
with children younger than 7 years. 

Children aged between 
4 and 7 years 

● forward-facing child car seat, OR 

● booster seat used with an adult lap-sash seatbelt.  

When the child has outgrown the inbuilt harness in the forward-facing 
child car seat, they can move to a booster seat that uses the adult lap 
sash seatbelt. Children have outgrown their forward-facing child car 
seat when the child’s shoulders have reached the shoulder height 
marking. It is recommended that child accessory harnesses (“H” 
harness) only be used with booster seats where there is a lap only seat 
belt. Type G child car seats can accommodate children with an inbuilt 
harness from 6 months to 8 years. 
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Children aged 8 years 
and above 

Best practice guidelines recommend that children aged over 7 years stay 
in their booster seats until they have outgrown them. Children have 
outgrown their booster seats when the child’s shoulders have reached 
the shoulder height marking. Children need to achieve good adult seat 
belt fit before moving into an adult seatbelt. Use the 5-Step Test below 
to check when a child is ready for the adult seat with an adult seat belt. 

Kidsafe Family Day Care Safety Guidelines 2020 

 

 

 

Glass 

Policy 

To ensure that any glazed area of a residence where children are provided with education and care is 
safe for children 

Procedures 

Each home where a family day care educator will be providing education and care is checked 
for safety using a home safety checklist.  This includes an assessment of all glazed areas in the 
home. 

Glazed areas must be assessed to determine if they are: 

❖ Accessible to children. 
❖ Lower than 0.75 meters from the floor. 

If a window or door made of glass is not accessible to children and is higher than 0.75 metres 
from the floor, then – as a rule – no special attention is required.  This is to be determined 
during the Home Safety Checklist. 

All doors and windows that are lower than 0.75 metres from the floor and are accessible to 
children must be made safe for children8.  There are three ways that this can be done:  

❖ The glass can be safety glass, which is a stronger style of glass that will be less likely to 
break and, if it does break, is less likely to shatter into shards which could seriously 
injure a child.  In some cases, this type of glass is required by the Building Code of 
Australia and any such window must have safety glass. 

 
8 Regulation 117(2) 
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❖ If safety glass is not required by the Building Code of Australia, the glass could be 
treated with a product that prevents the glass from shattering if broken.  This is usually 
a film that can be applied to the glass. 

❖ Another option is to create a barrier so that children are prevented from falling against 
or striking the glass. 

Equipment and toys 

Policy 

To safeguard the health and well-being of children during activities by ensuring equipment and toys are 
selected and used appropriately. 

Procedures 

Equipment, toys and furniture will be safe for use by children.   

Avoid using toy storage containers with lids that could crush fingers or entrap a child. 

All equipment and toys must be maintained in a thoroughly safe, clean, hygienic condition and 
in good repair always.  This includes large outdoor play equipment and nursery equipment 
(such as cots and highchairs). 

Family day care educators are directed not to use baby walkers, bouncers and playpens.  These 
items are not safe.  If more information is required, please ask Five Star Family Day Care staff.  

Five Star Family Day Care staff monitors the safety of equipment and toys through regular 
home visits.  Five Star Family Day Care staff regularly obtains updated information from 
recognised and relevant safety authorities about selecting, installing and maintaining 
equipment and furniture, and share this information with family day care educators. 

Five Star Family Day Care staff is available to provide advice on the safety and suitability of 
equipment and toys.  If an issue about the safety of a toy or equipment becomes known, Five 
Star Family Day Care staff will inform family day care educators and families. 

Appropriate toys, equipment and materials 

Family day care educators should have access to the equipment and toys required to provide 
appropriate play and learning experiences for the individual needs of children.  It is recognised 
that not all family day care educators can have all possible equipment and toys.   

Parents may make suggestions about suitable equipment and toys, but family day care 
educators have the final say in whether to purchase such items.   

Family day care educators make plans for activities.  In the planning process, family day care 
educators are encouraged to think about the equipment, toys and materials to be used and 
ensure that equipment, toys and materials:  

❖ Are developmentally appropriate. 
❖ Are relevant to the child's interests and skills. 
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❖ Are culturally appropriate and diverse. 
❖ Made of materials that give children the opportunity to work with wood, recyclable 

materials, as well as toys and other things. 
❖ Encourage the children to explore freely and creatively.  
❖ Made available in enough quantities for children to avoid excessive competition. 
❖ Are of a non-violent nature. 
❖ Are available for a full range of experiences including indoor, outdoor, quiet, active, 

messy, cognitive and all other areas of play. 

Family day care educators will provide a selection of toys and activities that children can always 
choose from. 

Equipment, toys and materials  

Prior to commencing, all family day care educators must purchase a basic supply of equipment 
and toys.  Five Star Family Day Care recommends that the basic set include: 

❖ blocks – wooden or plastic but not too small 
❖ a ball and if possible, a few balls so that children can have one each 
❖ Some soft toys like teddy or dolls.  This might include some soft puppet toys 
❖ a tea set 
❖ a children’s table with some chairs 
❖ a few cars or trucks but not too small 
❖ a few books ranging from story books for older children and baby books made of cloth 

or cardboard 

The basic supply can be supplemented by borrowing toys and equipment from the Five Star 
Family Day Care Toy library.  All family day care educators have access to the Toy Library.  A list 
of all items is available by request. 

Five Star Family Day Care lends equipment on condition that equipment is used only for its 
intended purpose and is stored and maintained appropriately.  If the equipment is intended for 
indoor use, it must be stored indoors.   Family day care educators must care for equipment and 
return equipment in a reasonable and clean state.  

The length of time for the loan can be negotiated at the time of lending.  Equipment can be 
borrowed for extended periods of time.  If equipment is not in use, family day care educators 
should return it to Five Star Family Day Care.  

All items are to be returned in a reasonable and clean condition.  Before returning equipment, 
family day care educators will clean and disinfect the equipment thoroughly. 

Family day care educators will be charged the cost of cleaning if items are returned in a dirty 
and unhygienic state and an equipment loan fee will be charged in the future. No further 
borrowing will occur until the cleaning fee is paid. 
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Family day care educators are not to transfer equipment between themselves.  Five Star Family 
Day Care staff check returned equipment for safety before it is lent to another family day care 
educator. 

When equipment is borrowed, it is the family day care educator’s responsibility to collect the 
equipment and to return it when it is no longer required.  Five Star Family Day Care staff are 
not able to transport equipment for family day care educators.  

Family day care educators must regularly check equipment in their home to ensure it is 
maintained in a safe condition.  If equipment is broken, worn or not operating probably, family 
day care educators will report to Five Star Family Day Care staff.  Sometimes, equipment 
breaks.  If this happens, family day care educators should return the equipment to Five Star 
Family Day Care as soon as possible.  

Family day care educators are not charged if equipment wears out in the normal course of 
ordinary use.   

In cases where equipment is lost or destroyed and it is not from normal wear and tear, family 
day care educators will be charged for the cost of fixing or replacing the equipment.  If items 
are repairable, the family day care educator will be charged for the repairs.  If items are not 
repairable, the family day care educator will be charged the full replacement cost.  The family 
day care educator should not attempt to repair equipment or have another person repair the 
equipment. 

Guidance  

Appropriate toys and other materials assist and further extend children in a play situation. 

Appropriate toys, equipment and other materials provide opportunities for children to develop 
motor skills and demonstrate competency. 

As children get older, children demonstrate their growing skills by sharing equipment and space 
safely. 

Water safety 

Policy 

To maintain the safety and well-being of children by closely supervising water play and restricting access 
to pools and other bodies of water to prevent drowning or near drowning. 

Guidance 

Drowning is one of the major causes of accidental death for children aged 0-4 years. For every 
drowning death there are eight non-fatal drowning events. According to the Royal Life Saving 
Society of Australia, an annual average of 30 drowning deaths of children aged 0-4 years occur 
in swimming pools, and 5 drowning deaths of children 0-4 years in bathtubs/spas. 
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Therefore, children need constant attention and supervision when they are near water to 
prevent drowning. Family Day Care Educators, in their professional role as teachers, mentor 
and protector of young children will follow procedure and take steps to prevent child accidents 
relating to water. 

Procedures 

No child will be permitted to swim while in care. This includes swimming in a home pool, a 
public pool, at the beach or any other public waterway. 

The family day care educator will arrange for his or her own child to have swimming lessons at 
times when children are not in care. 

A family day care educator cannot take a child to swimming lessons regardless of whether the 
parent consents. Parents must make their own arrangements to take their child or children to 
swimming lessons.   

Water play and paddling are encouraged as supervised activities. Water play is where a child 
puts their hands into containers of water or pours water from one container to another. 
Paddling is where a child's body is in very shallow water. Children may play under a sprinkler. 
Children must always be closely supervised during any water play. 

Water activities involving sprinklers, hoses and soaker hoses are endorsed, and are an 
important way to promote water confidence in young children. 

Although home swimming pools are the most common site for drowning, young children can 
drown in just a few centimetres of water. Common items such as buckets, pots, water tanks, 
water features, water troughs, water play equipment, fishponds, or even a pet’s water bowl 
are all potential hazards for young children. 

Water play containers are NOT to be filled above 15 cm and must be emptied after use and 
stored in such a way that prevents the collection of water. All water containers must be stored 
out of the reach of children.   

HAZARD CHECKLIST: 

❖ Be sure that the home is checked for all possible sources of water or liquid that could be 
dangerous to a child. 

❖ Check the garden after rain or watering and empty water that has collected in holes or 
containers that could constitute a drowning hazard.  

❖ Store wading pools/clam shells to prevent the collection of water, e.g., upright.  

❖ Check pool gates are locked/secure each morning before children arrive. 

❖ Ponds and water features in gardens can be dangerous to children.  Care should be 
taken to make ponds and water features safe.  This could be by putting a fence around 
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the water feature.  If a pond is accessible to children, it must have heavy reinforced wire 
placed no lower than 2cm below the surface of the water. 

Family day care educators who have a pool or spa must comply with the following: 

❖ All pools and spas must be completely enclosed by a fence that complies with the 
relevant Australian Standard (currently AS1926-1986 and AS2818-1985) 

❖ All pool equipment/chemicals must be inaccessible to children 
❖ The pool must not be directly accessible from the house 
❖ All windows that access the pool must not open more than 100mm 
❖ Any object that could assist a child to climb up and over a fence or operate any gate, 

door or window must be removed 
❖ A notice detailing resuscitation procedures must be permanently attached to a fixture 

within the pool area 
 
EXCURSIONS: 
 
❖ An educator must conduct a risk assessment if an excursion is in the vicinity of a water 

hazard. The nominated Supervisor will consider the request based on the information 
in the risk assessment and adult/child ratios (refer to Excursion policy).  

 
Never leave children unsupervised around water. 

 

Environmental sustainability 

Policy 

To develop awareness of environmental sustainability so that staff, educators and children are able to 
think and act in ways to meet their immediate needs, without jeopardising future generations to meet 
their own needs.  

Guidance 

Educators have a responsibility to make education for sustainability part of everyday practice, a 
holistic approach that integrates all aspects of sustainability into our service. Children need to 
feel a part of the natural world for them to appreciate and take joy from it. As educators of 
communities of the future, our children, it is our responsibility to instill ideals and knowledge 
relating to environmental sustainability in ways that ensure our environment is valued now and 
well into the future.  

Procedures 

❖ Coordination unit is to develop an environmental sustainability management plan 
outlining goals, practises and outcomes. This is to be reviewed at staff meetings 
regularly. This plan is to be developed in consultation with families, children, staff and 
educators.  
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❖ Appliances are to be turned off when not in use.   

❖ Lights are to be turned off when not in use.  

❖ Computers are to be put into a lower power state when not in use.  

❖ When purchasing new appliances, consideration is given to energy rating, and where 
affordable, choose the appliance with the higher environmental performance.  

❖ Heating is limited to necessary areas only and heaters are switched off when no longer 
necessary.  

❖ Where possible correspondence is to be emailed to educators and families rather than 
copying onto paper.  

❖ Notes and newsletters are to be photocopied double sided.  

❖ Old documents are to be shredded and recycled or composted.  

❖ Recycling bins are to be provided in offices.  

❖ Cardboard boxes are to be squashed down and recycled. 

❖ Recycling of garbage is to be sorted and placed into Council recycling bins 

❖ Coordination unit is to liaise with the Council to successfully implement environmental 
and recycling programs and inform educators of these programs. 

❖ All efforts are made to conserve water. 

❖ Conservation and recycling are to be incorporated into the program for the children. 
Recycled materials are used as part of dramatic play, exploration and for craft activities.  

❖ Families are encouraged to provide environmentally sustainable lunch boxes, i.e., limit 
convenience, pre-packaged foods and reusable containers are used.  

❖ Natural play spaces are to be provided and experiences involving natural materials are 
part of the program.  

❖ There is to be a balance between indoor and outdoor experiences.  

❖ Children are to be involved in all aspects of conservation within the service. 

❖ Coordination units and educators are to engage in mutual support in promoting 
environmental sustainability. 

Source: National Quality Standard: Quality Area 3.2, 3.3. 

 Kinsella, R. 2007. Greening services: Practical Sustainability. Early Childhood Australia. 
Volume 14 No 3 
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Electronic media 

Policy 

The use of any electronic media device whether they are electronic and or battery operated used in the 
provision of education and care are to be used to contribute to the education and care of children 

To manage and guide children’s access to electronic media (television, DVDs, videos, computers, smart 
phones, and other things)  

Procedures 

Family day care educators should consult with parents about the use of electronic media.  
Where it is agreed that a child may use electronic media, the family day care educator must 
ensure that the material is appropriate for the child using the equipment and any other 
children in the general area. 

Programs involving violence are not to be viewed under any circumstances.  

Educators will discuss ‘media issues’ with parents at their first interview. This discussion should 
include TV viewing and music listening habits of the children in care, as well as the children’s 
access to computers, games, books, newspapers, magazines and any other written or 
electronic materials. Media/technology use will be part of the parent/ educator Agreement. 

Our service also supports limiting the amount of time children spend engaging in screen time 
and sedentary behaviour for recreational purposes. The family day care educator must limit the 
use of television and other electronic media, including video games. 

Children are encouraged to leave their personal game machines, such as iPads and tablets, at 
home and not to bring them to care.  Activities in family day care aim to be inclusive and there 
may not be enough game machines for all children to engage in that activity. 

Children spending time on the internet should always be supervised. 

When children are cared for overnight or in the evening, the family day care educator’s family 
television (or other media) viewing must be suitable for children. 

Television, video or DVD can be used for quiet times. The television must be selectively used 
with the children but for not longer than 45 minutes to an hour. It may not be used as a 
background activity or general diversion for the children.   

Guidance  

Five Star Family Day Care believes that the early years are an important developmental time.  
Developmental science suggests that children may be the most vulnerable between birth and 
school age to certain negative effects of media use such as obesity, aggression, fear, and sleep 
disturbances. 

Children develop better brain function through activities that involve other people and working 
with things.  An important part of a child’s early development is problem-solving.  Activities, 
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both indoors and outdoors, help children to develop their sense of being, belonging and 
becoming.  

According to the Munch & Move policy screen time is recommended for each child age group: 

- Infants (birth to a year): screen time is not recommended 

- Toddlers (1-2 years): for those under 2, screen time is not recommended but for those 
over 2 years sedentary screen time should not be more than 1 hour; less is better 

- Pre-schoolers (3-5 years): sedentary screen time should be no more than 1 hour in total 
throughout the 24-hour period; less is better 

The amount of time spent on screen, in general, should be reduced, and the educators need to 
discuss with children the role of screen time in their lives to support them to make healthy 
choices. Educators are encouraged to model appropriate screen behaviours to the children and 
promote the productive sedentary experiences for rest and relaxation. Educators, under no 
circumstances, use the screen as a reward or to manage challenging behaviours. 
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Part 4: Quality Area Four 
Staffing Arrangements 
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Quality area 4: Staffing Arrangements  
Staffing arrangements create a safe and predictable environment for children and support 
warm, respectful relationships.  Qualified and experienced educators and coordinators 
encourage children’s active engagement in the learning program.  Positive relationships among 
educators, coordinators and staff members contribute to an environment where children feel 
emotionally safe, secure and happy.  

4.1 Staffing arrangements enhance children’s learning and development and ensure their safety and 
well-being.  

4.1.1 The organisation of educators across the service supports children’s learning and 
development. 

4.1.2        Every effort is made for children to experience continuity of educators at the service.  

4.2 Management, educators and staff are respectful and ethical. 

4.2.1 Management, educators and staff work with mutual respect and collaboration, and they 
challenge and learn from each other, recognising each other’s strengths and skills. 

4.2.2 Professional standards guide practice, interactions and relationships. 
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Code of conduct 

Policy 

To provide a thorough code of conduct guidelines, including professional standards to guide our 
practices, for all staff to follow and adhere to. 

Procedures 

Five Star Family Day Care applies the principles found in the Early Childhood Australian Code of 
Ethics to establish appropriate ethical behaviours for staff, Educators, children, parents, 
guardians, volunteers and the Coordination Unit.    

In this Code of Ethics, it is clear that the protection and welfare of children are paramount, and 
it is the responsibility of all professionals to speak out against any unethical practices.  

Respect:  

Five Star family Day Care respects the rights of children, Educators, staff and families. We 
understand that children are active citizens from various cultural backgrounds. We welcome 
their differences and respect these differences in our practices.  

Confidentiality: 

All information collected by any member of the scheme, as a part of her/his role in the scheme 
must be treated as highly confidential unless when required by law to disclose. This includes 
information about Children, Parents/Guardians, and Members of the scheme. 

Discrimination: 

Behaviour which discriminates, harasses, threatens the safety of children, Educators, families 
and / or staff members will not be tolerated at Five Star Family Day Care.  

Treatment:   
❖ All children must be treated equally regardless of ability, gender, religion, culture, family 

structure, or economic status. Children with disabilities or have a second language are 
encouraged to participate fully in programs provided by the service. Specialist support 
avenues will be provided for these children to assist them with their needs.  

❖ Create and maintain safe, healthy environments, spaces and places, which enhance 
children’s learning, development, engagement, initiative, self-worth, dignity and show 
respect for their contributions.  

❖ Acknowledge the uniqueness and potential of all children, in recognition that enjoying 
their childhood without undue pressure is important.  

❖ Acknowledge the holistic nature of children’s learning and the significance of children’s 
cultural and linguistic identities.  

❖ Acknowledge children as competent learners and build active communities of 
engagement and inquiry.  

❖ Honor children’s right to play, as both a process and context for learning.  
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In relation to families, I will 
❖ Respect the uniqueness of each family and strive to learn about their culture, structure, 

lifestyle, customs, language, beliefs, and kinship systems. 
❖ Develop positive relationships based on mutual trust and open communication. 
❖ Develop shared planning, monitoring and assessment practices for children’s learning 

and communicate this in ways that families understand. 
❖ Be sensitive to the vulnerabilities of children and families and respond in ways that 

empower and maintain the dignity of all children and families. 
❖ Maintain confidentiality and respect the right of the family to privacy. 
❖ Acknowledge that each family is affected by the community contexts in which they 

engage. 

In relation to colleagues, I will: 
❖ Encourage my colleagues to adopt and act in accordance with this Code and take 

affirmative action in the presence of unethical behaviors.  
❖ Build collaborative relationships based on trust, respect, and honesty.  
❖ Acknowledge and support the personal strengths, professional experience, and 

diversity, which my colleagues bring to their work.  
❖ Make every effort to use constructive methods to manage differences of opinion in the 

spirit of collegiality.  
❖ Share and build knowledge, experiences, and resources with my colleagues. Collaborate 

with my colleagues to generate a culture of continual reflection and renewal of high-
quality practices in early childhood.  

In relation to students/Volunteer, I will: 
❖ Implement strategies that will empower students to make positive contributions to the 

workplace.  
❖ Maintain confidentiality in relation to students. 
❖ Must respect and follow policy and procedure as well as code of conduct of Five Star 

Family Day Care. 

In relation to myself as a professional, I will:  
❖ Work within the limits of my professional role and avoid misrepresentation of my 

professional competence and qualifications. 
❖ Base my work on contemporary perspectives on research, theory, content knowledge, 

high-quality early childhood practices and my understanding of the children and families 
with whom I work. 

❖ Seek and build collaborative professional relationships. 
❖ Acknowledge the power dimensions within professional relationships. 
❖ Mentor other early childhood professionals and students/volunteers. 
❖ Advocate in relation to issues that impact on my profession and on young children and 

their families. 

In relation to my employer, I will:  
❖ Support workplace policies, standards and practices that are fair, non-discriminatory 

and are in the best interests of children and families.  
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❖ Promote and support ongoing professional development within my work team.  
❖ Adhere to lawful policies and procedures and, when there is conflict, attempt to effect 

change through constructive action within the organization or seek change through 
appropriate procedures.  

Participation of volunteers and students on practical placements 

Policy 

To provide for the participation of volunteers and students on practical placements 

Procedures 

All volunteers and students on practical placements must have: 

❖ a current Working with Children Check 
❖ Completed approved training in anaphylaxis management, emergency asthma 

management and first aid. 

Five Star Family Day Care does not generally provide opportunities for volunteers or students 
as the office does not provide education and care to children.  Education and care are provided 
to children by family day care educators.   

Each family day care educator may make their own arrangement for students or volunteers to 
work with them or observe.  Before any volunteer or student commences a placement with a 
family day care educator, the family day care educator must advise Five Star Family Day Care.  
The information required about the volunteer or student is: 

❖ Full name, address, and date of birth of the volunteer or student 
❖ Contact details for the volunteer or student which must include a phone number but 

may also include an email address 
❖ Details of the days and hours that it is proposed that the volunteer or student attend 
❖ Details of any relevant qualifications the volunteer or student already has and of any 

relevant qualification that the volunteer or student is working towards 
❖ Evidence that the volunteer or student has completed approved training in anaphylaxis 

management, emergency asthma management and first aid 
❖ The identifying number and expiry date of the volunteer or student’s Working with 

Children Check 

Volunteers or students may be registered with Five Star Family Day Care as family day care 
educator assistants.   

Volunteers or students who are not registered with Five Star Family Day Care as family day care 
educator assistants must not be left to supervise children without the family day care educator 
present.  
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Assessment and Registration of family day care educator, assistants 
and household members 

Policy 

To support the fair and unbiased selection of family day care educators and engage applicants with the 
skills, knowledge and qualities who understand their rights and responsibilities to provide a high-quality 
service 

Procedures 

Definitions 

Applicant  is a person applying to become a family day care educator. 

