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How to use this Learning Guide 

 

In this Learning Guide, you will find the information you need to develop the skills and 

knowledge to become a confident, professional Educator. To help you transfer your 

skills into practice, we have provided a range of links to videos and other website 

resources and recommend you take time to look at these.  

 

All Learning Guides link to the National Quality Frameworks (NQF) for each unit. This 

includes the National Regulations, Standards and Approved Frameworks you will need 

to use as an Educator working in regulated Children’s Service in Australia.  

 

On the following page, are a list of icons you will see throughout the Learning Guides 

to direct you to important and additional information. They will help support your 

understanding of the topic.  
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Learning Guide Icons 

 

 

 

 

 

 

  

Reading 
When you see our reading icon, go to the document specified 

and read to expand your knowledge of the topic. 
 

 

Recommended Videos 
When you see our video icon, you can watch great resources 

online. If the link does not work, (as website links will change 

over time) we have provided the full name of the video and 

location so you can do a web or YouTube search. 

 

Reflection 
Our reflection icon gives you a chance to think about your own 

experiences or about a question posed. This help will help you to 

link new knowledge to your past experiences and encourage 

reflection of your current practice. 

 

  

Check your answers 
When you see our memo icon, you can compare your ideas, 

from completing activities, with ours. These provide some 

feedback to you help assess your understanding of the topic. 
 

 

 

Helpful Websites 
When you see our computer icon, you will be asked to go to the 

specified link for additional information. 
 

 
 

Your Turn! 
When you see our pencil icon, you can write in your Learning 

Guide or on another piece of paper. The exercises are for your 

learning only and are not part of the assessment. 

 

  



 

Rowe Training and Consulting   

CHCECE055 & CHCECE056   9 

Tips for Successful Study! 

1. Active Reading 

Don’t just read - you will fall asleep: it’s very relaxing, you know!  

a) read the ‘Learning Outcomes’ first; 

b) read the ‘Assessment Task’. 

These will tell you what you need to learn and why it’s important. As you read, 

your brain will notice what you need. You may even think “Hey, that’s the 

answer to question 4!” or “This is the type of educator I want to be!” 

2. Set yourself goals 

“Today by 11am, I will have read up to Chapter 2” or “I will have completed 

the first two questions in my assessment!” Set a clear, realistic goal for the time 

you have to study. Write down your goal. Tell everyone you are unavailable 

and turn off your phone and social media! Try and finish each session on a 

positive. 

3. Reward yourself 

Reward yourself for reaching a goal. This does not need to involve cake as 

we are going to reward ourselves a lot! It could be a walk to the park, a break for a cuppa, going 

shopping or just time off. Whatever says to you: “Well done! You have achieved”. 

4. I’m not getting this! 

If you are not understanding something or finding something frustrating.  

Good!  It means you are learning something new! Sometimes your views of 

life may be challenged! It means you are moving out of your comfort zone, 

growing and stretching in your knowledge and skills. At times this may even 

feel scary. It can sometimes feel easier to run away, however this is only a 

temporary solution!  It’s okay. Think back to a time when you didn’t know 

how to do something and then you achieved it ie. riding a bike, driving a car 

etc. How great did you feel when you could do it? You can do this.  

Here are some ideas to help: 

Ease up on yourself. It’s ok not to know everything – you are learning! 

Particularly if you are changing careers and you were an expert in your past 

field. Remember, you will be learning and building on your past skills but the 

information may be new to you.  

Watch a video related to the topic whilst having a cuppa - this can help your 

understanding. Relaxing helps you learn.  

Leave that bit and move to another bit! This is particularly important if stuck on a question. You can always 

come back to that one.  

Sleep on it. We process information at night whilst we sleep. You may find when you wake up the next 

day, it will all make sense! 

Contact your trainer for help. You are not alone and they are there to help.  