Unsuccessful applicant  is a person who has applied but has not successfully passed one 
stage of the recruitment process.  All unsuccessful applicants are 
notified in writing. 

Becoming a family day care educator 

Five Star Family Day Care will recruit educators who have the requisite skills, knowledge and 
qualities for the provision of quality childcare. 

Educators and their assistants must be at least 18 years of age to work with a family day care. 
They must also have evidence that they are fit and proper to be in the company of children. 

Educators should be respectful and ethical individuals who value their work as they have a 
passion to enhance children’s learning and development and ensure their safety and wellbeing. 

Five Star Family Day Care advertises to recruit new experienced and passionate family day care 
educators. Applicants may contact Five Star Family Day Care even if there is no current 
advertisement. 

Five Star Family Day Care provides applicants with information about becoming a family day 
care educator.  The information will help you and your family to understand the roles and 
responsibilities of being a family day care educator and implications for your home. Applicants 
should consider the impact on their homes and families before applying to become a family day 
care educator. 

Applicants must address the selection criteria including two references. 

Applicants from all backgrounds are welcome but applicants must have a good understanding 
of the English language for record keeping requirements and information sharing. People from 
all cultures are encouraged to apply. Applicants with another language have an additional skill, 
which is a highly valued advantage to the community. 

Applicants must successfully complete the recruitment process including an Induction and a 
commitment to ongoing professional development. Family day care educators are independent 
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contractors.  Successful applicants to work as family day care educators will enter into a written 
contract with Five Star Family Day Care. 

Family day care educators can determine their own hours of work.  Five Star Family Day Care 
prefers to have family day care educators who can provide at least two days each week and 
care for at least two children.  The actual number of days and the number of children will be 
determined by the assessment of family day care educator capacity. 

Application Process 

Unsuccessful applicants are notified in writing via email. 

First step: complete an application form and additional information 

To start the application process, all applicants complete the family day care educator 
application form and provide information that addresses the selection criteria. 

Application forms and selection criteria are available from the Five Star Family Day Care office. 

Second step: invitation to interview 

All applications are read, and applicants are invited for an interview based on the quality of 
their application.  Any applicant not invited for an interview is an unsuccessful applicant and 
will be notified in writing. 

Applicants are interviewed by Five Star Family Day Care staff.  Written comments of interview 
answers are recorded with the application.  Applicants who are not successful at the end of the 
interview stage will be notified in writing. 

Third step: Checking references 

The applicant’s referees will be contacted to discuss and confirm details provided by the 
applicant.  Applicants who are not successful at the end of the referee stage will be notified in 
writing. 

Fourth step: Evidence of qualification 

Applicants must provide evidence that they have met or will meet the following requirements:  

● Safety Check of the home 
● Essential equipment and toys 
● Medical Check - original 
● First Aid (HLTAID004) certificate 
● CPR certificate 
● Australian Business Number (ABN) 
● Provider Digital Access (PRODA) number 
● Police Check 
● Family Day Care Insurance 

● Working with Children check (WWCC) for 
all people residing in the home over 18 
years of age 

● Public Liability Insurance -Certificate of 
currency 

● Car restraint check (where applicable) 
● First Aid kit 
● Certificate III or Diploma 
● Car registration 
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Becoming a family day care educator Assistant 

Family day care educator Assistants are independent contractors who enter into a contract or 
agreement with the family day care educator.  Family day care educator Assistants must be 
registered with Five Star Family Day Care but are not required to enter into a written contract 
with Five Star Family Day Care. 

The family day care educator Assistant will be nominated for registration with Five Star Family 
Day Care by a person who is a family day care educator or is applying to be registered with Five 
Star Family Day Care.   

❖ The family day care educator Assistant is a contractor to the family day care educator.  

❖ The family day care educator is responsible for paying contract fees to the Assistant as 
they agree between themselves.   

❖ Five Star Family Day Care anticipates that family day care educators will not charge 
parents a separate fee for the services of a family day care educator Assistant. 

❖ Family day care educator Assistants can determine their own hours in consultation with 
the family day care educator that they assist.   

Five Star Family Day Care can, upon request, provide applicants with information about 
becoming a family day care educator Assistant. The information will help the Applicant and the 
family day care educator to understand the roles and responsibilities of being a family day care 
educator Assistant and implications for the family day care educator. 

Family day care educator Assistants must successfully complete the recruitment process 
including Induction and must demonstrate a commitment to ongoing professional 
development. 

Working with Children Checks 

Policy 

To safeguard the wellbeing of children by ensuring family day care educators and any person aged 17 
years or over who reside in their homes hold a current Working with Children check. 

Procedures 

Who should have a Working with Children check? 

❖ Applicants  
❖ Family day care educators as part of the annual review 
❖ All the people who live in the applicant’s home who are aged 18 years and over.  This 

includes:  
o Any adults who live in rented areas on the applicant’s property or land 
o Any visitors who stay with the family day care educator in the family day care 

educator’s home if the stay is for more than six (6) weeks. 
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A Working with Children Check is a prerequisite for anyone in child-related work.  It involves a 
national criminal history check and a review of findings of workplace misconduct.  When a 
person applies for a Working with Children Check, the person will either receive a clearance to 
work with children for five years or a bar against working with children.  People who get the 
clearance are able to work with children and are monitored.  Any new record could result in a 
Working with Children Check being revoked.  

The five-year working with Children Check costs $80 for people in paid work.  (The cost may be 
reviewed, and the current cost should be verified at the time that you apply.) 

New South Wales introduced the Child Protection (Working with Children) Act 2012 and the 
Child Protection (Working with Children) Regulation 2013.  All new Family Day Care Educators 
applying to join Five Star Family Day Care must have a Working with Children Check.  

To apply for a Working with Children Check, go online to 
http://www.kidsguardian.nsw.gov.au/working-with-children/working-with-children-check   

and follow the links to “New Working with Children Check”.  Applications are made online. 

If you have a volunteer clearance, you don’t need to apply again for a paid employment check. 
You just have to change from volunteer to paid employment by updating your details and 
paying at an RMS office. 

It is a criminal offence for an adult person to be authorised as an educator or to live at the 
educator’s home if the person does not hold a Working with Children Check clearance.  
Criminal charges can be avoided by applying for the Working with Children Check.9 

Five Star will keep a record of the Working with Children Check number on the Register of 
Family Day Care Educators, on the Staff Record, on the Family Day Care Educator staff record.  
This information will include the expiry date.   

Where Family Day Care Educators have children living with them, it is their responsibility to 
ensure that the children obtain a Working with Children Check when they turn 18. 

Police checks 

Criminal history is considered to check the suitability of persons working with children. 
Requirements to check criminal history set in place safeguards that help ensure people working 
with children are suitable for the role, having regard to the security, health, safety and welfare 
of those children.  

❖ Five Star FDC has amended the need for police checks for family day care educators. 
The working with children checks includes national police check and review of findings 
of misconduct involving children. It also has to be updated every 3 years. 

 
9 The new Working with Children Sector Guide, December 2013 
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Register of family day care educators and assistants 

Policy 

We aim to ensure the safety, health and wellbeing of all children attending our service. As part of our 
efforts, we assess our FDC educators, FDC educator assistants and those residing at a FDC residence as 
fit and proper persons prior to approval, and on a regular basis throughout their approval period. 

Procedure 

Five Star Family Day Care shall keep a register of each family day care educator and family day 
care educator Assistant10. The register will be kept at Five Star Family Day Care’s principal 
office. 

Record keeping is an integral part of the management of a service. Importantly, it can support 
quality education and care, as well as safety and wellbeing for children. A service’s register of 
FDC educators, co-ordinators and educator assistants lists how these staff members meet 
requirements, including first aid and working with children checks. 

Five Star Family Day Care shall keep the register up-to-date and ensure that the information is 
always accurate and kept in a safe and secure place.  

All family day care educators sign an agreement upon registering with Five Star Family Day 
Care. The agreement and the Act and the Regulations requires that family day care educators 
provide the information to be kept in the register. If any changes arise to the Educator’s or 
assistant’s circumstance, they are to inform the service and the relevant changes to the 
registers will be made. 

Register for family day care educator 

The register shall include: 

❖ The full name, address and date of birth of the family day care educator 
❖ The contact details of the family day care educator 
❖ The address of the residence or approved family day care venue where the family day 

care educator will be providing education and care to children as part of Five Star Family 
Day Care’s service.  (This must include a statement as whether the place is a residence 
or a venue) 

❖ visit their residence for check if it meets the safety standards, complete the compliance 
report 

❖ the date that the family day care educator was engaged or registered with Five Star 
Family Day Care 

❖ where applicable, the date that the family day care educator ceased to be engaged or 
registered with Five Star Family Day Care 

❖ the days and hours when the family day care educator will usually be providing 
education and care to children  

 
10 Regulations 153, 154 and 163 
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❖ evidence of: 
o must have a completed Cert III in Early Childhood Education and Care, but can 

have any other relevant qualifications 
o if applicable, any qualification that the family day care educator is actively 

working towards 
o evidence of completed and current training in: 
o approved first aid training (HLTAID004) 
o CPR (updated every year) 
o medical examination 

❖ evidence of any other training completed by the family day care educator 
❖ Child Protection refresher 
❖ a record of the identifying number and expiry date for a Working with Children check 
❖ 100 points ID (license and passport) 
❖ Police check (criminal record check) 
❖ If the education and care is provided in a home: 

o the full names and dates of birth of all persons aged 18 years and over who 
normally reside at the family day care educator’s home 

o the full names and dates of birth of all children under 18 years who normally 
reside at the family day care educator’s home 

❖ for each adult referred to above, a record of: 
o that person’s identifying number of Working with Children Check, for those over 

18 years of age 
o the date that such record was sighted by Five Star Family Day Care staff 

❖ have to partake in induction training before starting care 
❖ for each child in care: 

o child’s name and date of birth 
o days and hours that the family day care educator usually provided education and 

care to that child 

Register for family day care educator Assistant 

Family day care educator assistant is a person who is engaged by the family day care educator 
to provide the family day care educator with assistance.   

The register shall include: 

❖ The full name, address, and date of birth of the family day care educator Assistant 
❖ The contact details of the family day care educator Assistant 
❖ 100-point check ID (passport and license) 
❖ The name of the family day care educator to be assisted by the family day care educator 

Assistant 
❖ the date that the family day care educator Assistant was engaged or registered with 

Five Star Family Day Care 
❖ where applicable, the date that the family day care educator Assistant ceased to be 

engaged or registered with Five Star Family Day Care  
❖ evidence of completed and current training in: 

o approved first aid training (HLTAID004) 
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o CPR (updated every year) 
o Police check 
o Medical check 
o evidence of any other training completed by the family day care educator 

Assistant 
❖ A record of the identifying number and expiry date for a Working with Children check 

and the date that the check was sighted by Five Star Family Day Care staff  
❖ Authorisation from each family for assistants to work with children. 
 

Induction of family day care educators 

Policy 

Our FDC educators are registered on the basis of their suitability to provide high quality education and 
care and meet the needs of the service, the children and their families. Educators are expected to meet 
the standards set by the National Quality Framework, families, and the community. 

Family day care educators have rights and responsibilities. These rights and responsibilities 
must be clearly understood. Orientation ensures that family day care educators know their 
rights and responsibilities. 

Family day care educators must keep their knowledge and understanding of their rights and 
responsibilities up to date at all times.  Rights and responsibilities can change over time.  
Induction begins the process of learning and understanding rights and responsibilities.  Further 
information and training and development opportunities are available to family day care 
educators.  Family day care educators are responsible for ensuring that their knowledge is up-
to-date and current. 

Induction begins the process of learning about rights and responsibilities and is presented in 
two stages: (1) Induction and (2) Initial home-based assessment with a field worker in the 
family day care educator’s home.   

Induction   

At Induction, family day care educators will be provided with the following documents: 

❖ Family day care educator agreement 
❖ Policy and Procedures Handbook (USB) 
❖ A package including all forms in current use, such other documents as are considered 

necessary, appropriate or helpful 

At Induction, family day care educators will be given information about:  

Family day care educator agreement, the obligations, responsibilities and expectations that 
arise from the family day care educator agreement including: 

❖ The role of the coordination unit in providing support to family day care educators 
❖ Coordinators’ roles and home visits and monitoring of family day care educators 
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❖ The structure of Policy and Procedures and how to use it to help provide a quality 
service with a comprehensive introduction to every part but particularly focusing on:  

o Service standards and expectations 
o Occupational Health and Safety for both family day care educators and Children  
o Training and professional development for family day care educators  
o Education and recreational programs for children  
o Financial and administrative requirements including:  
o Fees 
o Online timesheets training 
o Childcare subsidy 

Initial Home-based Assessment   

During initial assessment, the coordinator (CDO) will:  

❖ Complete the yearly home compliance risk assessment 
❖ Provide information on the support provided to the family day care educator including:  

o Program planning 
o Toy library  
o Playgroups   

❖ Ensure that the family day care educator understands her/his obligations and 
responsibilities including placing children in care. 

❖ Record-keeping and reporting 
❖ Allowing home visits by coordinators  

Induction is a minimum of two days but may take up to two weeks, depending on the 
educator’s readiness. Family day care educators will not be paid for the minimum two days 
Induction. 

Family day care educators are not required to sign the family day care educator Agreement 
before Induction but must sign before commencing as family day care educators. 

Providing information, assistance and training 

Policy 

To maintain service quality by providing information, assistance and training to educators, assistants 
and coordinators and offering professional development opportunities to keep skills, knowledge and 
expertise up to date and relevant. 

Procedure 

Identifying training 

Five Star Family Day Care will appoint a suitable person to be the Educational Leader.   

In consultation with family day care educators and with the assistance of coordinators, the 
Educational Leader will identify opportunities for skills development and establish a training 
plan at least annually. 
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The Educational Leader will prepare a professional development training checklist based on the 
National Quality Standards, the requirements of the Act and the Regulations, the Early Years 
Learning Framework and the Framework for School Aged Care in Australia.   

Coordinators provide information to family day care educators during home visits.  
Coordinators and family day care educators discuss training and the training checklist.  
Feedback from these discussions helps inform the educational leader of training that the 
checklist lacks.   

Coordinators may identify a training need in a family day care educator and can request the 
family day care educator attend training or professional development to improve their work 
practices.   

Expectations 

Family day care educators are expected to attend all training that Five Star Family Day Care 
offers.  Five Star Family Day Care recognises that this is not always possible.  Some training is so 
important that participation by family day care educators will be compulsory. Family day care 
educators who do not attend compulsory training may be in breach of their contract with Five 
Star Family Day Care and may be suspended for failing to attend training. Five Star Family Day 
Care will offer training throughout the year.   

Five Star Family Day Care will determine the training is essential to the National Quality 
Standards. 

Other training, in the main should focus on: 

❖ Health, safety, and wellbeing of children 
❖ Professional development of family day care educator 
❖ Complying with the requirements of Five Star Family Day Care 

Family day care educators are expected to complete all training identified and show 
improvements in practice during the year. 

Family day care educators will need to seek training from outside agencies, where training is 
not offered by the Five Star Family Day Care team. 

Where training is offered by the Five Star Family Day Care team, the family day care educator 
may have to pay a small fee to assist in covering a facilitator’s fee.  Fees charged for training 
provided by outside agencies will also need to be covered by the family day care educator. Fees 
will be applied regardless of attendance as it is expected that you will make yourself available 
for the following training session on the same topic. 

When attending training, it is expected that family day care educators will attend the whole 
session and use the learnt skills in the workplace. 

Skills development can be achieved by attending training and can be achieved or enhanced in 
other ways. 
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Family day care educators are encouraged to access written materials, gain information from 
staff or other family day care educators, use the internet, or seek information from other 
agencies. The SunSmart App reports daily UV times which are promoted to guide staff, parents 
and children behaviour. 

Annual Reviews 

Policy 

To maintain service quality and confirm Family Day care educators continue to comply with the 
requirements of the service. 

Procedures 

To enable the service to comply with the Federal Government requirements for Child Care 
Subsidy and Network support funding, all Family Day care educators must comply with the 
expectations in the National Standards and the Quality Assurance Practice Guide 

To meet these requirements and renew the family day care educator Agreement, Family Day 
care educators are reviewed annually to check the following: 

❖ Safety Check of the home 
❖ First Aid kit equipment available and stocked 
❖ Essential equipment and toys 
❖ No new medical issues of concern 
❖ Public Liability Insurance -Certificate of currency 
❖ Car restraint check (where applicable) 

❖ A current agreement is in place 
❖ Training and professional 

development obligations are up to 
date 

❖ Police check for all people residing 
in the home over 17 years of age, 
and anyone residing in the home 
for more than six weeks 

Upon successful completion of the Annual Review the family day care educator Agreement 
execution will be signed again by the parties. 

Unsuccessful registration 

If any of the above requirements are not successfully achieved by the family day care 
educator, an improvement plan will be developed and signed. 

A probation period will be introduced, and improvements reviewed in three months. 

After 3 months, if improvements have not been satisfactorily achieved, steps may then be 
taken to cancel the family day care educator Agreement.  When a family day care educator 
agreement is cancelled, the family day care educator is no longer authorised to provide 
care on behalf of Five Star Family Day Care.  The family day care educator may continue to 
provide care to children if the family wishes but the family will not be eligible for CCS and 
will be liable for the full cost of such childcare.   
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Family day care educators must contact staff as soon as possible if they have any problems 
complying with the requirements. 

Parents of children in care whose family day care educator fails to comply with the 
requirements will be contacted by staff and given 48 hours’ notice (more if possible) to 
offer alternative care for their child.  

Child Care Subsidy (CCS) 

All families are eligible to receive Child Care Subsidy from the Family Assistance Office. 

It is the parent’s responsibility to contact the Family Assistance Office about their Child Care 
Subsidy. 

The Family Assistance Office will send Five Star Family Day Care an Assessment notice, which 
states the family’s CCS percentage, and the eligible hours of care. 

The eligible hours of care set by the Family Assistance Office sets the hours of care for the child 
and that care cannot be increased unless the family is in crisis. 

Special Child Care Subsidy 

Special Child Care Subsidy assists families who are in financial crisis. 

Eligible families must meet the Commonwealth Department requirements.  Ask for more 
details at the Five Star Family Day Care office if you think you may qualify. 

Family in crisis 

Families in crisis might need more hours of childcare. 

Parents must speak to staff as soon as possible to discuss ways the service may be able to assist 
them. 

Parents must inform the Family Assistance Office who approve payment for care and who must 
approve payment of additional hours. 

24 Hour care 

Although 24-hour care may be available, the circumstances where CCS will be paid for 24-hour 
care are extremely limited.   

To get CCS paid for 24-hour care, families must get approval from Five Star Family Day Care 
staff before any 24-hour care is provided.  An arrangement between the parent and family day 
care educator is not enough and may result in problems with CCS payment.  If CCS is not paid, 
the parent must pay the full cost of any care provided.24-hour care will only be eligible for CCS 
where there are:  

❖ Work-related demands (such as conferences or training) 
❖ Short term incapacity of parents (for example, the sole parent is in hospital or needs to 

be at the hospital with a child’s brother or sister) 
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❖ Short term emergency (bereavement or sickness in family) 
❖ Doctor’s advice accompanied by appropriate documentation 

Families can only apply for 24-hour care for a limited number of times.  (Currently, fourteen 
(14) care periods per year, per child with CCS.)   

Some extensions may be possible in some circumstances. Contact Five Star Family Day Care 
staff for more details.   

Maximum Number of Children in Care 

Policy 

To maintain service quality and confirm details in relation to the maximum number of children in care as 
stated in the National Standards for Five Star Family Day Care. 

Procedures 
Definitions  

Child over preschool age  means a child who – 

(a) Is enrolled or registered at a school; and 

(b) Attends, or in the current calendar year will attend, school in the 
year before grade 1 or in grade 1 or a higher grade 

Child preschool  

Age or under  means a child under the age of 7 years who is not a child over 
preschool age  

Maximum numbers  

A family day care educator must not educate and care for more than seven (7) children at a 
family day care residence or approved family day care venue at any one time11. 

No more than four (4) children can be pre-school age or under at any one time.  This means 
that a family day care educator will only ever be providing education and care to a maximum of 
four (4) incredibly young children.  If there are seven (7) children in care, the other three 
children must be children over preschool age.   

When counting children, all children are counted.  This means the children over preschool age 
and children preschool age or under.   

The family day care educator’s own children who are under the age of 13 years will be 
included.  Other children in the family day care home who are under the age of 13 years will be 
included.  Other children in the family day care home could include foster children.   

 
11 Regulation 124(1) 
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Family day care educators may have a spouse, partner, relative or close friend present to look 
after the family day care educator's own children in the home or on an outing.  Foster children 
may be in foster care on a short term or a permanent basis If there is another adult present 
who is caring for these children and the children are clearly not in the care of the family day 
care educator, then these children are not counted.   

Children that are visiting a family day care educator’s home as part of an excursion and are 
with their own family day care educator are not included in the count of children.  

Caring for children of friends and family  

Family day care educators may care for the children of their friends, family, neighbours and 
other family day care educators.  These children must be registered with Five Star Family Day 
Care.   

NB In every situation where CCS is claimed, the care arrangement must be a genuine care 
arrangement. This means that the fee charged must be a realistic and commercial fee and that 
the families are paying the full amount of the gap fee left after payment of the CCS.   

What are the new changes for family day care undertaken by relatives? 

The Minister’s rules set out a number of circumstances whereby there is no eligibility for Child 
Care Subsidy (CCS) which are already covered under current Family Assistance Law mechanisms; 
however, there is a new rule relating to conditions for continued approval which relate 
specifically to the provision of care by a family day care educator to relatives. The rule states 
that:  

“it is a condition for continued approval in relation to an FDC service that the provider ensures 
that less than 50% of the children to whom any FDC educator is providing care within any CCS 
fortnight at the service are related to the FDC educator as:  

(a) a niece or nephew; or 

(b) a cousin; or 

(c) a grandchild (including a great-grandchild).” 

It is important to note that the ratio is applied across the whole fortnight and not to one 
particular session of care. For a child to be counted in the ratio they would only need to 
undertake one session in that fortnight. 

For example: 

● if an educator cares for two of their nephews during the fortnightly reporting period, they must 
also at some point throughout that fortnight care for at least three non-relative children. 

● If an educator cares for one grandchild during the fortnightly reporting period, they must also at 
some point throughout that fortnight care for at least two non-relative children. 
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Overnight care 

Each child in overnight care must have a bed or mattress and must not share the bed with 
another person. 

Children in overnight care are not to share rooms unless they are siblings or of the same sex 
and similar age. 

Paying fees 

Policy 

To provide information to families and family day care educators about their rights and responsibilities 
when paying fees and claiming CCS. 

Procedures 

Setting fees 

Family day care educators set fees with parents. Five Star Family Day Care provides a 
recommended range of fees.  Any fee agreed between the family and the family day care 
educator must also be agreed to by Five Star Family Day Care.  

Five Star Family Day Care will refuse to agree to a fee that is unreasonable. This is usually 
because the fee is too high.  

The family day care educator charges an hourly rate for care. Five Star Family Day Care charges 
an hourly rate for the services and support that Five Star Family Day Care provides to the family 
day care educator and the families and children. The cost of childcare is:  

$childcare cost =Number of hours in care X Educator’s hourly rate + Five Star Family Day Care 
hourly rate 

Parents are responsible to pay the cost of childcare.  The Government helps parents to pay 
their childcare costs by paying Child Care Subsidy (CCS). CCS is usually collected on behalf of the 
family by Five Star Family Day Care and paid to the family day care educator.  Any amount that 
is not paid by the CCS must be paid by the family.  This is usually called the Gap Fee.   

If, for any reason, the Government does not pay the CCS or it takes the CCS back, then the 
parent must pay the full amount that is the cost of childcare.  

Paying fees 

Family day care educators collect fees from parents. The amount payable by the family is the 
Gap Fee that is the amount that is left to be paid after the Government has paid the CCS.  Fees 
can be collected weekly or fortnightly. Family day care educators and parents may agree on 
fortnightly or weekly payment as it suits them.   

Parents may be asked to pay a security deposit at the start of the care arrangement.  The 
amount of the security deposit will be negotiated with the educator and not the service.  The 
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highest amount that could be charged as a security deposit is an amount equal to four weeks at 
the agreed hourly rate without any CCS considered.  

Once the first period has been processed, it will be clear what amount of CCS is paid by the 
Government and what the Gap Fee is that the family must pay.  It is reasonable to use the first 
period as the guide to set the weekly or fortnightly amount to be paid.  

Families are responsible for paying childcare fees. For most families, this will be paid partly as 
CCS and partly as a Gap Fee payment by the family to the family day care educator.   

If Family day care educators are accepting fees in the form of cash, then they are required to 
provide receipts to families. It is important that there is a record of the amount that the family 
has paid. If there are no receipts providing proof of payments made by the family to the family 
day care educator, Five Star Family Day Care may amend CCS claims that have been submitted 
so that the fee charged is the same as the CCS paid.  

Fees are still payable if the child is away on holidays. The holding fee is the same as the normal 
rate (100% on contracted care).  The holding fee must be paid before the holiday period.  The 
holding fee keeps the child's place until care resumes.  Parents who choose not to pay the 
holding fee may choose to cancel their place but will have to apply again when they return and 
may be subject to waiting periods. 

Fees are still payable when a family decides to end a care arrangement. The fees are payable 
for two weeks after the family tells the family day care educator or Five Star Family Day Care 
that they are ending the arrangement.  If the child is removed from care during that two-week 
period and placed with another educator, the other educator will be entitled to the CCS. This 
means that the family will be paying the full cost of care for this notice period. 

Timesheets or attendance records 

Timesheets or attendance records collect information about the hours of care used and other 
relevant services provided (such as meals or travel and other things).  Timesheets may be the 
basis of the childcare cost payable by parents and the CCS paid by the Government. If the child 
is absent for more than 2 weeks due to sickness or other calamities (not travel), and they do 
not return by the next week, Five Star will process the fortnight, but the payment will be held. 
If the child does come back the following week after their absence payment will be released.  

Signing children in and out of care  

Any person putting a child into or collecting a child from care must sign the child in and out on 
an online website, through the educator’s device. By entering their individual pin, the 
timesheet will record upon arrival and upon departure at the Family Day Care Educators’ home. 
This is an important record that is used to determine: 

❖ The hours that the child attended care 
❖ Where the child is 
❖ Who is responsible for the child’s health and safety 
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Every time a child comes into care, the person delivering the child must sign into the timesheet 
showing the time that the child was delivered to care.   

Every time a child leaves care, the person collecting the child must sign into the timesheet 
showing the time that the child has left care.   

❖ When an Educator takes a child to school or kindergarten, the Educator must sign the 
time that the child was delivered to school or kindergarten.  

❖ When an Educator collects a child from school or kindergarten, the Educator must sign 
the time that the child came into the Educator’s care.  

❖ When the parent delivers or collects the child, it is the parent that must sign the 
timesheet. 

❖ When an authorised nominee or a person authorised by the parent delivers or collects 
the child, it is that person that must sign the timesheet. 

An Educator must never sign in with the parent’s pin.  When an Educator signs the timesheet, it 
must be their own pin that they put in the timesheet.  

Once a child is signed out of care 

The responsibility for the child belongs to the person who signed the child out even when 
contracted hours have not expired, or if the person collecting the child remains on the Family 
Day Care Educators’ premises as a friend or visitor. 

Once the child is signed out of care, the child is no longer covered by the Family Day Care 
Educator's duty of care or insurance. 

Once a child is signed out of care the child is not to remain at the Family Day Care Educators' 
home unless the parent or authorised person is also present and is supervising the child. If care 
continues, the child must be signed back into care.  This makes it clear that the Educator is 
responsible for the child’s health and safety. 

Family Day Care Educators must sign children in and out of care on the device when picking up 
or dropping them from routine excursions. They must sign children in and out if responsibility 
for children passes to Five Star Family Day Care Coordinators or staff or any properly 
authorised emergency personnel. 

Timesheets 

Timesheets are checked online every day and before a Coordinator visits an Educators home. If 
a child is found to be in the care of the Educator and there is no timesheet showing the time 
that the child was signed in, the following consequences apply: 

A. On the first occasion that a Coordinator finds that there is a child in care and the 
timesheet has not been signed for that child as being in attendance, the Educator will 
be given a warning.  The warning will be given in person and it will be noted on the 
home monitoring visit form and a copy will be placed on the Educator’s file.  

B. On the second occasion that a Coordinator finds that there is a child in care and the 
timesheet has not been signed for that child as being in attendance, the Educator will 
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be given a second warning, which is noted on the file as above and there must be an 
unscheduled visit to that Educator within the next three months to check that there is 
compliance with the timesheet recording requirements.  

C. On the third occasion that a Coordinator finds that there is a child in care and the 
timesheet has not been signed for that child as being in attendance, the Educator will 
be required to pay a $500 bond that will be held by Five Star Family Day Care in a 
separate bank account.    

D. If there are no further breaches of timesheet recording requirements within six months, 
the $500 bond can be repaid to the Educator along with any interest that has accrued.  

E. If there is a fourth occasion that a Coordinator finds that there is a child in care and the 
timesheet has not been signed for that child as being in attendance, the bond is paid to 
Five Star Family Day Care (as a forfeit) along with any interest and the Educator is 
terminated. 

Payment summaries 

Five Star Family Day Care sends parents a payment summary at regular times.  This will be at 
least once every three months but can be more frequent.   

The payment summary is a record of the care that was provided to the child or children, the 
cost of the care, and the amount that was paid by the government.   

If parents believe that there are errors in the information set out in their summary, they should 
contact Five Star Family Day Care as soon as possible.   

Financial hardship 

If families are experiencing financial hardship, help may be offered for a short period.  Any 
request for such help must be made through the Nominated Supervisor.  Each case will be 
determined on its merits.  Families cannot assume that they will be given extra time to pay 
fees.   

If a family is not able to pay the fees and the family day care educator agrees, the fee for 
childcare may be reduced so that it is the same amount as the CCS paid by the Government.    

Non-payment of fees 

If fees are overdue by more than one (1) week, care may be denied, and the place offered to 
another family.  The security fee paid by the parent can be used to pay unpaid fees  

When fees are not paid and the family day care educator is concerned about the non-payment, 
Family day care educators may act to get fees paid.  Any action taken must be done only after 
talking to Five Star Family Day Care staff about the options and suitable action.   

Collection action might be: 

❖ A letter from Five Star Family Day Care staff to parents 
❖ Referring the debt to a Debt Collection Agency to collect outstanding fees 
❖ Commencing court proceedings to recover the debt 
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Parents can avoid collection action by talking to the family day care educator or Five Star Family 
Day Care staff about the financial difficulties.  Options might include: 

❖ Negotiating a payment plan.  The payment plan must ensure that current fees are paid 
as well as overdue fees 

❖ Ending the care arrangement  
❖ Suspending the care arrangement for an agreed period 
❖ Reducing the hours of care 

Children will not be placed with another Five Star Family Day Care educator if there are unpaid 
fees and no arrangement has been made  

Records 

✍ Enrolment forms: 
❖ Must be completed prior to a child commencing care 
❖ Contain all relevant information to relating to the child 
❖ Should be updated annually to ensure all information remains current or as required 
❖ Are supplied to the relevant family day care educator when a child starts care 

✍ Timesheets 
Timesheets are accessible online.   

Parents are required to sign in or sign out with the Educators device (i.e., iPad, mobile phone, 
etc.) which has access to the internet. Where a parent has forgotten to sign in/out their child, 
the family day care educator should inform the Five Star Family Day Care office immediately 
and keep in mind the time the children did enter for care.  

Timesheets are completed by the parent/guardian and they will enter their individual pin to the 
educator’s device, and this will automatically sign them in or out. Educators and their assistants 
also have access to a pin, but this pin in no circumstances be shared with anyone as it is non-
compliant. Sharing of pins will result in serious consequences, i.e. immediate suspension. 

Parents are required to sign children in and out of care each day and the accessibility of it being 
online means the staff at the office can be notified immediately when the children are in care. 
It is required that parents and educators sign in on time, especially when educators drop 
off/pick up kids from school. If there is any issue with signing in/out, the educator should 
inform the office immediately and we will see if the matter can be handled. 

A family day care educator will not receive the Child Care Subsidy payment until the family day 
care educator is able to submit the signed timesheet. Completed Timesheets are to be 
delivered to Five Star Family Day Care weekly. Any timesheet not submitted by us will not be 
processed. Timesheets are processed fortnightly and the latest time submitting a completed 
timesheet is Monday before 8.30am after the close of the fortnight. 
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Family day care educators who deliver/collect children from school or kindergarten must sign 
the children in and out on the timesheets when the child leaves their care and when the child 
returns to their care. 

Absences are recorded on timesheets. 

✍ Other records 
Medication record 

This form must be filled out by both parent and the family day care educator daily (see 
Administering medication) 

Medication records must be kept by the family day care educator 

Incident, injury, trauma or illness records  

Family day care educators must keep Incident, injury, trauma or illness records for any incident 
occurring during care. Incident, injury, trauma or illness records must be signed by both the 
family day care educator and parent. 

Copies must be handed to staff for any serious incident. 

Excursions/Outing records  

Written authority from the parent is required when a family registers with the family day care 
educator on the Enrolment during initial registration and the Parent/Educator Agreement. For 
any non-routine outings, parents must sign the Non-routine excursions form. 

Authority should be updated as required. 

Length of time to keep records  

Records must be kept for 3 years from the end of the calendar year in which the relevant care 
was provided. Personal records of children must be kept until the child turns 21 years. 

Family day care educator’s records must be kept for the life of the family day care educator 
Agreement and for 3 years from the end of the calendar year beyond that time. 

Visitors to the family day care home 

Policy 

When visitors are present in the family day care educator’s home, safeguards are put in place to ensure 
the health, safety and wellbeing of children. 

Procedures 

A visitor is a person visiting the family day care home but does not include: 

❖ Members of the child’s family 
❖ the family day care educator 



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 144 
  

❖ the family day care educator assistant 
❖ members of the family day care educator’s family who normally live in the family day 

care home  
❖ Coordinators or staff members of Five Star Family Day Care.   

All visitors must complete the Record of Visitors form if:  

❖ The visitor enters the family day care home, and 
❖ Children, who are in care are present. 

Friends and family members must complete the ‘Record of Visitors’ form, which is in the 
educator programming book, if all of the criteria set out above are met. Other family day care 
educators who visit must also complete the Record of Visitors. 

Visitors who enter the family day care home to undertake work (for example, reading a meter 
or making a repair) must complete the Record of Visitors because they have entered the family 
day care home.   

Visitors do not need to complete the Record of Visitors when the visit occurs at a time when 
there are no children present being provided with education and care.  

Visitors who do not enter the family day care home (for example, a delivery person) do not 
need to complete the Record of Visitors.  

During a visit, visitors are not to assume responsibility for or supervise children. Family day care 
educators are to maintain a high level of supervision whilst visitors are present. Family day care 
educators must not leave children in the care of a visitor unless authorised to do so by the 
Nominated Supervisor.  

Visitors are responsible for any children they have brought with them and must always 
supervise those children properly. Educators must not allow visitors to negatively impact the 
educational program. 

It is the family day care educator’s responsibility to ensure visitors adhere to Five Star Family 
Day Care requirements. Visitors who visit the family day care home during time when children 
are in education and care must not be offered alcohol and must not consume alcohol.   

There are no circumstances where it is allowable for visitors to sleep in the same room as 
children who are in the home to be provided with education and care. 

Any breach by visitors may be deemed a breach by the family day care educator, which may 
result in action being taken against the family day care educator.  

A person aged 18 years or older who visits the family day care home for an extended stay may 
be asked to provide evidence of a current Police Check, WWC or relevant overseas 
documentation. Each case will be assessed on its own set of circumstances. However, in every 
case where the family day care educator is planning to provide accommodation to a visitor for 
longer than 6 weeks, Five Star Family Day Care will require a Police check, WWC or relevant 
overseas documentation. 
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Five Star Family Day Care and parents must be notified as soon as the family day care educator 
is aware of any long-term visitor that will be staying in the family day care home. If a parent 
objects to a person visiting the family day care home – whether living in the family day care 
home or otherwise – Five Star Family Day Care will investigate and may require the visitor to be 
banned. 

Monitoring, Support and Supervision of educators 

Policy 

To regularly monitor family day care educators' work and home to maintain the quality of the service, to 
provide support to promote professional development and to supervise the safety, health and wellbeing 
of children.  

Procedures    

Five Star Family Day Care aims to visit each family day care educator at least once per month. 
Additional visits may be scheduled on request, from either staff or the family day care 
educator. Coordinators may visit a family day care educator as many times as they consider 
necessary. If a family day care educator is concerned that the number of visits is disrupting 
their routine, the family day care educator can take up the issue with the Nominated 
Supervisor.  

Five Star Family Day Care also conducts unannounced visits to educator’s homes during 
educator’s hours of work. This is a requirement to ensure educators are caring for the children 
and all other requirements are up to standard when not aware of coordinators making a visit.  

During a visit to the family day care educator’s home, coordinators should be able to observe 
the standard of care in progress. Visits can occur anywhere that care is taking place and may 
include the home, school, playgroups, or parks. 

Clear, open and honest, communication on all sides ensures a successful home visit. 
Coordinators will support the family day care educator in a non-judgmental way. 

If the family day care educator is having difficulties, coordinators will assist the family day care 
educator to identify possible solutions.  

Quality of care 

The National Quality Standards are: 

1. Educational program and practice 

2. Children’s health and safety 

3. Physical environment,  

4. Staffing arrangements,  

5. Relationships with children,  
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6. Collaborative partnerships with families and communities,  

7. Leadership and service management. 

Under each of the Quality Standards there are elements which provide more detail about the 
quality standards. These Policy & Procedures have been written with the National Quality 
Standards in mind.   

The Quality Improvement Plan also builds on the National Quality Standards. This has been 
provided to educators as well as the standards to track their progress. 

During home visits and in training courses, coordinators will link the National Quality Standards 
to the activities, projects, advice and assistance that is provided.  

Observing children in care 

During home visits, coordinators will observe and interact with the children. This may be to 
help identify and discuss children's developmental and educational needs with parents and 
family day care educators. Coordinators may suggest activities to extend learning and 
behaviour management issues. 

Supporting family day care educators in all areas 

During home visits, coordinators and family day care educators may discuss issues including 
children's needs and experiences, parent issues, community perception, professional 
development and administrative requirements, policy and procedures and any other area 
where issues may arise. 

Both positive and constructive feedback will be recorded so that both the family day care 
educator and coordinator can monitor progress and skill development. 

Maintaining records 

A record is kept of each home visit. These records are all processed through the iAuditor app. 
The records are stored in such a way that, at each visit, the coordinator can review the notes 
from the previous visit in order to build on the skills development of each family day care 
educator.  

Coordinators will complete a suitable record for each home visit which may be recorded on a 
form prepared for this purpose.  Where a form is used, this will act like a checklist to ensure 
that all important matters are covered. Where no form is used, a checklist should be drawn up 
on coordinators tablets to provide guidance on the issues to discuss.  

Each home visit must include: 

❖ Checking the time sheets or attendance records.  All time sheets must show the arrival 
time for all children currently in care.  

❖ Checking and recording the names of children in care at the time of the visit 
❖ The items reviewed for home safety such as; fire extinguisher/blanket, first aid kid, child 

locks/gates, gloves.  



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 147 
  

❖ Checking all their required items are in place in their emergency evacuation bag 
❖ Ensuring the family day care space is clean, tidy and toys are organised 

The home visit reports will provide enough notes to allow for follow up at the next visit; will 
clearly set out any specific actions required to be taken (for example, updating of training) and 
will be signed by both parties. A copy is placed in the family day care educator’s file, and a copy 
will be returned to the family day care educator on request. 

Phone supervision 

Phone supervision is provided in situations when regular home visits are not available. This can 
be situations such as the COVID-19 lockdown, where home visits are no longer possible. 
Through phone supervision, coordinators will ask educators to take pictures of a list of items 
that need checking.  

As well as conducting over the phone inspections, phone supervisions can be used to keep 
contact with educators when they may be in need. Educators can contact Five Star FDC staff 
when they are in need of assistance or advice. This service is provided during all work hours, 
Mon-Fri 9am to 5pm. 

Staff back up 

Policy 

To support the safety and wellbeing of children by arranging back up care if the family day care 
educator is unable to provide care. 

Procedures 

Back up for short absences is available if: 

❖ A family day care educator cannot meet urgent appointments outside normal hours 
whilst caring for children 

❖ Any child is to be collected by the family day care educator from kindergarten/school 
due to an emergency illness, injury, or accident 

Conditions 

Back-up is not always available at times.  Family day care educators are encouraged to 
nominate a person to be their family day care educator Assistant to provide support and back 
up as required.  If Five Star Family Day Care staff resources are not available to provide back-
up, children may not be able to be cared for.  

With approval from your approved provider, your educator assistant can only stand in your 
place as the educator: 

❖ To transport children between your residence or venue, to a school, another education 
and care service or children’s service, or a child’s home 

❖ In emergency situations, including when you require urgent medical care or treatment 
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❖ To enable you to attend an appointment (other than a regular appointment) in foreseen 
or exceptional circumstances, if the absence is for less than 4 hours; and the approved 
provider has approved that absence; and notice of that absence has been given to the 
parents of the child.  

FDC educator assistants may also assist you while you are educating and caring for 
children as part of the FDC service.  

 
Parents must provide written consent for the educator assistant to assist you in 

these ways. You must give these consents to your approved provider. 
 

Five Star Family Day Care assesses requests for back-up are assessed as the need arises.  
Emergency situations are given the highest priority.  Family day care educators are encouraged 
to arrange appointments at times when children are not in care or at times when the family 
day care educator Assistant is available.  

Five Star Family Day Care is only able to provide back-up support for a maximum of two (2) 
hours on any one occasion.  If unexpected circumstances arise and back-up is required for 
longer than two hours, the family day care educator must contact Five Star Family Day Care 
staff immediately so that suitable arrangements can be made.  This may mean contacting the 
parents to collect the children.  

Notify 
parents                                                                                                                                                                                                                                                  

Family day care educators must notify parents when back up or alternative care is organised.  
This includes occasions when the family day care educator is using a family day care educator 
Assistant.   

Where there is a change to the person providing education and care for children in the course 
of a session, the children are signed over to the new person (whether Five Star Family Day Care 
staff member or the family day care educator Assistant) at the start of the change and back into 
the family day care educator's care when that person returns.   

In back-up situations, care will be provided in the family day care educator's home.  Children 
may be cared for in the Five Star Family Day Care office in some emergency situations, but it is 
not a routine option.  Care in the office would usually only happen when Five Star Family Day 
Care staff are trying to contact parents to collect their children.   

In some emergency situations, children may be placed in the care of another family day care 
educator in that educator’s home.   
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After hours service 

Policy 

To provide emergency support to family day care educators outside business hours (Monday to Friday, 
9.00 am – 5.00 pm) in the event of an emergency. 

Procedures 

All family day care educators are given a phone number to call out of normal office hours.  This 
number may be the mobile phone number of the Nominated Supervisor or staff member; or it 
may be an office number that is redirected to an after-hours contact person.  In the event of an 
emergency or an incident, the family day care educator must contact Five Star Family Day Care.   

Five Star Family Day Care will arrange for staff to be on-call at all times after normal office 
hours.  On-call staff are available to family day care educators to provide advice and support, 
particularly in emergency situations. 

Staff will support and offer reassurance, listen to and support the family day care educator 
during the emergency and afterwards if needed. 

In an emergency, staff have the authority to place children with alternative family day care 
educators. 

Staff will contact the Nominated Supervisor if the situation requires them to do so. 

Confidentiality is maintained at all times between the initial family day care educator, the 
replacement family day care educator and the Nominated Supervisor. 

Time off from education and care work 

Policy 

To maintain service quality and enable family day care educators to take time off and safeguard their 
wellbeing. 

Procedures 

Family day care educators are not employees of Five Star Family Day Care and therefore do not 
receive any income when they are unable to provide education and care for children.  Five Star 
Family Day Care encourages family day care educators to take time off for holidays.   

When a family day care educator is on leave, this will affect all children booked into care for 
that period. 

By planning, family day care educators can ensure that the time they take off as holidays are 
relaxing and not stressful for children and families.  Family day care educators are asked to give 
as much notice as possible before taking time off and Five Star Family Day Care requires that 
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this should be at least one month before.  If this is not possible, contact staff as soon as 
possible. 

Family day care educators are asked to tell the parents/guardians of the children in their care 
about the times that they are taking off work.   

Five Star Family Day Care will work with family day care educators and families to provide 
alternative care for families affected by the family day care educator's leave, if possible. 

When a family day care educator is taking leave often – particularly with short notice – Five 
Star Family Day Care may ask the family day care educator to review their contract.  Families 
rely on care for their children to be able to work and study and need reliable care.  If a family 
day care educator needs lots of time off, it may need them to rethink their suitability for 
offering home-based childcare.  Five Star Family Day Care staff will consider this during the 
Annual Review. 

Reasons for leave 
❖ Pregnancy/Maternity leave 
❖ Medical reason/recovery from surgery 
❖ Illness 
❖ Holidays 
❖ Personal circumstances 

 

Pregnancy/Maternity Leave   

Family day care educators are asked to provide advice of their expected due date as soon as 
they can so the office may have record of when they are expected to leave.  

Five Star Family Day Care expects that a pregnant family day care educator will cease providing 
education and care for children from 3-6 weeks before the expected due date for the birth of 
their child.  In most cases, Five Star Family Day Care expects that a family day care educator 
would not re-commence providing education and care for children until around 6 weeks after 
the birth of their child.  This means that, in most cases, family day care educators would not be 
providing education and care services for around three months. Family day care educators are 
reminded that, as independent contractors, they must ensure that they have provided for this 
period financially.  Five Star Family Day Care can provide referrals to financial advisors if 
required. 

In some cases, a family day care educator may wish to continue providing education and care 
for children until a time closer to the child’s birth; or, may wish to re-commence caring for 
children sooner.  Five Star Family Day Care is happy to negotiate with family day care 
educators, but the best interests of children must always be the paramount concern.  Family 
day care educators must provide evidence (such as a Medical Clearance confirming their ability 
to return to work) to show that they are able to manage. 
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Medical reason/ recovery from surgery  

If possible, family day care educators are asked to plan for time off for medical procedures.  
Five Star Family Day Care understands that this is not always possible.   

Family day care educators should ensure that they are sufficiently recovered after surgery or 
other procedures before recommencing with providing education and care services.  Family 
day care educators are to inform their medical practitioner and make them aware of the 
responsibilities and duties they perform in their role. 

In some cases, Five Star Family Day Care may ask a family day care educator to provide a 
medical certificate to confirm that the family day care educator is able to provide education 
and care to children without risk to the educator’s health or to the health and safety of 
children.   

Illness  

Family day care educators are encouraged to look after themselves at the first signs of illness. 

Every effort is made to help and protect a family day care educator in need. 

A sick family day care educator needs to be aware that they can infect children with infectious 
illness.  If a family day care educator has an illness that is infectious, that person should not be 
caring for children. 

Five Star Family Day Care may ask a family day care educator to obtain a medical certificate if 
staff believe that the family day care educator is showing signs of infection. 

Family day care educators are independent contractors and are not paid when they are not 
providing education and care.  The contract with Five Star Family Day Care can be suspended if 
a long period of time is needed to deal with illness.  Five Star Family Day Care will renew the 
contract when the family day care educator has recovered from the illness provided that the 
person still meets all of the requirements to be a family day care educator.  

Holidays  

Holidays are a normal and healthy activity, which benefits the health and well-being of all 
family day care educators. 

Family day care educators are encouraged to take holidays annually.  A Leave form is available 
for this purpose. 

Unable to adequately care for children due to personal reasons 

There may be times when family day care educators are unable to provide a good standard of 
education and care for a variety of reasons.  For example, if the family day care educator has 
problems in their family or a death in the family or some other emergency, it may be hard to 
provide the required attention to the needs of children in education and care.  

If this happens, a family day care educator is encouraged to take leave. 
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If Five Star Family Day Care staff notice that a family day care educator is under personal stress, 
the staff person may suggest that the family day care educator take some time off.  Five Star 
Family Day Care staff are available to provide advice, support and referrals to the family day 
care educator.  Discussions will occur to support the health and wellbeing of family day care 
educators and children. 

It may be appropriate, in some cases, to review the family day care educator Agreement. 

Workplace health and safety 

Policy 

To maintain the health, safety and wellbeing of families, family day care educators and staff, and 
encourage the shared responsibility to monitor health and safety standards. 

Procedures 

Five Star Family Day Care encourages the sharing of safety information to create a safe work 
environment and minimise risk to health. 

Before registering a person to be a family day care educator, Five Star Family Day Care staff 
ensure that the home is safe.  Five Star Family Day Care staff continues to monitor the safety of 
the home during regular home visits.  

Five Star Family Day Care Policy and Procedures sets out guidelines and procedures for 
undertaking activities in ways that ensure safety for family day care educators as well as 
children.  

Five Star Family Day Care will make all practicable efforts to assist family day care educators to 
aid or support when requested. 

All family day care educators are required to have appropriate insurances in place.  Family Day 
care insurance includes public liability insurance, personal accident insurance for children, 
management liability insurance and accidental death/funeral cover. 

 Safety is a shared responsibility and is encouraged at all times.  Family day care educators are 
independent contractors and, in accordance with the contract between Five Star Family Day 
Care and the Educator, family day care educators are:  
 
❖ Engaged as contractors to provide Five Star Family Day Care in their home 
❖ Self-employed and operate their own business from their home 
❖ Not entitled to benefits such as paid sick leave, holiday leave and long service leave 

Work cover 

Staff employed by Five Star Family Day Care include the Nominated Supervisor, coordinators, 
finance and administrative staff.  Staff are covered by the Workers Compensation Act 1987 
(NSW). Five Star Family Day Care has workers compensation insurance in place for all staff. 
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Only some contractors are not covered by the Workers Compensation Act 1987 (NSW).  Family 
day care educators are independent contractors.  Family day care educators enter into a 
contract with Five Star Family Day Care, but the contract is not one of Principal Contractor 
contracting with another party to undertake work of the Principal Contractor.  The contract 
between Five Star Family Day Care and family day care educators is to ensure that Five Star 
Family Day Care can work with the family day care educator to provide support and 
administrative services.  

Staff responsibilities 

To meet their obligations, staff will take all reasonable steps to: 

❖ Undertake Safety checks of family day care educator’s homes prior to the signing of the 
family day care educator Agreement 

❖ Complete Safety checks of the home annually prior to re-signing the family day care 
educator Agreement 

❖ Complete routine inspections for safety issues during home visits 
❖ Provide safe equipment and instructions on all equipment provided  
❖ Maintain equipment and only distribute equipment that is safe and in good working 

order.  The family day care educator is responsible for the equipment while they are 
using it.  If a piece of equipment breaks or becomes unsafe, it should be returned to 
Five Star Family Day Care immediately. 

❖ Promote workplace health and safety through education, information, and instruction 
on a regular basis. 

❖ Improve family day care educator’s awareness of health and safety issues. 
❖ Actively encourage family day care educators to regard accident prevention as an 

individual responsibility. 
❖ Foster a working environment, which encourages family day care educators to report 

difficulties 
❖ Investigate all accidents reported promptly 
❖ Respond and reduce further safety and health risks where required 
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Family day care educator responsibilities 

To help promote safety, safe working practices and the best welfare of children always, family 
day care educators are required to: 

❖ Ensure the health, safety and welfare of enrolled children, their families and visitors by 
implementing, managing, monitoring and maintaining an effective OHS system.  

❖ Ensure that indoor or outdoor environments are safe and without risk by recognizing 
and eliminating hazards. Educators are expected to carry out regular safety checks on 
both indoor and outdoor environments.  

❖ Ensure adequate facilities are provided for the health and welfare of all people 
attending the service. Educators are to notify Five Star FDC in advance of any changes to 
the care environment. Include a risk management plan to ensure children’s safety. 

❖ Ensure that materials and equipment provided are safe and free from risk to health 
when effectively use 

❖ Take care of their health and safety and that of other people affected by their conduct  

❖ Provide constant (visual/aural) supervision of children in order to promote health and 
safety 

❖ Respond quickly and appropriately to emergencies. Practice and document evacuation 
drills every three months with all children in care.  

❖ Report breaches of pre-existing State laws that may impact on the health and safety of 
children in care e.g. if a parent or guardian arrives to collect a child in an intoxicated 
state with the intention of then driving, educators are advised to report their concerns 
to the Police using the emergency 000 number and to then contact the Coordination 
Unit to advise staff of the incident. 

❖ Fulfil obligations as a Mandatory Reporter, if concerned that children in care may be at 
risk of significant harm. 

❖ Maintain all appropriate insurances 

❖ Accept full responsibility for adopting safe work practices, always control their working 
conditions and individual workloads  

Professional boundaries and personal relationships 

Policy 

To establish the professional boundaries and expectations if personal relationships develop between 
family day care educators and parents. 

Procedures 

During care, all social events will be child-centred occasions, alcohol and drug free and smoking 
will not be allowed around children. 

Family day care educators will always maintain confidentiality. 
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Family day care educators will treat each family equally, regardless of the personal relationship 
they may have with the family. 

Whilst it is respected and acknowledged that the family day care educator and the 
parents/guardians may develop personal relationships, professional boundaries are required 
and should be respected. 

Personal relationships should be conducted outside the hours the family day care educator is 
providing education and care. 

Prior to providing care for children of friends or family members, the family day care educator 
and the parent should discuss the role of the family day care educator and the boundaries 
expected. 

Staff are available to assist the family day care educator, or the parents should any difficulties 
or concerns arise. 

Child Swap  

Policy 

To apply the changes to the family assistance law affecting Child Care Subsidy approved family 
day care services. 

Procedures 

Child swapping is a practice where an FDC educator, or their partner, receives child care 
payments for a session of FDC provided to their child on the same day that they themselves 
provide FDC. 

FDC educators and their partners are not entitled to receive child care payments for their own 
child’s session of FDC if, on that same day, the FDC educator provides FDC for an approved FDC 
service, unless specified circumstances apply. 

The changes apply from 12 October 2015. 

These changes affect approved FDC services. They also affect individuals entitled to child care 
payments for a child enrolled for care at an approved FDC service (the ‘eligible individual’) if 
they, or their partner, are an FDC educator and provide any session of care for an approved 
FDC service on that day. 

Five Star FDC is required to ask eligible individuals (the person who is entitled to CCS payments 
for a child enrolled for care) if they, or their partner, are an FDC educator.  

Five Star FDC will request to be informed if the eligible individual or their partner later becomes 
an FDC educator. 

This must occur within seven days of the ‘care date’ (i.e. the date the child is enrolled for care 
with an approved FDC service or the date the No One Eligible Determination comes into effect).   
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Legislative reference – subsection 10A (1), of the Eligibility Determination 

Specified circumstances 

FDC educators and their partners are not entitled to receive child care payments for their own 
child’s session of FDC if, on that same day, the FDC educator provides FDC for an approved FDC 
service, unless one or more of the specified circumstances apply. The specified circumstances 
are where: 

❖ The child has been diagnosed with a disability or medical condition, or the FDC service is 
receiving payment of Inclusion Support Subsidy because the child is undergoing 
continuous assessment of disability  

❖ The child lives in an area designated as ‘remote Australia’ or ‘very remote Australia’  

❖ The child requires FDC because the eligible individual (or their partner) who is an FDC 
educator is required on the same day to work for a minimum of two hours (but not for 
an approved FDC service)  

❖ The child requires FDC because the eligible individual (or their partner) who is an FDC 
educator is required on the same day to undertake education or training towards a 
recognised qualification (at Certificate III or above). 

If the Five Star Family Day Care becomes aware that the eligible individual or their partner is an 
FDC educator and one or more of the specified circumstances exists, Five Star Family Day Care 
will request relevant information. 

Except where the FDC service is receiving Inclusion Support Subsidy because the child is 
undergoing continuous assessment of disability, the FDC service must request documentary 
evidence of the specified circumstance. The service will: 

❖ Have the documentary evidence of receipt of Inclusion Support Subsidy. For any of the 
specified circumstances to apply, documentary evidence must have been provided to 
the approved FDC service. Legislative reference – section 10A of the Eligibility 
Determination and section 8 of the No One Eligible Determination 

 

Caring for children over the age of 14 or in secondary high school 

Policy 

Procedures 

FDC educators who care for children aged 14 or older or who are attending secondary school 
no one is eligible for child care fee assistance and are not available to assist with childcare cost, 
unless a specified circumstances applies. 

To apply the changes to family assistance law affecting childcare Subsidies (CCS) approved family day 
care services. 
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Government has determined that no one is eligible for child care fee assistance for FDC 
provided to individuals who have turned 18 years of age. 

The changes apply from 13th March 2017. 

Specific Circumstances  

Allow eligible individuals to claim child care fee assistance for children aged 14 years of age or 
older or who attend secondary school but have not yet turned 18.  

❖ The child has been diagnosed as having a disability (‘eligible disability child’), or is 
undergoing an assessment of a disability (eligible ISP child’); or 

❖ The child lives in a remote or very remote area within Australia; or 

❖ The individual/s for whom the child is the family tax benefit (FTB) child or the regular care 
child, and who would otherwise care for the child on the day, are required to work (other 
than for an approved FDC service).  The child must not yet have turned 12 years of age and 
those individuals must work for a minimum of five (5) hours on the care day. 

In case of the specified circumstances relating to assessment of disability, if the child does not 
yet have a diagnosis and is undergoing assessment of a disability, the service must be receiving 
the inclusion development fund (IDF) family day care top up available under the inclusion 
support programme (ISP) in relation to the child and must retain evidence of its approval to 
receive that payment. 

Documentary evidence  

Does not apply unless the approved FDC service has received documentary evidence of the 
specified circumstances, and the evidence has been provided within particular timeframes. This 
includes documentary evidence (in the form of a statutory declaration) of the reasons that the 
child could not reasonably have been left alone in the circumstances and why there was no 
adult who could have provided suitable care for them. Other additional documentary evidence 
of specified circumstance must also be provided.  

An employment contract or payslip showing usual hours of work. If the documents do not show 
usual hours of work, a letter signed by the relevant employer stating the individual’s usual 
hours of work. 

 

 Termination 

The Family Day Care Educator is on probation for the first three months of this Agreement and, 
during this period of probation, Five Star may terminate the Agreement without notice. 

Either party may terminate this agreement for any reason at any time on the giving of one 

month’s written notice to the other.  
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The family day care educator is to pay a termination fee of $450 if they decide to break the 
contract.  

If the Family Day Care Educator terminates the Agreement without providing one month’s 

written notice to Five Star: 

❖ May charge the Family Day Care Educator for the administration fee that would have 
been payable for the notice period of one month. 

❖ Shall determine the administration fee that would have been payable as an average of 
the administration fee paid in the previous month. 

❖ May take the payment of the administration fee from any payments due to the Family 
Day Care Educator. 

❖ May plead this Agreement in support of any claim in a court of competent jurisdiction 
to recover the administration fee due by virtue of this clause. 

❖ May terminate this Agreement without notice if the Family Day Care Educator breaches 
a fundamental term. 

The following terms are Fundamental Terms: 

(a) all provisions in this Agreement relating to record-keeping and confidentiality. 

(b) all provisions in this Agreement dealing with bad behaviour. 

(c) Failing to meet the required safety standards within a reasonable period 
provided that the dispute resolution has been followed. 

Five Star may terminate this Agreement without notice if the Family Day Care Educator is found 

guilty of an offence that impacts on the safety of children. 

 

Provision of care by an FDC educator to relatives 

It is a condition for continued approval in relation to an FDC service that the provider ensures 

that less than 50% of the children to whom any FDC educator is providing care within any 

CCS fortnight at the service are related to the FDC educator as: 

(a) A niece or nephew (Definition: a son or daughter of one's brother or sister, or of one's 

brother-in-law or sister-in-law) 

(b) A cousin (Definition: a child of one's uncle or aunt or a person in one's wider extended 

family, to whom one is not closely related which is a distant cousin). 

(c) A grandchild (including a great-grandchild). (Definition- a child of one's son or daughter 

and a great grand-child is a son or daughter of one's grandchild. 
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Additional Child Care Subsidy (ACCS) 

The Additional Child Care Subsidy (ACCS) provides a higher rate of financial assistance than the 

Child Care Subsidy (CCS) and is designed to apply in special circumstances (e.g. if there is a risk 

to the child’s wellbeing). 

You need to be eligible for the CCS and meet one of the following criteria:  

1. Families can only receive one type of ACCS at a time.  

2. Child wellbeing — A child has been identified to be at serious risk of abuse or neglect.  

3. For more information, please see the ACCS (child wellbeing) fact sheet. 

4. Grandparents — Grandparents that are principal carers for 65% or more of the time and 

receive some form of income support (e.g. pension).  

5. For more information, please see the ACCS (grandparent) fact sheet. 

6. Temporary financial hardship — Families that are suffering financial hardship due to an 

eligible exceptional situation which occurred within the last 6 months.  

7. For more information, please see the ACCS (temporary financial hardship) fact sheet. 

8. Transition to work — This subsidy is available for a family with an income of less than 

$66,958, in possession of a mandatory or voluntary Job Plan, and currently receiving one 

of several approved income support payments. 

For more information please see the ACCS (transition to work) fact sheet. 
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Part 5: Quality Area Five 
Relationships with Children 
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Quality Area 5: Relationships with Children 

Relationships that are responsive, respectful and promote children’s sense of security and 
belonging free them to explore the environment and engage in learning.  

5.1 Respectful and equitable relationships are developed and maintained with each child.  

5.1.1  Responsive and meaningful interactions build trusting relationships which engage and 
support each child to feel secure, confident and included. 

5.1.2  The dignity and rights of every child are always maintained. 

5.2 Each child is supported to build and maintain sensitive and responsive relationships. 

5.2.1  Children are supported to collaborate, learn from and help others.  

5.2.2  Each child is supported to manage their own behaviour, respond appropriately to the 
behaviour of others and communicate effectively to resolve conflicts.  
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Interactions with children 

Policy 

We recognise the importance of respectful and positive relationships with children, and thus we 
promote interactions with children that are warm, responsive and build trusting relationships. 

Procedures 

Family Day Care Educators will interact with each child naturally throughout the day including: 

❖ Engaging in conversation with children.  Sometimes the child will start the conversation 
and other times the educator will start the conversation 

❖ Allowing children plenty of time to respond 
❖ Talking to children in a pleasant and calm voice.  At all times, communication can be 

respectful and in an appropriate tone 
❖ Encouraging children to communicate and helping children when they are having 

difficulty communicating 
❖ Using the children’s names when talking to them 
❖ Listening to children without interrupting them 
❖ Letting children know what is happening.  This can be as simple as telling them what the 

next activity will be, letting them feel involved. 
❖ Using knowledge of the children to show understanding and how important the child is 
❖ Making experiences, expectations, and interactions relevant to each child 
❖ Anticipating a child’s needs and providing for their needs 
❖ Comforting children quickly and sensitively when they are distressed 
❖ Attending to children’s physical needs and their individual preferences as far as possible 
 
Educators will have the most direct contact with the children and so it is important that 

they understand how their interactions with children are imperative for the child’s 
learning and dignity. It is encouraged for educators to follow programs that will 
effectively: 

 
● Allow children to express themselves and their opinions,  
● Allow them to undertake experiences that develop self-reliance and self-esteem, 
● Maintain their dignity and rights at all times, 
● Give each child positive guidance and encouragement toward acceptable behaviour, 
● Have regard to the family and their cultural values, age, and physical and intellectual 

development and abilities of each child, 
● Provide children with opportunities to interact and develop respectful relationships 

with each other and with educators, staff and volunteers (having regard to the size and 
the composition of the groups of children). 

Educators are also encouraged to take the aspects of the Providing a child safe environment 
policy relating to interactions are met, such as: 

● Meeting educator child ratio and qualification requirements 
● Monitoring and supervision 
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Five Star Family Day Care expects family day care educators to: 

❖ Encourage a pleasant, positive atmosphere with laughter, smiling and engagement 
❖ Acknowledge and celebrate children’s success and efforts 
❖ Recognize children’s strengths 
❖ Assist children in a positive manner to strengthen their skills 
❖ Avoid comparisons with other children 
❖ Include all children in special events, such as birthdays and celebrations (and to consult 

with families about each child’s involvement)  
❖ Encourage a sense of belonging in all children 
❖ Always ensure children’s privacy and dignity  
❖ Provide opportunities for the inclusion of all children 
❖ Consider all interactions as intentional teaching moments in the curriculum 
❖ Include the diverse cultural backgrounds of all children in care 
❖ Promote gender equity 
❖ Provide ample time throughout the day to allow children to participate with the 

educator in an unhurried manner, providing explanations and extending children’s 
understanding of situations and events whenever possible 

❖ Listen and respond to infants’ sounds and respond to their cues 
❖ Communicate warmth in many ways, including physical contact and holding and 

cuddling babies.  

Guidelines 

Children respond best to positive interactions. Children’s learning and development can be 
encouraged through positive interactions provided in the learning environment.  Educators can 
encourage and promote the development of children’s self-esteem, self-reliance, knowledge 
and self-help skills, providing a variety of opportunities for learning and social interaction.  

Promoting Positive Behaviour 

Policy 

To enable children to develop to their full potential by encouraging children to develop social skills to 
help them resolve conflicts and meet their needs using positive behaviour. 

Procedures 

Educators and staff will: 

❖ Always respect the values of parents. 
❖ Establish an environment that promotes positive behaviour. 
❖ Set expectations of individual children that are reasonable and consider a child's age, 

individual needs, personality, cultural background, and the context of the behaviour.  
❖ Model positive behaviour to influence children’s behaviour by their own language and 

actions.  
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❖ Encourage children to solve conflicts with words.  Where appropriate, family day care 
educators will use redirection and distraction techniques.  

Children are offered choices to include them in the decision-making process.  Choices offered 
to children will be appropriate to the child’s age and development.  

Limits are recognised, which means understanding why a child may behave in a certain way. 

Children are encouraged to practice positive and acceptable behaviour. Some examples   of 
these are through our involvement with SunSmart policies and Munch and Move programs. 
Sun safety is everyone’s responsibility, by being role models ourselves and leading the way 
without our own sun safety; we can inspire the children to be SunSmart when they step 
outside. Our involvement in the Munch & Move program provides children with ongoing 
encouragement and positive reinforcement, so as to promote physical activity with the 
children. 

Behaviour Management 

Policy 

To enable children to develop to their full potential by encouraging children to develop social skills to 
help them resolve conflicts and meet their needs using positive behaviour. 

Procedures 

Five Star Family Day Care staff and family day care educators do not use any form of physical 
punishment.  Under no circumstances are children to be hit, shaken, roughly handled, 
humiliated, embarrassed, bribed, shamed, isolated, ignored, labelled, sworn at or discriminated 
against.  This includes punishments which isolate or immobilise a child, such as time out, use of 
a “naughty chair” or any other ways of isolating a child.  

When an educator must intervene in a child’s bad behaviour, the educator will explain clearly 
to the child why a particular behaviour is unacceptable, the family day care educator will tell 
the child what an alternative acceptable behaviour in this situation is. 

Positive feedback can reinforce acceptable behaviour. For example, a family day care educator 
might say something like, “I like it when you……” 

We have also introduced the use of Kimochis – which are a tool provided for children to 
express their emotions and feelings to their peers and adults in their life. They help kids feel 
happy, safe, confident, compassionate and successful and help them establish and sustain 
strong friendships. By taking some time for children to share their feelings, Kimochis help them 
become resilient, especially during these trying times. 

Family day care educators are encouraged to seek advice from Five Star Family Day Care staff 
when experiencing behaviour difficulties. 



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 166 
  

Persistent behaviour issues such as biting or unusual and dangerous aggression by a child is 
managed in collaboration with families, family day care educators and Five Star Family Day 
Care staff. 

Family day care educators use practical strategies to deal with behaviour issues.  These include: 

❖ Getting down to the child’s level and explaining to the child what the child can do 
❖ Talking to the child in private without anger  
❖ Giving encouragement for appropriate behaviour 
❖ Redirecting the child to another activity. 
❖ Looking out for problem situations and acting to avoid them before they become a 

problem.  One example of this is to ensure that there are enough toys for children so 
that fights do not occur over favorite items.  

❖ Setting clear limits and mentioning these limits as often as required.  For example, we 
could say ‘chairs are for sitting on’. 

❖ Using ‘I’ statements.  For example, we could say things like, ‘I can understand you when 
you use your words’, ‘I cannot let you hurt other children’.  

❖ Respecting children by listening to them and encouraging them to tell you about their 
feelings and frustrations. 

❖ Following through. 
❖ Being consistent. 

 
Family day care educators use behaviour guidance techniques that are appropriate to the 

development level of the child.  

Five Star Family Day Care staff are available to support family day care educators.  Five Star 
Family Day Care staff can help family day care educators to find appropriate positive guidance 
techniques. 

Five Star Family Day Care offers regular training and professional development opportunities to 
encourage strategies that reinforce a positive learning environment for all children. 

Guidance 

All children can display undesirable behaviour at times.  Managing behaviour in a positive 
manner can be a challenge.  Behaviour guidance requires a broad approach which will in the 
first instance keep children physically and psychologically safe and will gradually guide them to 
communicate their needs verbally. 

Providing positive guidance supports all children to learn the skills to relate socially with others, 
to solve their own problems and to ask for help when needed. 

Providing positive behaviour guidance requires an approach which sees behaviour as a form of 
communication linked to the child’s cognitive, physical, social and emotional state.  A child may 
act out or behave badly because there has been a change in routine in the family day care 
educator’s home or at the child’s home.   
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It also means that adults create a physical and emotional environment that facilitates personal 
and social growth. 

Providing every child in care with guidance and direction in a safe, non-judgemental, non-
threatening environment, enables children to develop independence and social skills that allow 
them to resolve conflict and meet their needs without the use of aggressive or destructive 
behaviour. 

Relationships in groups 

Policy 

To take all reasonable steps to ensure that children are provided with opportunities to interact and 
develop respectful and positive relationships with each other and with educators and with important 
adults in their community and in their lives. 

Procedures 

Five Star Family Day Care encourages family day care educators to find ways for children to 
interact in groups.  Playing in groups of children helps children develop socially and 
emotionally.   

There are different ways that children can interact in group settings.   

Playgroup 

Playgroup is for babies, toddlers and preschoolers and their parents and educators. Playgroups 
are informal. They are usually run by the parents and educators themselves so the costs can be 
kept low.   

Adults stay with children during playgroups. Children see the adults interacting with each other 
and this is an important learning opportunity for them.   

Children play with other children at playgroups. Children in these age groups are going through 
a stage of rapid brain and skill development. Playgroup gives children challenges, friendships, 
new experiences, and confidence. Play can help children develop physically, socially, 
emotionally, and intellectually. Children develop verbal and non-verbal skills through 
interactions with others.  

Excursions 

Excursions may involve other educators and the children in their care. Excursions may involve 
going to places where there are other children or adults to interact with. Excursions may be to 
the library, the museum or to the park.  

Every excursion is an opportunity for children to interact with others.  Each interaction with 
others is a learning opportunity for children.  
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Working with children with additional needs 

We will: 
● Use an inclusive approach ensuring that all children, especially children with additional needs, have 

the same opportunities to participate in all experiences and all aspects of the program.  
● Seek specialised assistance/additional support to successfully include children with additional 

needs. Help them achieve educational success   
● Maintain updated information relevant to disabilities, health issues delay or giftedness relevant to 

the children in Family Day Care.   
● Plan an individualised Family Service Plan in collaboration with families and other professionals/ 

agencies, including Inclusion Support Agencies (ISAs)   
● Plan experiences based on the child’s strengths, talents, likes and dislikes and family priorities for 

their child.   
● Work collaboratively with other services to support the child’s transition into the next learning 

environment.   
● Ensure ongoing Professional Development to adapt programs resources and environments to 

provide successful inclusion.  
● Ensure strategies and processes used to support children with additional needs in their transition to 

school and specialist services.  
● An approach that develops a sense of belonging, and comfort in the service environment. 
● Need to build a relationship where children have trust and confidence in staff and educators.   
● Encourage use of educational tools that reflect children and people with disabilities as active 

participants in the community.   
● Environments, routines, and staffing arrangements adapted to appropriately facilitate the inclusion 

of children with additional needs.   

Supervision 

Policy 

Responsive and meaningful interactions build trusting relationships which engage and support each 
child to feel secure, confident and included. 

Five Star Family Day Care is committed to complying with the Children’s Service Regulation to ensure 
● Adult /child ratios are maintained.   
● Children are always supervised  
●  Consideration is given to the design and arrangement of children’s environments to support active 

supervision.   
● Supervision is used to reduce or prevent injury to children and adults.   
● To acknowledge and understand the need for increased supervision when children are involved in 

high risk activities e.g. an excursion near a significant water hazard.   
● The approved provider, nominated supervisor, and the family day care educator, are all individually 

responsible for ensuring that children are adequately supervised, and all share that responsibility. 
● Focus their attention to the children and child related activities   
● NOT perform any other duty, paid or unpaid whilst children are in care. This includes Ironing, 

washing, vacuuming, foster care, and yard duties.   
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● Ensure all children in care are enrolled with the Service. Educators own children are required to 
have an enrolment form   

● Be aware of their positioning in the environment.   
● Constantly scan the environment.   Listen whilst children play.  
● Be aware of potential risks in the environment.   
● Provide adequate supervision; use of appropriate discipline; protection of children from harm and 

hazards; and restricting unauthorized people at the service.   
● Set up the environment to ensure maximum supervision.   
● Have knowledge of the children in care and an understanding of how the groups of children interact 

and play together.   
● Have knowledge of the physical and intellectual development of the children in care.   
● Maintain adequate supervision whilst transitioning groups of children.   
● Maintain adequate supervision whilst promoting play and learning experiences. Encourage school 

aged children to be involved in setting limit  
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Part 6:  
Quality Area Six 

Collaborative partnerships with  
families and communities 



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 172 
  

Quality Area 6:  Collaborative partnerships with families and 
communities 
Collaborative relationships with families are fundamental to achieve quality outcomes for 
children.  Community partnerships that focus on active communication, consultation and 
collaboration also contribute to children’s learning and wellbeing. 

6.1  Respectful relationships with families are developed and maintained, and families are supported 
in their parenting role.  

6.1.1  Families are supported from enrolment to be involved in the service and contribute to 
service decisions. 

6.1.2  The expertise, culture, values and beliefs of families are respected, and families share in 
decision-making about their child’s learning and wellbeing.  

6.1.3 Current information about the service and relevant community services and resources to 
support parenting and family wellbeing. 

6.2  Collaborative partnerships enhance children’s inclusion, learning and wellbeing.  

6.2.1  continuity of learning and transitions for each child are supported by sharing information 
and clarifying responsibilities.  

6.2.2  Effective partnerships support children’s access, inclusion and participation in the program. 

6.2.3        The service builds relationships and engages with its community. 
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Placement  

Policy 

To provide Educators and families with clear procedures for the enrolment of families and placement of 
children into care. 

Procedures 

All applications for care must be made through Five Star Family Day Care. 

In some circumstances, families will be placed upon a Waiting List which is reviewed regularly to ensure 
that families have access to care when they need it, and educator vacancies are filled as soon as 
possible. 

Where there are vacancies, families will be provided with referrals to all available Educators, 
considering the following factors: 

● Priority of access guidelines 

● Date of application for care 

● Age of the child 

● Days, hour and location of care required 

● Siblings that may currently attend our service 

❖ Families have the right to meet as many Educators as they require for them to find a placement 
with an Educator who is most able to meet their needs. 

 
❖ Families are expected to contact the referred Educator within one week of referral and to notify 

the Coordination Unit and the Educator of their decision to accept or reject the placement 
 
❖ Educators have the right to accept or decline a placement, taking into consideration the makeup 

of their existing group of children in care – ages, additional needs etc., compatibility between 
the Educator and family, and the Educator’s own circumstances. Where a family has an existing 
debt to the service, the family will be asked to settle the debt prior to placement in another 
Educator’s service. If the debt is not paid, the placement will be denied.  

 

Enrolment of Children prior to commencing care 
 
Enrolment of Children prior to commencing care families must: 

● Confirm the educator with whom they have agreed to commence care 

● Confirm the days and hours that care is to be used 

● Confirm the date upon which care is to commence 

● Complete an enrolment package 

● Provide a copy of their child’s birth certificate 

● Provide immunization details 

● Pay the service’s enrolment fee 

● Sign copies of the Parent/Educator contract 
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Enrolment and orientation 

Policy 

To ensure an effective enrolment process and to help parents and their children feel comfortable and 
safe in the family day care educator’s home. This will support them during their transition to the service, 
develop partnerships and promote a sense of belonging.  

Procedures 

During the enrolment procedure, Five Star Family Day Care staff will provide families with 
information and a parent handbook. 

Providing information  

As part of the enrolment procedure, parents are asked to provide a lot of information about 
the child.  Much of this information is required to be collected by the Act and the Regulations.  
All of the information collected is to ensure that each child receives high quality education and 
care and that all risks are known and minimised.   

Five Star Family Day Care, staff members, coordinators and educators are bound by the Act and 
Regulations to keep all information confidential and the privacy of families is respected.  

Choosing an educator  

When a family first contacts Five Star Family Day Care to find a childcare place for a child, Five 
Star Family Day Care may suggest more than one family day care educator who could help the 
family. Families contact the family day care educators directly to negotiate the placement of 
their child with that educator. Family day care educators are encouraged to show the families 
around the home and point out facilities such as play areas, toilets, sleeping areas and the 
garden or outside play area. 

Families are encouraged to ask questions of the family day care educator or staff at Five Star 
Family Day Care. 

Settling your child into care 

The first few days in a new care arrangement can be stressful for the child and for the parent.  
Parents can help their children settle into care. Five Star Family Day Care suggests the 
following: 

❖ Allow some extra time for the first few sessions.  If the parent does not have to rush off 
immediately, the parent can spend some time with the child exploring the new 
environment. 

❖ Introduce children gradually.  Parents can discuss with the family day care educator the 
option of attending informally for short visits before the care arrangement officially 
starts.  It may be a good idea for the first few sessions to end earlier.  Both parents and 
family day care educators should be clear on whether such sessions are to be charged at 
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the full rate.  If an agreement is made to reduce or waive the fee, this should be 
recorded in writing to avoid the possibility of any misunderstanding later. 

❖ Bring a special toy or familiar object that the child finds comforting. 
❖ Say goodbye quickly and calmly when it is time to leave. Children pick up on the feelings 

of their parents.  If the parent is calm and confident about leaving the child, the child 
will feel more secure. 

❖ Avoid leaving without saying goodbye. While it may avoid tears initially, it may be more 
distressing to the child when the child realises that the parent has gone.   

❖ Understand that it is normal for children to cry when their parents leave. Children 
usually settle very quickly after the parent has left.  If the child continues to be 
distressed or agitated for a long time and the family day care educator is unable to calm 
the child, the parent will be contacted.   

❖ Phone the family day care educator to check on your child. As children usually settle 
quickly, the parent can be reassured by a short phone call. If the child has not settled, 
then the parent’s phone call will be an opportunity for the parent and the family day 
care educator to discuss how to deal with the problem. 

Helping the families feel secure 

Parents will be provided with a parent handbook. The parent handbook contains extracts of 
information from the Policy & Procedures handbook. It is a condensed version to provide 
information on the most important parts of the Policy & Procedures.  

Parents are welcome to see the Policy & Procedures handbook. If parents wish to have a copy, 
they may do so although there may be a charge to cover the cost of printing.  

Working collaboratively with the community 

Policy 

To promote ways that we can connect with community and community can work with us. 

Procedures 

Information 

Five Star Family Day Care collects information and resources to help coordinators and family 
day care educators to provide high quality education and care.  All resources and information is 
available to parents and families too.  

Parents and community members are welcome in the Five Star Family Day Care office to get 
information.   

Decision-Making 

Family day care educators are encouraged to involve parents in decision-making as it relates to 
their child or children.  Five Star Family Day Care recognises the primary place of families in 
children’s lives.  The information and knowledge that the parent has about the child is the best 
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information and knowledge.  That information and knowledge can help family day care 
educators with their program planning for children’s activities.  

Five Star Family Day Care values feedback, questions and even complaints because this can 
help review our policies and procedures to provide a better service.   

Community Participation 

Five Star Family Day Care encourages the participation of the local community to help develop 
our policy.  Five Star Family Day Care holds regular meetings for family day care educators, 
coordinators and staff to keep them up to date with current activities, strengthen the 
relationship and improve our service. Five Star Family Day Care has important community 
connections and plans to build more.   

Parents, staff members, coordinators and family day care educators can all help with the 
building of strong community networks.  

Transitions 

“Transitions” is the term used to talk about changes that occur in our lives.  In early childhood, 
children have many important transitions in their lives.  These changes include: 

❖ Going from the care of parents and family only to spending time in non-parental care, 
such as a family day care placement 

❖ Going from home-based care to center-based care 
❖ Starting kindergarten 
❖ Starting primary school 
❖ Making changes within and across the school 
 

The family day care educator and the child’s parents play important roles in helping children to 
have positive transitions.  Five Star Family Day Care coordinators have experience and 
knowledge to help educators, parents and children negotiate these changes. 

Parents are encouraged to ask the family day care educator, the Nominated Supervisor or staff 
in the Five Star Family Day Care office for information about transitions and ways to cope.  Five 
Star Family Day Care staff can help with finding information and resources about playgroups, 
kindergartens, schools and other activities for children’s learning and development.  
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Access 

Policy 

When there is joint custody of a child or a situation which has created issues over access to a 
child, it is important for Educators and families to be able to work together to ensure the 
children can continue in care in a stress-free and safe environment. For this to occur, it is 
important to have good communication between families, Educators and Co-ordination Unit 
staff, and for all parties to be informed of the requirements of the Education and Care National 
Law 2010 and the Education and Care National Regulations 2011.   

Five Star Family Day Care will: 

● Maintain confidentiality for all matters relating to custody, access and court orders.   

● Store copies of all relevant documents provided by families and/or Educators in a safe 
and secure manner respecting the individual’s privacy.   

● Provide advice, support and information to Educators and families on issues relating to 
access and custody.   

● Request a copy of the relevant court order 

Educators will:   

● Respect the wishes of the family that has placed that child in care with them, within 
legal boundaries.   

● Seek advice and support from the Coordination Unit staff to ensure all people involved 
in the access/custody are treated fairly and within the regulatory requirements of the 
service.   

● Maintain confidentiality for all matters relating to custody, access and court orders.   

● Request a copy of the relevant court order.   

Families will:   

● Provide copies of any relevant court orders to the Educator and Co-ordination Unit (to 
be securely stored).   

● Discuss all relevant issues with the Educator regarding who has legal access to the 
children.   

In relation to a person who has been prohibited by a court order from having contact with the 
child, the Educator will:   

Collaborative relationships with families are fundamental to achieving quality outcomes for families. 
The service will ensure relevant procedures and legislative requirements relating to access of children 
are implemented. 
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● Not give that person any information concerning the child.   

● Not allow that person access to the child.   

● Inform the custodial family of the situation ASAP if contacted by a person prohibited by 
a court order from having contact with the child   

●  Contact the police if necessary.   

● Contact the Nominated Supervisor or representative for help and support.   

● Take all reasonable precautions to ensure the safety of all the children in care and the 
Educator.   

NB: Under no circumstances should the Educator place themselves or other children at risk.   

If a child is taken against the Educator’s wishes the Educator should:   

● contact the custodial parent/guardian   

● contact the police   

● contact the Nominated Supervisor   

 

In relation to a parent/guardian where there is no court order forbidding that parent/guardian 
contact with a child, the Education and Care Services National Regulations 2011 states a FDC 
Educator must not prevent a parent of a child being educated and cared for by the Educator as 
part of a FDC service from entering the FDC residence or approved venue at any time that the 
child is being educated and cared for by the educator. 

In any case the family is required to contact the Educator to make arrangements for 
appropriate contact times and ring the Educator before visiting. An Educator’s home is not to 
be used as a point of contact for access visits without approval from the Educator and 
Nominated Supervisor for this arrangement to proceed.  
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Part 7:  
Quality Area Seven 

Governance and leadership 
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Quality Area 7: Governance and leadership 
Effective leadership contributes to sustained quality relationships and an environment that 
facilitates children’s learning and development. Well documented policies and practices that 
are developed and regularly evaluated in partnership with educators, co-ordinators, staff 
members and families contribute to the ethical management of the service. There is a focus on 
continuous improvement.  

7.1  Governance supports the operation of a quality service.  

7.1.1  A statement of philosophy guides all aspects of the service’s operations. 

7.1.2  Systems are in place to manage risk and enable the effective management and operation of 
a quality service.  

7.1.3 Roles and responsibilities are clearly defined, and understood, and support effective 
decision-making and operation of the service.  

7.2       Effective leadership builds and promotes a positive organisational culture and professional 
learning community. 

7.2.1 There is an effective self-assessment and quality improvement process in place. 

7.2.2 The educational leader is supported and leads the development and implementation to the 
educational program and assessment and planning cycle. 

7.2.3 Educators, co-ordinators and staff members’ performance is regularly evaluated, and 
individual plans are in place to support learning and development. 
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Philosophy Statement 

Five Star Family Day Care believes that children should be educated and cared for in a safe, 
secure and caring environment that is respectful of their cultural diversity/religion background 
and fosters a sense of belonging in the family day care community as well as encourages them 
to be actively involved in developing a fun, play based learning program.  

We believe that play forms the foundation for children’s learning and we will implement the 
Early Years Learning Framework, ‘Belonging, Being and Becoming’, in providing learning 
environments that support positive results for children.  

We respect the uniqueness of each child’s characteristics and abilities and acknowledge the 
importance of the child’s family, their values, language and background.  

We encourage positive, respectful relationships between all children, parents, Educators and 
coordination unit staff; and foster a working environment in which teamwork is demonstrated 
through support and understanding as well as an appreciation of the contribution of all team 
members. 

We believe that Five Star Family Day Care offers children many unique opportunities to 
improve their lives and to develop and grow into happy, resilient young people who have the 
necessary skills to fulfil their potential and become confident good citizens of their community. 

Aim  
❖ Provide outstanding quality home-based care for children from all ethical backgrounds. 
❖ Provide a supportive, stimulating, and caring environment that encourages children to 

develop to their full potential 
❖ To encourage children to learn and develop at their own level which will lead them to 

gain confidence and self-esteem. By providing direction and understanding which will 
give them the opportunity to explore themselves in a safe and secure environment. 

❖ Provide a program that is suitable for all families, as well as catering to their needs. 
❖ Recruit competent Educators who are committed to the ongoing development and 

wellbeing of children. 
❖ To offer families a program that is relevant, accessible, and affordable. Five Star Family 

Day Care recognises the cultural and linguistic diversity of Educator’s and the children in 
their care and strongly urges that diversity is incorporated into children’s experiences.  

❖ To facilitate and cater to those families and individuals who are in desperate need for 
suitable day care for their children and those seeking an educator in family day care. 

❖ To create and maintain safe, healthy environments, spaces, places, which enhance 
children’s learning, development, engagement, initiative, self-worth, dignity and show 
respect for their contributions. 

❖  To foster cognitive, social, physical, creative, and emotional development of each child 
by recognizing and accepting their individuality. 

❖ To utilise existing resources in the community including those individuals with 
knowledge, skills, and experience in childcare to provide and manage a culturally 
relevant service. 
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Objectives 

 
❖ To provide quality, affordable, safe home-based childcare. 
❖ To operate an education and care service which is supportive of both families and 

educators   
❖ To provide a service, the diverse which reflects nature of our society and meets the 

individual needs of children and their families  
❖ To provide a flexible service that can offer full time, part time, weekend, shift work, 

casual, overnight and emergency care, as well as before and after school care whenever 
possible.  

❖ To promote understanding, tolerance and mutual respect for all service participants 
through communication, education and training.  

❖ To involve parents/educators and the local community in the planning, management 
and integration of the service.  

❖ To promote cooperation between the Service and other community agencies by the 
creation of useful networks.  

Governance and management 

Policy 

We are committed to robust governance and management systems, ensuring the effective, transparent 
and competent operation of service. 

Procedures 

Effective leadership and service management are important in guiding and supporting the 
delivery of education and care programs. It is through good governance and management that 
the effective functioning of the service can be ensured across all seven quality areas, enabling 
quality outcomes for children and their families. 

It is important for Five Star Family Day Care to provide clear and robust procedures for 
governance and management for the safety and wellbeing of children. The more a clear 
understanding of what roles and responsibilities are, the more effective it should be in 
maintaining a child safe environment. 

Five Star Family Day Care has two main roles of individuals in charge of governance and 
management:   

❖ The Approved Provider who is responsible for all the operational aspects of the service; 
and 

❖ The Nominated Supervisor who is responsible for all decisions relating to the provision 
of education and care for children.  



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 184 
  

Approved Provider 

The Approved Provider is the service provider and they have the overall responsibility for 
managing the service. The Approved Provider assists staff, educators and families with all 
matters that do not specifically relate to the education and care of children. This includes 
record-keeping, complying with regulatory requirements, finance and data management. They 
ensure there is an effective self-assessment and quality improvement plan in place and that it is 
accessible to educators. Some more specific tasks that approved providers govern: 

● Ensuring that the law and regulations are met 

● Make sure the relevant information is displayed in the office space 

● Provide information to the regulatory authority  

● Ensuring the service is insured and evidence of this is displaced 

● Ensuring that the number of children at the services does not exceed educator’s ratios, 
as well as maximum children for their care space 

● Establish systems of risk management, financial and internal control, and performance 
reporting. Monitoring management and financial performance to ensure the solvency, 
financial strength and good performance of the service 

● Develop, review and approve the service philosophy and purpose, strategic direction 
and initiatives  

● Ensuring that copies of the policy and procedures are readily accessible to nominated 
providers, co-ordinators, educators, staff, and families, as well as being available for 
inspection 

Nominated Supervisor 

One person is the Nominated Supervisor and they are experienced individuals who ensure the 
regulatory obligations are met. The person holding this position must have suitable 
qualifications and may have a minimum training of Diploma in Children’s service or superior 
certificate, and any other relevant experience in education and care of children. They must be 
well informed on the precautions to ensure the health and safety of children in the service, as 
well as the educational and developmental needs of children. More specific tasks that 
nominated supervisors govern: 

● Ensuring that regulatory obligations are met in relation to governance and management  

● Implement systems of risk management, financial and internal control, and 
performance reporting. Monitor management and financial performance to ensure the 
solvency, financial strength and good performance of the service 

● Develop and review the service philosophy and purpose, strategic direction and 
initiatives 
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Understanding the roles and responsibilities of the nominated supervisor and approved 
provider allows for stakeholders (educators, families and staff) to be in tune with what Five Star 
hopes to achieve in the Governance and management policies. 

Five Star FDC is required to monitor, support and supervise their educators. This is done by the 
home visits which are performed every month. Phone supervision is also provided during times 
where coordinators cannot visit educators (e.g., during lockdown) or when educators are not 
working. For more on these policies, refer to Monitoring, Support and Supervision policy. 

Five Star also ensures that the requirements relating to assessments of educator’s residencies 
are carried out, as well as making sure the approval of the care spaces are met. Refer to 
Assessment, approval and reassessment of residences and venues policy.  

Five Star is obligated to ensure that all visitors, whether to the educator’s residence or our 
office, are recording their entering/leaving of the premises. These records will be kept for 
future reference. For more on this policy refer to Visitors to the family day care home policy. 

The Five Star FDC Team is also responsible for ensuring that the minimum requirements for 
educators are met such as providing educators with the suitable material when first registering 
with Five Star and also the continual service the Nominated Supervisor and Approved Provider 
supply. When educators cease their registration with the service, Five Star FDC is required to 
provide the appropriate forms and documents. As well as the provision of the right material 
and parent authorisation notices are safely kept for the educator’s assistants. For more on 
these policies refer to Applying to become a family day care educator or assistant policy. 

Determining Responsible Person 

Policy 

To ensure that a responsible person is available to meet the needs of stakeholders, as this will promote 
a better quality of care.  

Procedures 

A responsible person will always be available to cover when an Educator registered with Five 
Star Family Day Care Family Day may be providing education and care to children. To ensure 
that the process for determining the responsible person is clear to all Educators and staff and 
families, the details of the responsible person will be displayed in the office. 

Centre-based service are required to have a responsible person present at all time12.  Five Star 
Family Day Care ensures that a suitably qualified person is always on call to provide assistance 
and support to family day care educators, if required. Assistance may be provided by phone. 

 
12 Regulation 150 
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Fit and Proper Persons 

Policy 

To ensure that the people involved – directly and indirectly – in the provision of education and care of 
children are fit and proper persons 

Procedures 

All family day care educators, family day care educator assistants, coordinators and staff are 
checked before joining Five Star Family Day Care to ensure that they are fit and proper persons 
to be working with or in the company of children.  

Five Star Family Day Care must also check that any person aged 18 years or over who lives at a 
family day care home is a fit and proper person to be in the company of children. 

Five Star Family Day Care determines if a person is a fit and proper person by considering one 
of the following: 

❖ A criminal history record check issued not more than 6 months before it is considered 
❖ A current working with children checks  
❖ A current teacher registration. 

Under New South Wales legislation, every person who works with children must hold a current 
Working with Children Check.  This is a compulsory requirement. 

Children under the age of 18 years who live in the family day care home are not required to 
have a Working with Children Check.  If a child turns 18 and has applied for a Working with 
Children Check, Five Star Family Day Care considers that person to satisfy the requirement of 
having a Working with Children Check until a decision is taken by the Department of Justice.   

If the family day care educator or a member of the family day care educator’s family cannot get 
a Working with Children Check or has the Working with Children Check revoked, the family day 
care educator must be suspended until the issue is resolved. This means that children cannot 
continue to be in the care of that family day care educator.   

Educational Leader 

Policy 

To ensure that a suitable person is designated, in writing, to be the educational leader and to ensure 
that the service has educational programs in place. 

Procedures 

Five Star Family Day Care nominates one person to hold the role of educational leader.  That 
person will be assessed for suitable qualifications and experience.  The person may be a 
coordinator, an educator, a staff member or an external provider.  
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The educational leader is responsible for leading the development and implementation of 
educational programs at Five Star Family Day Care.  The educational leader may develop and 
implement the program themselves or may delegate the tasks to other staff, or to external 
providers.   

The educational leader shall ensure that all staff have a developmental plan.  The educational 
leader shall ensure that records are kept of all training provided.  

The role of the educational leader is to work with educators and child development offices 
(C.D.O) to provide curriculum direction and training plans that ensure children achieve the 
outcomes of the Approved-learning framework.  The Educational Leader will: 

❖ Provide training opportunities for staff and Educators to ensure developmentally 
appropriate programs are administered within the service for all children 

❖ Access support services to resource and support Educators in the provision of 
developmentally and culturally appropriate programs for children with additional needs 

❖ Ensure that children and their families are supported in their individual cultural identity, 
home language and religious beliefs 

❖ Ensure Educators are working towards the learning outcomes with each child. 

❖ Assist the Educator with EYLF reflective practice 

❖ Deliver information, resources and Professional Development which will assist an 
Educator with Education and Care Practices 

❖ Ensure all Educators are delivering an Education and Care program that address the 
child’s needs 

❖ Ensure the Educator is involving the holistic child in the programming and planning 
process 

❖ Ensure the Educator is participating in the programming cycle – Observing, Planning, 
Programming, Reflection and Forward Planning 

❖ Be available to discuss a child’s development with Educators and /or families.  

Community and Support Agencies 

Policy 

To collaborate with other organisations and service providers to enhance the children’s learning and 
well-being. 

Procedures 

Five Star Family Day Care will collect and maintain up-to-date information about service 
available in the community.  These services will include, but are not limited to:  

❖ Playgroups 
❖ Toy libraries 
❖ Domestic violence support services 
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❖ Health and welfare agencies 
❖ Dispute resolution services 

Five Star Family Day Care holds regular meetings for Family day care educators and staff to 
keep them up to date with current activities, strengthen the relationship and improve our 
services. 

Quality Improvement 

Policy  

To have a documented process to manage and implement a process of continuous quality improvement 

Procedure 

Five Star Family Day Care has a quality improvement plan.  In creating and maintaining this 
quality improvement plan, Five Star Family Day Care assesses its current practices and 
procedures to have a benchmark from which to work in improving quality.  

Five Star Family Day Care identifies areas that we wish to improve.  Each quality improvement 
goal is linked to an element of the National Quality Standards.  Five Star Family Day Care sets 
out the steps to be undertaken, the timeframe within which the steps will be taken, the 
measurement of success and the person responsible.  

Five Star Family Day Care treats the Quality Improvement Plan as a living document.  It is used 
as a daily work tool.  The plan is reviewed and updated regularly.   

The plan is available for staff, educators, families and the Regulatory Authority to review at any 
time.  

Records 

Policy 

To maintain the quality of the service by keeping family, family day care educator and staff records up 
to date and securely stored. 

Procedures 

Records must be stored according to the legal obligations imposed by the Act and the 
Regulations and in accordance with Five Star Family Day Care policy and procedure. 

Records must be kept and shared only in accordance with the Confidentiality and Privacy 
Policy. 

Adequate records relative to the service must be kept, enabling: 

❖ Access to information, which is important to families, Family day care educators, staff 
and Government (where required) 
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❖ Children to be safely accounted for whilst in care 
❖ Children not being removed by an unauthorised person 
❖ Accountability to consumers 
❖ Legal protection 

Staff and Family day care educators must ensure family information is current and correct. 

Any changes should be forwarded to the staff who must ensure that the family day care 
educator has the most current information. 

All records must be immediately amended when new information is provided.  This is essential 
to ensure the safety of children. 

Family day care educators must not falsify any documents. This would be a breach of the family 
day care Educator Agreement and could result in the immediate termination of the Agreement.  
It may also be unlawful as fraud and may be reported to the Regulatory Authority or the Police.   

Records to be maintained 

Child Care Subsidy (CCS) records include: 

❖ Child care usage – used and charged hours 
❖ Attendance and absence records 
❖ Copies of verification documentation for approved absences including Medical 

Certificates 
❖ Copies of receipts for fees paid by parents showing the date and amount of payment 
❖ CCS statement for payment summary 
❖ Document to support claims for Special CCS 
❖ Certificates for approval of more than 24 hours care per week or more than 50 hours for 

a child at risk 

Five Star Family Day Care forms include:  

❖ Enrolment forms 
❖ Service insurance records 
❖ Contracts  
❖ Routine/Non-routine excursions risk assessment 
❖ Outing Authorisations 
❖ Educator statutory declaration 
❖ Annual home compliance checklist/Monthly checks 
❖ Medication record and authorisation 
❖ Incident report 

Storage 

Records are stored in a safe and secure manner in locked fire safe filing cabinets or similarly 
secure storage.  This may be on-site or off-site.  The documents that are still in everyday usage 
are stored on-site.  Documents that are being stored in accordance with the requirement to 
keep records as set out in the Act and the Regulations may be kept off-site. 
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Records will be easily accessible in their original form and filed in a logical and consistent order.  
Records may be scanned for ease of storage and a colour printout of a scanned document shall 
be the same as the original form. 

Records should be available in the event of legal action and may, depending on the 
circumstances and in accordance with privacy and confidentiality requirements, be provided to 
staff, educators and families. 

Family day care educators are required to keep all records for a child as long as that child 
continues to be provided with education and care.  When a family leaves care, the family day 
care educator will send all records pertaining to that family to the Five Star Family Day Care 
Office for safe, secure, long-term storage 

☞ Family day care educators who leave the service must return all records, materials, 
equipment belonging to Five Star Family Day Care to the Five Star Family Day Care 
Office.  To avoid doubt, all documents printed with the name “Five Star Family Day 
Care” are documents that must be returned to Five Star Family Day Care.  This includes 
documents that have been filled in and blank forms.  Failing to return documents is a 
breach of the Educator contract.   

Complaints 

Policy 

To maintain service quality, receive and resolve grievances and complaints in a professional and timely 
manner. 

Procedures  

A grievance is more general than a complaint. It may include concern about behaviour rather 
than a specific incident. A complaint is more specific and may refer to a failure to do something 
or doing something that should not have been done. The term “complaint” is used here to refer 
to both grievances and complaints.  

Making complaints 

Any person involved with Five Star Family Day Care can lodge a complaint. Complaints may be 
made by families, educators, staff or community members. They may be made in person, by 
telephone, or in writing sent by any means. 

A complaint may be made about:  

❖ The way a person has behaved if the behaviour is unbecoming, impolite, or 
disrespectful.   

❖ The way in which Five Star Family Day Care has handled personal, sensitive or health 
information.   
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❖ Any interaction with children by an educator or their family member presented 
unprofessional behaviours or risks to the child’s safety. 

At Five Star Family Day Care, we aim to do things right the first time and we hope that this will 
avoid complaints and grievances.  Nevertheless, parties are encouraged to make a complaint if 
they have any concerns. Complaints help us to improve our service. 

Where a complaint is about the behaviour of a person or the interaction between people, Five 
Star Family Day Care encourages the parties to resolve the dispute themselves. If required, the 
Nominated Supervisor may assist in resolving the matter. 

The person making the complaint is called the “Complainant” in this part of the Policy.  The 
person who has the responsibility for responding to the complaint is called the “Complaints 
Officer” in this part of the Policy. 

Receipt of Complaints 

Five Star Family Day Care will keep one register of all complaints made at any one time.  Each 
complaint will have a number corresponding to its record in the register (“the Complaint 
Number”). 

All complaints will be acknowledged, and the Complainant will be told the Complaint Number. 

Where a complaint is made in person or by telephone, a note will be made and kept on the 
relevant file and the complaints register.  The note will record the Complainant’s name and 
contact details, the date and time of the complaint, the details (if any) of the incident or event 
complained about, and any advice given, or resolution reached.  If the complaint is resolved by 
this advice or action, this will be noted also.   

☞ Very serious complaints should be made in writing to avoid misunderstandings.   

All complaints will be acknowledged. 

Where a complaint is made in writing, a written acknowledgement will be sent to the 
Complainant and that letter will include the Complaint Number.   

Where a complaint is made in person or by phone, the Complainant will be given the Complaint 
Number via a text message. 

Resolving complaints  

Five Star Family Day Care staff commit to positive action to resolve complaints immediately if 
possible. On receiving a complaint, staff will record the details in the complaints register and 
ensure that a Complaint Number is allocated. 

The staff member receiving the complaint may be the person responsible for resolving the 
complaint. In some cases, another person with more appropriate skills will be asked to deal 
with the complaint. 
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If the complaint is in writing, the Complainant will be contacted within two working days and 
given the name of the Complaints Officer. The Complaints Officer will be named in the letter 
and may not be the same person who wrote the letter. 

If more details are needed to work out how to resolve the complaint, the Complaints Officer 
may contact the Complainant to confirm the details of the complaint.  

Where a course of action or some options are available, these will be explained to the 
Complainant.  If the Complainant is not satisfied with the proposed course of action, the parties 
will be encouraged to explore other options. 

The Complaints Officer will follow up and monitor the outcome to confirm the person is 
satisfied and has received appropriate feedback. 

Mediation process 

In some cases, it may be appropriate to use a mediator to help resolve a dispute.   

The mediator may be a person within Five Star Family Day Care, a person from another Family 
Day Care service or a person agreed upon by the parties or a person nominated by a Dispute 
Settlement service. 

The mediator will act independently and will investigate the unresolved complaint with a view 
to resolving the matter. The mediator will: 

❖ Consult with the Nominated Supervisor to confirm that the complaint has been 
acknowledged and the person complaining has been advised of the complaint 
resolution process 

❖ Ask the Nominated Supervisor to provide all information associated with the complaint 
and to provide any additional background 

❖ Review all the material then talk to the complainant and the officers involved 
❖ Forward a written recommendation to the Nominated Supervisor 
❖ Advise the person making the complaint in writing of the decision 
❖ Place copies of all notes, correspondence, and other relevant material on file 

Involvement of the Regulatory Authority 

A copy of the Education and Care National Law Act 2010 and the Education and Care National 
Regulations 2011 will always be available for staff, family day care educators and parents in the 
Five Star Family Day Care Office. 

Five Star Family Day Care will display in the office a notice providing information to assist 
persons in making a complaint. The information displayed will include the name of the 
approved provider (Five Star Family Day Care [Pty Ltd]), the name of the nominated supervisor, 
the name and telephone number of the person at Five Star Family Day Care to whom 
complaints may be addressed, the address and telephone number of the responsible office of 
the Regulatory Authority and a list of the information for inspection.  
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All complaints alleging any contravention of the Act and/or Regulations will be reported to the 
Regulatory Authority in writing within 24 hours of the complaint being made.  

All complaints alleging concerns about the health, safety, or well being of any child being cared 
for or educated by Five Star Family Day Care will be reported to the Regulatory Authority in 
writing within 24 hours of the complaint being made.  

Should the Five Star Family Day Care dispute resolution policy fail to satisfy a person making a 
complaint, the person making the complaint may contact the Regulatory Authority by 
telephone on 1800 619 113. 

Continuous improvement 

Five Star Family Day Care is committed to continuous improvement. We review all family day 
care educators formally once a year. We do home visits on a regular basis, which includes 
unscheduled visits.   

Our complaint and grievance procedure aims to encourage people to tell us what we can do 
better.  We seek feedback from families on a regular basis. This might be through surveys or 
exit interviews. 

Confidentiality and Privacy 

Policy 

To comply with the Information Privacy Principles and the Health Privacy Principles contained in these 
Acts. 

Procedures 

Definitions 

Personal information  is information or an opinion about an individual whose identity is 
apparent, or can reasonably be ascertained, from the information 
or opinion.  Personal information includes names, addresses, and 
dates of birth, phone numbers, and health details  

Sensitive information  includes information or an opinion about an individual’s racial or 
ethnic origin, philosophical or religious beliefs, gender or criminal 
record 

Health information  includes information about the physical or psychological health, or 
disability of an individual.  The Act that sets out the rules and 
regulations for the running of education and care services 
including family day care.  It requires that all information be 
treated as confidential.  
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Collecting and protecting information  

Five Star Family Day Care asks for personal, sensitive and health information to help us to carry 
out our functions.   

Five Star Family Day Care must collect information to meet our obligations under the Act. 

Five Star Family Day Care will collect personal, sensitive and health information from families.  
We will only ask for information that we need to be able to provide our service and run our 
activities. 

Five Star Family Day Care aims to collect personal, sensitive and health information about an 
individual directly from that individual.  This is not always possible. 

When collecting information, Five Star Family Day Care will tell the individual why the 
information is being collected and how it may be used.   

If Five Star Family Day Care collects information about an individual from someone else, Five 
Star Family Day Care will take reasonable steps to tell the individual concerned  

Personal, sensitive and health information is collected for use by Five Star Family Day Care and 
within Five Star Family Day Care 

Five Star Family Day Care may give information to people outside of Five Star Family Day Care if 
the individual consents or Five Star Family Day Care is compelled to do so by a Court. 

Access to information  

Five Star Family Day Care is committed to operating in an open and accountable way. 

Individuals can ask to see or make copies of their personal, sensitive and health information.   

To see information or get a copy, contact Five Star Family Day Care staff.   

Parties to a complaint may inspect the complaint and related documents upon request. 

In order to protect the privacy of individuals, information Five Star Family Day Care supplies in 
response to a request may be masked, deleted or refused where it refers to another person.  
The decision of whether to release information is solely the decision of Five Star Family Day 
Care.   

Denial of access 

If Five Star Family Day Care decides not to let an individual see or copy information, reasons for 
that decision will be given.  The reasons for the decision can be in writing, if requested.  

In some circumstances it may be appropriate and lawful for Five Star FDC to deny access, 
including if:  

● the information relates to existing or anticipated legal proceedings between Five Star 
FDC and the individual, and the information would not be available by the legal 
discovery processes;  
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● Giving access would reveal Five Star FDCs intentions in relation to negotiations with 
the individual and prejudice those negotiations for Five Star FDC. 

● Or providing access would be unlawful or if denying access is required or authorised 
under law. 

Security 

Five Star Family Day Care maintains a secure system for storing personal, sensitive and health 
information. 

Five Star Family Day Care keeps information in locked filing cabinets and in computer systems 
that are only accessible to staff. Five Star Family Day Care will dispose of this information in a 
way that protects privacy. 

Although every effort will be taken to ensure safe and secure storage and disposal of 
information, Five Star Family Day Care is not responsible for any loss or damage arising from 
any breach of our systems unless negligence can be proved. 

Correcting information 

An individual can ask Five Star Family Day Care staff to update or correct information. 

If the person providing the correction or update is not the person who the information is 
about, Five Star Family Day Care may check the information with the individual before changing 
the record. Every effort will be made to ensure that information is correct and up-to-date at all 
times. 

External contractors/Family day care educators 

Usually such information will be handled only by Five Star Family Day Care staff.  Five Star 
Family Day Care may outsource functions to contractors.  Personal, sensitive and health 
information will be handled with care, security and discretion by contractors.  If contractors are 
engaged, all care and effort will be taken to ensure that the contractors deal with the 
information with as much care, security and discretion as Five Star Family Day Care does. 

Anonymity 

In some cases, individuals wish to provide information to Five Star Family Day Care without 
revealing their identity.  Five Star Family Day Care cannot guarantee that the individuals will 
remain anonymous.  This will depend on the law and what is practicable and reasonable 

Complaints 

If an individual feels unhappy about how Five Star Family Day Care (or its agents, contractors or 
employees) have handled their personal, sensitive or health information, they may complain.   

See the section of this policy handbook headed Grievance and Complaints Resolution. 
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Information Sharing 

Subject to our policy on confidentiality, Five Star Family Day Care encourages the free exchange 
of information.  Family day care educators attend regular training and networking sessions 
where they can share information, ideas and experiences with their peers.   

Families are encouraged to share information with the family day care educator to improve the 
child’s experience of their world.  Family day care educators plan activities and can provide 
feedback on each child’s development. 

Five Star Family Day Care collects and maintains information about community service.  Five 
Star Family Day Care staff can assist with finding information and resources for families and for 
family day care educators.  

Placing children in care 

Policy 

To ensure children are placed in an appropriate care placement in a timely manner that meets all 
parties’ needs and supports a mutual understanding of the process 

Procedures 

Request for care 

The first point of contact to apply for care is the Five Star Family Day Care office  

Five Star Family Day Care staff provide information and answer to help parents decide whether 
to lodge a Request for care 

Parents will complete a Request for care to start the process 

The order of priority for Requests for care is in accordance with Australian Government 
guidelines and priority of access 

Where there are vacancies, families will be provided with referrals to all available Educators, 
considering the following factors: 

● Priority of access guidelines 

● Date of application for care 

● Age of the child 

● Days, hour and location of care required 

● Siblings that may currently attend our service 

Waiting list 

Where the Request for care cannot immediately be met, the parent will be advised and invited 
to be included on Five Star Family Day Care’s waiting list. 
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Families on the waiting list will be contacted every four weeks to confirm that they still require 
care. The waiting list is reviewed regularly to ensure that families have access to care when 
they need it, and educator vacancies are filled as soon as possible. 

Enrolment 

Where the Request for care can be met, an Enrolment interview will be arranged 

Enrolment interviews take place at the Five Star Family Day Care office  

If there are special circumstances, Enrolment may take place in the parent's home or specialist 
service location.  This is not expected to be the normal practice 

During Enrolment, staff will: 

❖ Assess the needs of the child  
❖ Discuss the family’s expectations 
❖ Record family information on the Enrolment form 

Selecting a family day care educator 

Family Day Care can be a very flexible option of childcare.  Many factors are considered to 
select a family day care educator including:  

❖ The hours and days that a family day care educator is available 
❖ Where the family and the Care provider live  
❖ The languages spoken by the family and the Family day care educators.  Many Five Star 

Family Day Care educators speak a language other than English 
❖ The family’s preferences including a preference for a family day care educator who can 

speak their language 
❖ How many children are to be placed 
❖ How many children are already placed with the family day care educator 
❖ The ages of the children already placed with the family day care educator 
❖ The ages of the children to be placed 
❖ The parents’ care expectations 
❖ The days and hours that care is needed 

Five Star Family Day Care makes every endeavor to match the age of the child and their 
development and educational needs with the environment and skill level of the family day care 
educator.   

Parents will be invited to meet Family day care educators before making a choice about which 
placement to accept.   

Parents are to make their own arrangements to contact the family day care educator to 
arrange a suitable time to meet. 

At the meeting, parents and Family day care educators are encouraged to discuss openly their 
needs and expectations. 
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A successful placement occurs where there is a match between the needs of the child, the 
family expectations and the family day care educator’s ability and willingness to meet the 
child’s (and the family’s) needs. 

Parents and children should feel comfortable.  Parents have the right and responsibility to 
determine that a family day care educator shares similar values and can meet the needs of the 
child. 

Family day care educators have the right and the responsibility to decide whether the child's 
needs and the parents’ expectations can be met throughout the placement. 

Parents and Family day care educators are not obliged to accept any placement. 

 
Enrolment of Children prior to commencing care 
 
Enrolment of Children prior to commencing care families must: 
 

● Confirm the educator with whom they have agreed to commence care 
● Confirm the days and hours that care is to be used 
● Confirm the date upon which care is to commence 
● Complete an enrolment package 
● Provide a copy of their child’s birth certificate 
● Provide immunization details 
● Pay the service’s enrolment fee 
● Sign copies of the Parent/Educator contract 

Accepting a place 

Before accepting a place, parents and Family day care educators should feel comfortable about 
the placement. 

Details of available Family day care educators may be provided to other parents looking for 
care.  Parents are encouraged to make a decision in a short time.  Parents may be disappointed 
if someone else has taken their preferred placement because they took too long to make a 
decision.   

When parents and the family day care educator reach agreement on a placement, parents and 
the family day care educator must advise Five Star Family Day Care. 

Five Star Family Day Care prefers that the parents contact the unsuccessful Family day care 
educators to ensure that they know of the parents’ decision. 

Accepting the place must be confirmed by the parents and the family day care educator in a 
Parent/Educator Agreement.  Unless there are immediate emergency care needs, the Parent / 
family day care educator Agreement should be completed before care starts. 

Immediate emergency care 
❖ Parents might need immediate care because of an emergency or because they are 

starting employment.  An emergency will be assessed on the circumstances but might 



 

Five Star Family Day Care Policy and Procedure: Updated 22/04/22 199 
  

include: a parent needs to work as an emergency worker (a nurse, fire fighter, police 
officer or doctor) 

❖ A parent must travel unexpectedly on an emergency matter 
❖ There has been an illness, accident, hospitalisation or death of a family member 
❖ A parent has been taken into police custody 

Parents and Family day care educators still need to complete the Enrolment and the interview 
and the Parent/Educator Agreement  

If time is short, the Enrolment form is the minimum information to be completed.  This form 
contains all relevant information to ensure the proper care of the child.   

In cases where the need is so great that the interview and Parent/Educator Agreement is not 
completed before care starts, they should occur within 24 hours of care commencing.  This is 
important to ensure information is shared and expectations are clear. 

If the family day care educator does not have all information required for a new family, for 
example, the contact phone numbers for use in the event of an emergency, medical history, 
parents' phone numbers, and the parent must supply relevant details before the child is left in 
care. 

Neither the family day care educator nor the parents are under any obligation to accept the 
placement. 

After hours, a family day care educator may accept an emergency placement if: 

❖  Family Day Care 
❖ The parent meets at least one of the criteria for Emergency care 
❖ The family day care educator has a vacancy and does not exceed the maximum number 

of children in care 
❖ Staff are immediately informed of the placement on the After-Hours number 

Priority of access 

Policy 

To provide information to families and Family day care educators about how children are placed in care 
and support a mutual understanding of the Priority of Access process. 

Procedures 

Priority groups 

Due to the large demand for child care places, the Department of Education (formerly the 
Department of Education, Employment and Workplace Relations) (“the Commonwealth 
Department”) directs Five Star Family Day Care to place children in child care places in 
accordance with their priorities.  Five Star Family Day Care must adhere to the priority order 
that has been predetermined by the Commonwealth Department. 
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When places are limited, Five Star Family Day Care will allocate places according to the priority 
stated in the Child Care service Handbook (as amended by the Commonwealth Department 
from time to time). 

Where the Handbook priority is unclear or does not resolve a problem about how to allocate a 
place, the Nominated Supervisor will provide the final decision. 

The three levels of Priority of Access are: 

1. A child at risk of serious abuse or neglect 

2. A child of a single parent who satisfies – or of two parents who both satisfy – the 
work/training/study test under Section 14 of the Family Assistance Act 

3. Any other child 

 

Within these main categories, priority should also be given to the following children:  

● Children in Aboriginal and Torres Strait Islander families. 

●  Children in families which include a disabled person. 

●  Children in families which include an individual whose adjusted taxable income does 
not exceed the Australian Government’s lower income threshold, or who or whose 
partner is on income support. 

●  Children in families with a non “English speaking background. 

●  Children in socially isolated families. 

● Children of single parents.  

 

Circumstances where a child may have to leave Five Star FDC 

When Five Star FDC has no vacant spaces and is providing childcare for a child who is 
Priority 3, Five Star FDC may require that child to cease care for care to be made available 
to a higher priority child, but only if:  

● The family was notified upon enrolment that Five Star FDC followed this policy,  

● Five Star FDC gives that family at least 14 days’ notice for the child to cease care. 

Media 

Policy 

To manage any media enquiry, keep advertising and media activities in line with all regulations and 
requirements, and respect the rights of families, Family day care educators and staff. 

Guidance 

Children, families, Educators, management and staff are entitled to privacy, confidentiality, 
respect and fairness regarding disclosure of any personal information, especially when a 
sensitive or difficult matter has arisen in the community. Five Star Family Day Care is 
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committed to honouring these ethical principles as part of our responsibility to all partners in 
our organisation. 

Procedures 

Photographs 

❖ Educators are to ensure that photographs are not taken of children in care by the media 
without both the parent’s written approval. Written permission is requested on the 
child enrolment form. 

❖ Photographs taken of children (even with written permission) are not to be posted on 
the internet in any form e.g. Facebook unless the required consent form has been 
completed. 

❖ Staff must seek consent from the family day care educator and parent for any 
photographs taken with the intent to use these photographs in advertising or 
promotional material. 

Media 

❖ All media enquiries relating to any aspect of our education and care services must be 
directed to the Nominated Supervisor of Five Star FDC. Coordination Unit staff and 
educators are not to make public comments to the media, no matter how simple or 
innocent the question may appear.  

❖ In the event of a situation that attracts the attention of the media, Five Star 
management will ensure that all current staff and educators are aware of the media 
policy. 

❖ Where the Approved Provider and/or Management are requested to make comments 
upon a potentially critical issue, the Five Star FDC’s legal advisor will be consulted prior 
to comment being made; should it not be possible to ensure that a concise and 
appropriate response is recorded, then the Approved Provider and Management may 
choose to make no comment on the matter. 

❖  The appointed spokesperson will make only those statements which they know to be 
true and which can legally be released, will challenge information that they know to be 
incorrect, but will not blame the media.  

❖ The appointed spokesperson will speak and write in common, easily understood 
language. Where possible, media responses will be made in the form of a media release. 

❖ Family day care educators must have parent and staff authority before any photographs 
are taken of children for the purpose of use in the media.  
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❖ In instances where educators are caring for a child whose family may be deemed high 
profile by the media, educators must report any attempt to speak to or photograph the 
child and/or educators to the Nominated Supervisor.  

 

Use of Facebook  

❖ Educators who wish to use Facebook as part of their family day care program and 
practices must ensure that the site is restricted to the consenting participants of the 
Family Day Care Service E.g. Educator, families, prospective families, coordination team, 
DET etc.  

❖ A Facebook permission form will be provided to the educator once the Facebook site 
address has been supplied and must be completed by all families and a copy will be 
retained in the families file 

❖ Educators who are using Facebook as part of their daily program and practices will be 
require providing access where requested to coordination unit team members and 
Department of Education and Training (DET) staff and others departments as may be 
deemed appropriate  

❖ While using Facebook, educators will ensure that all communication and documentation 
is of a professional manner and is respectful to all children, families’, other educators, 
the family day care program and all Five Star FDC staff. 

Social media  

Policy 

To provide guidance on participation in social networks, enabling families, educators, and staff to 
effectively communicate with a wide range of audiences, and to provide information on what the 
service deems to be acceptable and unacceptable behaviour on a social networking service 

Guidance 

Five Star FDC considers social networks such as Facebook to be important tools for sharing 
information, and the Company anticipates that all stakeholders will demonstrate high 
standards for interactions. Use of social media should be given the same weight and care as 
other methods of communication, and stakeholders should conduct themselves professionally. 

Procedures  

❖ Social networking sites are publicly searchable, and almost everything posted is publicly 
accessible. Think carefully prior to posting 

❖ Consider each of the privacy and safety settings available across all aspects of the 
services, i.e. photos, blog entries, image galleries, and set appropriate levels of privacy 
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❖ Exercise discretion, thoughtfulness and respect toward other stakeholders; details of 
educators, families and children should never be discussed  

❖ Educators should not invoice families using their care via Facebook, twitter or text 
message; 5. Under no circumstances should stakeholders reveal confidential 
information related to the people associated with Five Star FDC. 

❖ Identifiable photographs and images of individual families and children should not be 
added to a social media profile without the written permission of those families. Copies 
of permission notes need to be returned to the Office prior to photographs or images 
being posted on any social media site.  

❖ will seek permission from individual Educators prior to including their names on its 
webpage. 

❖ Educators advertising their service via social media must provide Five Star FDC’s address 
and contact details, rather than their own. 

❖ If you become aware of inappropriate sharing of information regarding Five Star FDC, 
immediately make the approved provider aware of this. 

❖ Transparency is key in social networking. Always identify your role within the service. 

❖ Stakeholders should not discuss issues relating to Five Star FDC through online forums 
and chat rooms; all issues and grievances should be addressed in accordance with Five 
Star FDC’s Complaints Handling Policy and Confidentiality Code. 
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APPENDIX A – Glossary of Terms 

Act Education and Care Services National Law Act 2010 

Annual review Reviewing and revising all Family Day Care Educator requirements 
and signing a renewed Family Day Care Educator Agreement 

Approved Provider An entity that has been approved by the Regulatory Authority.  Five 
Star Family Day Care Pty Ltd is an approved provider. 

Approved Service An education and care service operated by an approved provider 
that has been approved by the Regulatory Authority. Five Star Family 
Day Care is an approved service. 

AS Australian Standards 

AS/NZS Australian and New Zealand Standards 

  

Australian Government 
Guidelines 

Child Care Services Handbook providing details of eligibility to the 
services 

Authorised Officer An Authorised Officer is a person who has been authorised by the 
Regulatory Authority to monitor and enforce the Act and 
Regulations.  An Authorised Officer will have an identity card which 
states that he or she is an authorised officer.  The identity card must 
be shown before exercising any powers under the Act.  Penalties can 
be imposed for failing to show the identity card. 

CCS Child Care Subsidy 

Certified supervisor A person who holds a supervisor certificate.  This person may be the 
Nominated Supervisor also.  A certified supervisor is eligible to be 
placed in day-to-day charge of an approved education and care 
service if the Nominated Supervisor is not available. 

Child Care services 
Handbook  

This handbook provides guidance and assistance to approved child 
care service operating under the CCMS.  It is updated each year.  The 
current version is available online only. www.education.gov.au/child-
care-service-handbook 

Complainant The person making the complaint 

Complaint The term includes concerns, complaints, grievances and problems. 

Complaints officer The person nominated by Five Star Family Day Care to investigate 
and resolve the complaint. 

Complaints register A record of all complaints made recording the name of the person 
complaining, the date and time of the complaint, and the details (if 
any) of the incident, action, or event that resulted in the complaint.  
The record will also note the resolution and whether the 
complainant felt that the complaint was resolved. 
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CPR Cardiopulmonary Resuscitation 

Criminal History Record 
Check 

a certificate, record or report issued by State Police or Australian 
Federal Police detailing full disclosure of a person’s Australia-wide 
criminal history (including a report that there is no criminal history).  
It is also known as a “police record check”, a “National Police 
Certificate” or a “National Police Record Check” 

Department of Education The Department of Education is a department of the 
Government of New South Wales, is responsible for the 
delivery and co-ordination of early childhood and education. 

Early Childhood 
professional 

The category of professionals which includes Family Day Care 
Educators, school teachers, family support workers, preschool field 
officers, inclusion support facilitators, student support service 
officers, primary school nurses, primary welfare officers, early 
childhood intervention workers, play therapists, health professionals 
and education officers in cultural organisations. 

Education and care service 
premises 

Means the office of the family day care service, or an approved 
family day care venue, or each part of a residence used to provide 
education and care to children as part of a family day care service or 
used to provide access to the part of the residence used to provide 
that education and care 

Educational leader A suitably qualified and experienced educator, Nominated 
Supervisor or individual designated by Five Star Family Day Care– in 
writing – to lead the development and implementation of education 
programs at Five Star Family Day Care 

Family Day Care Educator Individual registered under contract with Five Star Family Day Care 
to provide education and care in their homes 

Family Day Care Educator 
Agreement 

Agreement between Five Star Family Day Care and Family Day Care 
Educators 

Family Day Care Educator 
Assistant 

Individual registered with Five Star Family Day Care to help a family 
day care educator to provide education and care in their homes 

Family Day Care Educator 
register 

The record kept in the Five Star Family Day Care office on the Family 
Day Care Educator 

Family/families Includes parents/guardians and children 

FDC Family Day Care 

Five Star Family Day Care 
Stakeholders 

persons and organisations including government bodies at the State 
and Commonwealth level with an interest in, and a contribution to 
make to, Five Star Family Day Care’s provision of child care service 

Five Star FDC Five Star Family Day Care Pty Ltd 

Health information Information about the physical or psychological health, ability or 
disability of a person 
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Household member any person who is 18 years of age or older and lives, or intends to 
live, in the residence of or on the property of the Family Day Care 
Educator 

Insurance Includes compulsory insurance such as public liability and other kinds 
of insurance such as home and contents, professional negligence, car 
insurance, health insurance, income protection insurance 

Leave Time that a Family Day Care Educator takes for a holiday, or due to 
sickness, or family emergency or any other reason.  During leave, a 
Family Day Care Educator is not available to educate and care for 
children 

MICA Mobile Intensive Care Ambulance, a service with paramedics who 
have a higher clinical skill set and can perform more advanced 
medical procedures 

National Authority Australian Children’s Education and Care Quality Authority 

National Quality 
Framework (NQF) 

Includes the Act, the Regulations, the National Quality Standard, an 
assessment and rating system, the regulatory Authority and the 
National Authority 

National Quality Standards 
(NQS) 

The National Quality Standards set out in Schedule 1 of the 
Education and Care Services National Regulations 

NCAC National Childcare Accreditation Council (now defunct) 

Nominated Supervisor A person with suitable qualifications and experience who holds a 
supervisor certificate and has been nominated by the approved 
provider of an education and care service to be the Nominated 
Supervisor as required by section 161 of the Act. 

Parent Includes the child’s guardians or the person with lawful authority to 
make decisions for the child 

Personal information Information or an opinion about a person whose identity is apparent, 
or can reasonably be ascertained, from the information or opinion.  
Personal information includes names, addresses, dates of birth, 
phone numbers, and health details  

Prescribed records  Records that must be kept by Five Star Family Day Care under 
regulation 169 and by Family Day Care Educators under regulation 
170 

QIP Quality Improvement Plan 

Regulations  Education and Care services National Regulations 2011 

Regulatory Authority NSW Early Childhood Education and Care Directorate, Department of 
Education and Communities 
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Sensitive information Information or an opinion about a person’s race, ethnic origin, 
philosophical or religious beliefs, gender or criminal record 

SIDS Sudden Infant Death Syndrome. The unexpected death of a baby, 
when there is no apparent cause of death, is called sudden infant 
death syndrome (SIDS) Support and further information can be 
found by calling 1800 240 400 

Staff/Team persons responsible for administering the Five Star Family Day Care 
service 

Supervisor Certificate A certificate provided by the Regulatory Authority to suitably 
qualified persons who apply for such a certificate.  A person holding 
a supervisor certificate is eligible to be placed in day-to-day charge of 
an approved education and care service. 

WH&S Work Health and Safety 

WH&S Act Work Health and Safety Act 2011 
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APPENDIX B − References and Sources 

Anaphylaxis Australia www.anaphylaxis.com.au 
Anti Cancer Council www.quit.org.au 
Asthma Action Plan and Asthma First Aid Plan,  http://www.asthmaaustralia.org.au 
Australian Competition and Consumer Commission www.accc.gov.au 
Australian Dental Association www.ada.org.au 
Australian Government, Department of Education www.education.gov.au 
Australian Government, Department of Human Services www.humanservices.gov.au 
Australian Tax Office www.ato.gov.au 
Centre for Culture, Ethnicity and Health www.ceh.org.au 
Child Care New South Wales www.childcarensw.com.au 
Child Care Service Handbook www.education.gov.au/child-care-service-handbook 
Early Childhood Australia www.earlychildhoodaustralia.org.au 
Family Day Care NSW www.nswfdc.org.au 
Fire and Rescue NSW http://www.fire.nsw.gov.au/ 
Free Kindergarten Association www.fka.com.au 
Health Child Wellbeing Units http://www.health.nsw.gov.au/initiatives/kts/cwu.asp 
Kidsafe NSW Inc. www.kidsafensw.org 
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APPENDIX C – Infectious Diseases 

The following table indicates the minimum period of exclusion from schools and children's service 
centres required for infectious diseases cases and contacts as prescribed under Regulations 13 and 14 
of the Health (Infectious Diseases) Regulations 2001 - Schedule 6.  In this Schedule 'Medical Certificate' 
means a certificate of a registered medical practitioner. 
 

Disease or condition Exclusion of cases Exclusion of contacts 
Amoebiasis(Entamoeba 
histolytica) 
A gastrointestinal infection 

Exclude until diarrhoea has ceased Not excluded 

Campylobacter Exclude until diarrhoea has ceased Not excluded 
Chickenpox Exclude until fully recovered or for at least 5 

days after the eruption first appears.  Note 
that some remaining scabs are not a reason 
for continued exclusion. 

Any child with an immune 
deficiency (for example, 
leukaemia) or receiving 
chemotherapy should be 
excluded for their own 
protection.  Otherwise not 
excluded. 

Conjunctivitis Exclude until discharge from eyes has 
ceased. 

Not excluded 

COVID-19 Exclude at least 14 days in isolation, and 
until Medical Certificate of clearance of no 
infection. 

Exclude family/household 
contacts, need to be 
quarantined for at least 2 
weeks, until given the clear 
by the Secretary. 

Diarrhoea Exclude until diarrhoea has ceased or until 
Medical Certificate of recovery is produced. 

Not excluded 

Diphtheria Exclude until a Medical Certificate of 
recovery is received following at least two 
negative throat swabs, the first not less 
than 24 hours after finishing a course of 
antibiotics and the other 48 hours later. 

Exclude family/household 
contacts until cleared to 
return by the Secretary. 

Haemophilus type b (Hib) Exclude until Medical Certificate of recovery 
is received. 

Not excluded 

Hand, foot and mouth disease Until all blisters have dried. Not excluded 
Hepatitis A Exclude until a Medical Certificate of 

recovery is received, but not before 7 days 
after the onset of jaundice or illness. 

Not excluded 

Hepatitis B Exclusion is not necessary unless the child 
has a secondary infection. 

Not excluded 

Hepatitis C Exclusion is not necessary unless the child 
has a secondary infection. 

Not excluded 

Herpes ('cold sores') Young children unable to comply with good 
hygiene practices should be excluded while 
the lesion is weeping.  Lesions to be 
covered by dressing, where possible. 

Not excluded 

Human immuno-deficiency virus 
infection (HIV/AIDS) 

Exclusion is not necessary unless the child 
has a secondary infection. 

Not excluded 

Impetigo Exclude until appropriate treatment has 
commenced.  Sores on exposed surfaces 
must be covered with a watertight dressing. 

Not excluded 

Influenza and influenza like 
illnesses 

Exclude until well. Not excluded 
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Leprosy Exclude until approval to return has been 
given by the Secretary. 

Not excluded 

Measles Exclude until at least 4 days after the onset 
of rash. 

Immunised contacts not 
excluded.  Un-immunised 
contacts should be excluded 
until 14 days after the first 
day of appearance of rash in 
the last case.  If un-
immunised contacts are 
vaccinated within 72 hours 
of their first contact with 
the first case they may 
return to school. 

Meningitis (bacteria) Exclude until well. Not excluded 
Meningococcal infection Exclude until adequate carrier eradication 

therapy has been completed. 
Not excluded if receiving 
carrier eradication therapy. 

Mumps Exclude for 9 days or until swelling goes 
down (whichever is sooner) 

Not excluded 

Poliomyelitis Exclude for at least 14 days from onset.  Re-
admit after receiving Medical Certificate of 
recovery. 

Not excluded 

Ringworm, scabies, pediculosis 
(head lice) 

Re-admit the day after appropriate 
treatment has commenced. 

Not excluded 

Rubella (German measles) Exclude until fully recovered or for at least 
four days after the onset of rash. 

Not excluded 

Salmonella, Shigella Exclude until diarrhoea ceases Not excluded 
Severe Acute Respiratory 
Syndrome (SARS) 

Exclude until Medical Certificate of recovery 
is produced 

Not excluded unless 
considered necessary by the 
Secretary 

Streptococcal infection (including 
scarlet fever) 

Exclude until the child has received 
antibiotic treatment for at least 24 hours 
and the child feels well. 

Not excluded 

Trachoma Re-admit the day after appropriate 
treatment has commenced. 

Not excluded 

Tuberculosis Exclude until receipt of a Medical Certificate 
from the treating physician stating that the 
child is not considered to be infectious. 

Not excluded 

Typhoid fever (including 
paratyphoid fever) 

Exclude until approval to return has been 
given by the Secretary. 

Not excluded unless 
considered necessary by the 
Secretary. 

Verotoxin producing Escherichia 
coli (VTEC) 

Exclude if required by the Secretary and 
only for the period specified by the 
Secretary. 

Not excluded 

Whooping cough Exclude the child for 5 days after starting 
antibiotic treatment. 

Exclude un-immunised 
household contacts aged 
less than 7 years and close 
child care contacts for 14 
days after the last exposure 
to infection or until they 
have taken 5 days of a 10 
day course of antibiotics. 

Worms (Intestinal) Exclude if diarrhoea present. Not excluded 
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Breastfeeding Support Plan 
 
 
 
Our service would like to support you should 
you decide to continue breastfeeding. Please complete this plan to help us 

support you and your infant. 
 
Child’s Name:_______________________________________________________________________ 
Mother’s Name:____________________________Mother’s contact number:___________________ 
1. Has your infant ever taken expressed breastmilk before? (Please tick)   Yes                   No  

 
2. How does your infant feed at home? (Please tick and add comments)  
Exclusively from the breast       Expressed breast milk                  Infant formula 
Breast Milk supplemented with infant formula   
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
____________________________________________________________________________ 
 
3. How often does your infant feed each day?  This might include on demand, before or after 
mealtimes (e.g. breakfast, lunch, dinner) or to go to sleep. 

_____________________________________________________________________________________
_____________________________________________________________________________________
____________________________________________________________________________ 
 
4. How would you like your infant to be fed while at our service? (Please tick and add comments)  
Feed your expressed breastmilk                          You visit the service to breastfeed 
You breastfeed before departure and on pick up               Feed infant formula  
Comments:  
_____________________________________________________________________________________
_____________________________________________________________________________________
____________________________________________________________________________ 
 
5. If you would like to visit your infant to feed, how can we support you?  This might include 
arranging to visit at pre-specified times, or phoning you when your infant is showing hunger signs. 

_____________________________________________________________________________________
_____________________________________________________________________________________
____________________________________________________________________________ 
 
6. If the supply of expressed breast milk runs out before you are due to return, what actions 
would you like us to take?  This might include making contact with you, offering infant formula, or for 
children over 12 months of age offering cow’s milk.   

_____________________________________________________________________________________
_____________________________________________________________________________________
____________________________________________________________________________ 
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7. Does your infant have a preference for a type of bottle or cup to feed from? (please tick and 
add comments) 
A sippy cup                 An open cup                  A wide teat bottle                  A narrow teat bottle  
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
____________________________________________________________________________ 
8. Can you share any settling techniques or routines that help your infant settle and sleep? Many 
breastfed infants breastfeed to go to sleep. Does your infant settle with other techniques or routines? 
This may include the use of a special blanket or another source of comfort or activity. 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_________________________________________________________________________ 
 9. What else can we do to support you to continue breastfeeding? 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
________________________________________________________________ 

 
Please review this plan if there are any changes to your routine.  

 
Date of last review: ________________________ 

 
 
 

Note for services 
Length of time expressed breastmilk can be stored 

 
Source: National Health and Medical Research Council (2012) Infant Feeding Guidelines. Canberra: National Health and Medical Research Council. 

Resources  
For further information: 
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▪ Early Childhood Health Centres: For centre locations throughout NSW, consult your local 
white/yellow pages or whitepages.com.au under the heading ‘Community Health Centre’ or 
‘Early Childhood Health Centre’. 

▪ Australian Breastfeeding Association (ABA): Breastfeeding Helpline 1800 686 268 
www.breastfeeding.asn.au 

▪ Tresillian 24-hour Parents Helpline: (02) 9787 0855 or 1300 272 736 (free call outside Sydney 
metropolitan area) www.tresillian.net 

▪ Karitane Care Line: 1300 227 464 www.karitane.org.au 
▪ Mothersafe. Medications in Pregnancy and Lactation Service: Phone: (02) 9382 6539 or 1800 

647 848 (free call outside Sydney metropolitan area) 
▪ Personal Health Record (known as the ‘Blue Book’): www.health.nsw.gov.au 
▪ Healthy Kids website: www.healthykids.nsw.gov.au 
▪ Infant Feeding Guidelines: www.eatforhealth.gov.au  
▪ Raising Children Network: www.raisingchildren.net.au  

 
Brochures 

▪ Giving Your Baby the Best Start: 
www.eatforhealth.gov.au/sites/default/files/files/the_guidelines/n55e_infant_brochure.pdf  

▪ Starting Family Foods: 
www.healthykids.nsw.gov.au/downloads/file/teacherschildcare/NSWHealth12ppDLbrochure_S
ept15_WEBSINGLEPAGESsmaller.pdf  

▪ Get Up & Grow – Breastfeeding and returning to work 
www.health.gov.au/internet/main/publishing.nsf/content/phd-gug-hw06  

▪ Get Up & Grow – Breastfeeding (Aboriginal and Torres Strait Islander specific) 
www.health.gov.au/internet/main/publishing.nsf/content/B941913A986BC5E2CA257BF0001AE
47/$File/Brochure%20-%20Breastfeeding.pdf 
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APPENDIX D – Anaphylaxis 

1. Definitions 
Allergen:  A substance that can cause an allergic reaction. 

Allergy:  An immune system response to something that the body has identified as an 
allergen. People genetically programmed to make an allergic response will make 
antibodies to particular allergens. 

Allergic reaction:  A reaction to an allergen.  Common signs and symptoms include one or more of 
the following: hives, tingling feeling around the mouth, abdominal pain, 
vomiting and/or diarrhoea, facial swelling, cough or wheeze, difficulty 
swallowing or breathing, loss of consciousness or collapse (child pale or floppy), 
or cessation of breathing. 

Ambulance contact 
card:  

A card that the service has completed, which contains all the information that 
the Ambulance service will request when phoned on 000.  An example of this is 
the card that can be obtained from the Metropolitan Ambulance service and 
once completed by the service it should be kept by the telephone from which 
the 000-phone call will be made. 

Anaphylaxis:  A severe, rapid and potentially fatal allergic reaction that involves the major 
body systems, particularly breathing or circulation systems. 

Anaphylaxis medical 
management action 
plan:  

a medical management plan prepared and signed by a Registered Medical 
Practitioner providing the child’s name and allergies, a photograph of the child 
and clear instructions on treating an anaphylactic episode.  An example of this is 
the Australian Society of Clinical Immunology and Allergy (ASCIA) Action Plan. 

Anaphylaxis 
management 
training:  

accredited anaphylaxis management training that has been recognised by the 
Secretary of the Department of Education and Early Childhood Development 
and includes strategies for anaphylaxis management, recognition of allergic 
reactions, risk minimisation strategies, emergency treatment and practise using 
a trainer adrenaline auto-injection device. 

Adrenaline auto-
injection device: 

A device containing a single dose of adrenaline, delivered via a spring-activated 
needle, which is concealed until administered. 

EpiPen®:  This is one form of an auto-injection device containing a single dose of 
adrenaline, delivered via a spring-activated needle, which is concealed until 
administered.  Two strengths are available, an EpiPen® and an EpiPen Jr®, and 
are prescribed according to the child’s weight.  The EpiPen Jr® is recommended 
for a child weighing 10-20kg.  An EpiPen® is recommended for use when a child 
is in excess of 20kg. 

Anapen®. This is another adrenaline auto injection device containing a single dose of 
adrenaline, recently introduced to the Australian market.   
NB: The mechanism for delivery of the adrenaline in Anapen® is different to 
EpiPen®. 

Adrenaline auto-
injection device 
training: 

This is training in the administration of adrenaline via an auto-injection device 
provided by allergy nurse educators or other qualified professionals such as 
doctors, first aid trainers, through accredited training or through the use of the 
self-paced trainer CD ROM and trainer auto-injection device. 

Children at risk of 
anaphylaxis: 

These are children whose allergies have been medically diagnosed and who are 
at risk of anaphylaxis. 
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Auto-injection device 
kit:  

An insulated container, for example an insulated lunch pack containing a current 
adrenaline auto-injection device, a copy of the child’s anaphylaxis medical 
management action plan, and telephone contact details for the child’s 
parents/guardians, the doctor/medical device and the person to be notified in 
the event of a reaction if the parent/guardian cannot be contacted.  If 
prescribed an antihistamine may be included in the kit.  Auto-injection devices 
are stored away from direct heat. 

Intolerance: Often confused with allergy, intolerance is a reproducible reaction to a 
substance that is not due to the immune system. 

No food sharing:  The practice where the child at risk of anaphylaxis eats only that food that is 
supplied or permitted by the parent/guardian, and does not share food with, or 
accept other food from any other person. 

Nominated staff 
member:  

A staff member nominated to be the liaison between parents/guardians of a 
child at risk of anaphylaxis and the licensee.  This person also checks the 
adrenaline auto-injection device is current, the auto-injection device kit is 
complete and leads staff practice sessions after all staff have undertaken 
anaphylaxis management training.  (Applies to a child care centre environment) 

Communication 
plan: 

A plan that forms part of the policy outlining how Five Star Family Day Care will 
communicate with parents and staff in relation to the policy and how parents 
and staff will be informed about risk minimisation plans and emergency 
procedures when a child diagnosed at risk of anaphylaxis is enrolled in the 
service. 

Qualified staff:  This means staff who hold qualifications as set out in the Education and Care 
service National Regulations 2011 

Risk minimisation: The implementation of a range of strategies to reduce the risk of an allergic 
reaction including removing, as far as is practicable, the major sources of the 
allergen from the service, educating parents and children about food allergies 
and washing hands after meals. 

Risk minimisation 
plan:  

A plan specific to Five Star Family Day Care that specifies each child’s allergies, 
the ways that each child at risk of anaphylaxis could be accidentally exposed to 
the allergen while in the care of the service, practical strategies to minimise 
those risks, and who is responsible for implementing the strategies.  The risk 
minimisation plan should be developed by families of children at risk of 
anaphylaxis and staff at Five Star Family Day Care and should be reviewed at 
least annually, but always upon the enrolment or diagnosis of each child who is 
at risk of anaphylaxis.  A sample risk minimisation plan is outlined in Schedule 3 
of this document. 

Five Star Family Day 
Care community:  

This means all adults who are connected to Five Star Family Day Care. 

Staff:  This means all family day care educators engaged with Five Star Family Day Care 
and all qualified staff employed by Five Star Family Day Care but does not 
include employees who are not qualified staff. 

Treat box:  A container provided by the parent/guardian that contains treats, for example, 
foods which are safe for the child at risk of anaphylaxis and used at parties 
when other children are having their treats.  Non-food rewards, for example 
stickers, stamps and so on are to be encouraged for all children as one strategy 
to help reduce the risk of an allergic reaction 
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2. Related documents 
Related documents at the service: 

❖ Enrolment checklist for children at risk of anaphylaxis (Schedule 2 of the model policy) 
❖ Sample Risk Minimization Plan (Schedule 3 of the model policy) 
❖ Patient information document entitled “Food allergy” available through the 

Australasian Society of Clinical Immunology and Allergy Inc.   
❖ Kids Health Information fact sheet entitled “Allergic and anaphylactic reactions” 

available through the Royal Children’s Hospital, Department of Allergy 
❖ Relevant service policies included in the Five Star Family Day Care Policy and Procedures 

including the following headings:  
o Part Three: Program Procedures, which includes Grievance and Complaints Resolutions 
o Part Four: Placing Children in Care 
o Part Five: Learning and Development, which includes Diversity and Additional Needs, 

Routine and Non-Routine Excursions 
o Part Six: Facilities, which includes Food handling 
o Part Seven: Health and Safety, which includes Emergency, Accident and emergency, 

Hygiene and Infection control, Nutrition  
o Part Nine: Illness and medical issues which includes anaphylaxis, asthma, and 

emergency procedures 

Contact details for resources and support 
❖ Australasian Society of Clinical Immunology and Allergy (ASCIA), at www.allergy.org.au, 

provides information on allergies.  Their sample Anaphylaxis Action Plan can be 
downloaded from this site.  Contact details for Allergists may also be provided.   

❖ Anaphylaxis Australia Inc, at www.allergyfacts.org.au, is a non-profit support 
organization for families with food anaphylactic children.  Items such as storybooks, 
tapes, auto-injection device trainers and so on are available for sale from the Product 
Catalogue on this site.  Anaphylaxis Australia Inc. provides a telephone support line for 
information and support to help manage anaphylaxis.  Telephone 1300 728 000. 

Training 
● There are a range of providers offering anaphylaxis training, including courses offered 

by Australasian Society of Clinical Immunology and Allergy (ASCIA) (see 
www.allergy.org.au).  Ensure that where there is a child diagnosed at risk of anaphylaxis 
enrolled in the service the anaphylaxis management training undertaken is accredited. 

3. Evaluation 
The Nominated Supervisor of Five Star Family Day Care shall: 

● discuss this policy and its implementation with staff and parents/guardians of children 
at risk of anaphylaxis to gauge their satisfaction with both the policy and its 
implementation in relation to their child 

● discuss with staff their knowledge of anaphylaxis management issues after training 

● selectively audit enrolment checklists (for example, annually) to ensure that 
documentation is current and complete 

● respond to complaints and notify the Department within 48 hours  
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● review the adequacy of the response of Five Star Family Day Care staff if a child has an 
anaphylactic reaction and consider the need for additional training and other corrective 
action. 

● conduct ‘anaphylaxis scenarios’ and supervise practise sessions in adrenaline auto-
injection device administration procedures to determine the levels of staff competence 
and confidence in locating and using the auto-injection device kit 

Parents/guardians shall: 

❖ read and be familiar with Five Star Family Day Care Policy and Procedures 
❖ be able to identify and liaise with the nominated staff member 
❖ bring relevant issues to the attention of both staff and Five Star Family Day Care 
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Schedule 1 Risk minimisation plan 

A plan will be developed by the family day care educator with the parent or guardian to help protect the 
child diagnosed at risk of anaphylaxis from accidental exposure to food allergens. 

The following procedures are a model risk management plan.   

In relation to the child at risk: 

❖ This child should only eat food that has been specifically prepared for him/her 
o Where a family day care educator is preparing food for the child, ensure that it has been 

prepared according to the parent’s instructions 
o Some parents will choose to provide all food for their child 

❖ All food for this child should be checked and approved by the child’s parent/guardian and be in 
accordance with the risk minimization plan 

❖ Bottles, other drinks and lunch boxes, including any treats, provided by the parents/guardians 
for this child should be clearly labeled with the child’s name 

❖ Do not allow trading or sharing of food, food utensils and containers between children 
❖ Include children with allergies in all activities to the greatest extent possible.  Some highly 

allergic children may need to sit at a separate table if others consume food or drink containing 
or potentially containing the allergen.   

❖ Parents/guardians should provide a safe treat box for their child 
❖ Where this child is young, this child may require their own highchair to minimize the risk of 

cross-contamination 
❖ When the child diagnosed at risk of anaphylaxis is allergic to milk, ensure non-allergic babies are 

held when they drink formula/milk 
❖ Increase supervision of this child on special occasions such as excursions, incursions, or family 

days 

In relation to other practices at the family day care educator’s home: 

❖ Ensure tables, highchairs and bench tops are washed down after eating 
❖ Wash all children’s hands before and after eating 
❖ If the requirement is included in a child’s anaphylaxis medical management action plan, wash 

the child’s hands on arrival at the family day care home  
❖ Restrict use of food and food containers, boxes, and packaging in crafts, cooking and science 

experiments, depending on the allergies of the child 
❖ Staff should discuss the use of foods in activities with the parent/guardian of a child at risk of 

anaphylaxis and these foods should be consistent with the risk minimization plan 
❖ All children need to be closely supervised at meal and snack times and consume food in 

specified areas.  To minimize risk children should not ‘wander around’ with food 
❖ Use non-food rewards, for example stickers, for all children 
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Schedule 2 Enrolment Checklist for Children at Risk of Anaphylaxis 

□ Completed a risk minimisation plan in consultation with the parent/guardian, which includes 
strategies to address the particular needs of each child at risk of anaphylaxis, and this plan is 
implemented. 

□ Brought this Anaphylaxis management policy to the attention of parents/guardians 

□ Gave parents/guardians of a child diagnosed at risk of anaphylaxis a copy of this Anaphylaxis 
management policy. 

□ Checked that Anaphylaxis medical management action plan for the child is signed by the child’s 
Registered Medical Practitioner 

□ Ensured that a copy of the anaphylaxis medical management action plan is available at all times 
that the child is in care.   

□ Checked that an adrenaline auto-injection device (within expiry date) is available for use at any 
time the child is in care. 

□ Checked that there is storage for the Adrenaline auto-injection device in an insulated container 
(auto-injection device Kit), in a location easily accessible to adults (not locked away), 
inaccessible to children and away from direct sources of heat.  

□ Checked that the family day care educator responsible for the child/ren diagnosed at risk of 
anaphylaxis has undertaken accredited anaphylaxis management training, which includes 
strategies for anaphylaxis management, risk minimisation, recognition of allergic reactions, 
emergency treatment and practise with an auto-injection device trainer, and is reinforced at 
quarterly intervals and recorded annually. 

□ Checked that parent/guardian’s current contact details are available. 

□ Checked that information regarding any other medications or medical conditions (for example 
asthma) is available to the family day care educator. 
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Appendix E – Policy under Regulations 168 and 169 

168(2) Policies and procedures are required in relation to the following: Page 
reference 

(a)(i) Nutrition, food and beverages, dietary requirements 51 
(a)(ii) Sun protection 69 
(a)(iii) Water safety including safety during water-based activities 110 
(a)(iv) Administration of first aid 37 
(a) (v) Sleep and rest for children 60 
(b) Incident, injury, trauma and illness procedures 38 
(c) Dealing with infectious diseases 41 
(d) Dealing with medical conditions 43 
(e)  Emergency and evacuations 71 
(f) Delivery of children to and collection of children from care 81 
(g)  Excursions 77 
(ga) If the service transports or arranges transportation of children other 

than as part of excursions, transportation including procedures 
complying with Division 7 of Part 4.2 of Chapter 4 

79 

(h) Providing a child-safe environment 99 
(i)(i) A code of conduct for staff members 119 
(i)(ii) Determining the responsible person 179 
(i)(iii) Participation of volunteers and students 121 
(j) Interactions with children 158 
(k) Enrolment and orientation 168 
(l) Governance and management of the service 177 
(m) Acceptance and refusal of authorisations 82 
(n) Payment of fees and provision of statement of fees charged 135 
(o) Dealing with complaints 184 

 

169(2)  Policies and procedures are required in relation to the following: Page 
reference 

(a) Assessment and approval and reassessment of family day care venues 
and family day care residences 

101 

(b) Registration of family day care educators 122, 128 
(c) Keeping a register of family day care educators 126 
(d) Monitoring, support and supervision of family day care educators 142 
(e) Assessment of family day care educators, family day care educator 

assistants and persons residing at family day care residences 
122 

(f) Visitors to family day care residences 140 
(g) Provision of information, assistance and training to family day care 

educators 
129 

(h) Registration of family day care educator assistants 124 
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APPENDIX F - Child Safety Code of Conduct 

Children’s employment in the child care sector, entertainment, 
modelling and photographic industries 

Why do employers need to have a Child Safe Code of Conduct? 

Children and young people make an important contribution to the entertainment, modelling and 
photographic industries. 

Employers in these industries have a responsibility to protect the safety and wellbeing of the children 
they work with. 

The Children and Young Person (Care and Protection) (Child Employment) Regulation 2015 requires an 
authorised employer to develop a Child Safe Code of Conduct. 

The Child Safe Code of Conduct outlines the minimum expected behaviours between workers and 
children in that organisation as part of their commitment to creating safe environments. 

The employer needs to provide a copy of their Child Safe Code of Conduct to each employee, including 
self-employed persons, contractors, sub-contractors and volunteers. 

The parent of the child will also need to be given a copy of the Child Safe Code of Conduct so they can 
explain it to their child.  

The employer must do this before the child or their parent is employed or has any contact with other 
child employees. 

What is in a Child Safe Code of Conduct? 

As every organisation and employment situation is different, employers will need to adapt their Child 
Safe Code of Conduct to reflect their current operations and to ensure it is clear and easily understood. 

The Child Safe Code of Conduct should include behaviours that need to be demonstrated by employees 
and those which are not appropriate and/or need to be reported.  Strategies to support your Child Safe 
Code of Conduct could also include: 

·         publishing, displaying and communicating about the Child Safe Code of Conduct 

·         requiring employees to read, date and sign the document (to be stored in personnel files) 

·         how you will respond and report any breaches of the Code of Conduct. 

Employers should review their Child Safe Code of Conduct on a regular basis to ensure it is current and 
relevant.  

The following information is provided as an example only of a draft template for a Child Safe Code of 
Conduct. Add any further requirements that may be specific to your shoot or production. 
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Child Safe Code of Conduct 

 As an Educator, employee, contractor or volunteer, I am responsible for promoting the safety and 
wellbeing of children and young people in this workplace. 

  

I will not: 

·   Subject a child to any form of corporal punishment, social isolation, immobilisation, sexual 
suggestion, offence or misconduct. 

·   Direct a child to perform in a sexually provocative or unsafe manner. 

·   Communicate with a child in ways that are likely to humiliate, frighten or distress the child. 

·   Use tobacco products or possess or be under the influence of alcohol or illegal drugs at any time 
while working with children. 

·   Develop any ‘special’ relationships with children that could be seen as grooming/favouritism such 
as the offering of gifts or special treatment. 

·   Do things of a personal nature that a child can do for themselves, such as toileting or changing 
clothes. 

I will: 

·   Treat children with respect and be a positive role model in my conduct with them.  

·   Communicate with the children in an age appropriate and realistic manner.  

·   Set clear boundaries about appropriate behaviour between myself and a child. 

·   Only have physical contact with a child in ways which are appropriate to my professional or 
agreed role and responsibilities. 

·   Be willing to listen and respond appropriately to a child’s views and concerns.  

·   Respond quickly, fairly and transparently to any serious complaints made by a child or related to a 
child. 

·   Abide by my reporting obligations in relation to the employer’s Incident Register. 

·   Abide by the mandatory Code of Practice as part of the Children and Young Persons (Care and 
Protection) (Child Employment) Regulation 2015. 

I agree to abide by this Child Safe Code of Conduct. 

Name: ………………………………………………………………………………… 

Signature: ………………………………………………………………………….. 

Date: …………………………………………………………………………………. 