5. I should be spending time with others 

If you have enrolled in a course, it’s because you have a bigger goal and made a decision. How will 

achieving your goal benefit others in your life?  Achieving your goals will contribute to the happiness of 

yourself and others. Most of all, studying in front of others, including children, models lifelong learning, 

resilience and provides a positive role model for their own learning.   

Happy Learning!  
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Welcome to the Unit 

CHCECE055 Meet Legal and Ethical 

Obligations in Children’s Education and Care 

and 

CHCECE056 Work Effectively in Children’s 

Education and Care 

 

This guide covers everything you need to know to work effectively in a Regulated 

Education and Care Service in Australia. Includes the policies and legislation you 

must follow, in addition to personal attributes you will need to develop to work as 

part of a team. 

 

In these units we will be referencing the following documents. As an Educator, you 

will use these to govern your practice. You will also need to be able to research 

and find them. This unit will assist you with using the internet to locate current 

legislation. However, at times, Government Departments may change along with 

their websites and therefore the links may fail. If this occurs, please Google the 

name of the legislation or department you require. You will find that this is a skill 

for life as you will always need to update information and assist the centre review 

their policies and procedures. 

 

  
Reading Time! 

 

For these units, please download and use the following 

documents: 

National Quality Framework guide 

National Quality Standards 

Education and Care Services National Regulations 

 

Approved frameworks: 

Early Years Learning Framework 

My Time Our Place - Framework for School age care in 

Australia 

 

 

Happy Learning! 

  

https://www.acecqa.gov.au/nqf/about/guide
https://www.acecqa.gov.au/nqf/national-quality-standard
https://www.legislation.nsw.gov.au/#/view/regulation/2011/653
https://www.acecqa.gov.au/sites/default/files/2018-02/belonging_being_and_becoming_the_early_years_learning_framework_for_australia.pdf
https://www.acecqa.gov.au/sites/default/files/2018-05/my_time_our_place_framework_for_school_age_care_in_australia_0.pdf
https://www.acecqa.gov.au/sites/default/files/2018-05/my_time_our_place_framework_for_school_age_care_in_australia_0.pdf
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Links to NQF

• NQF Standards
•All National Quality Standards 

• Education and Care Services National Regulations
•All of the Education and Care services National Regulations

Links to 
Frameworks

• Links to Frameworks
•Early Years Learning Framework

•My Time Our Place - Framework for School age care in Australia

•Approved frameworks 

•National Quality Standards

Links to 
Policies

•All policies and procedures

•Code of ethics

UN Rights of 
the Child

•Understanding of all UN Rights of the child
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Chapter 1 Work Within Service Requirements 

Personal Qualities of Educators in Children’s Services 

What do employers look for when employing someone in children’s services? 

In addition to formal qualifications and a love of children, employers are looking for a 

range of employability skills including: 

• good written and verbal communication skills;  

• respectful attitude; 

• culturally competent;  

• knowledge of NQF and confidence at implementing 

job role; 

• understanding the values and philosophy of the 

service; 

• ability to work as a team; 

• initiative and enterprise; 

• self-management including resilience, accepting 

responsibility, punctuality, personal presentation and 

hygiene; 

• adaptable to change;  

• values ongoing learning and continuous improvement; 

• ability with technology; 

• good planning, organisation and time management 

skills; 

• working with children’s clearance; and 

• ability to follow policy and procedures. 

  
Reflection 

 
Think about these qualities for a moment. Can you 

recognise skills you have which are very strong?   

Are there areas which need developing? 

 

Complete the self-reflection tool on the following page. 

If you are currently working in a service, record your work 

goals. 

 

Upon completion of reading this unit, complete the 

self-reflection tool. 
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Self-Reflection Tool 

 

 

 

Skills I bring to an 

early childhood 

environment: 

•   

•   

•   

Personal 

qualities I bring 

to the work 

Within the work 

environment I will 

demonstrate 

initiative by: 

•   

•   

•   

•   

•   

My goals for work 

placement: 

•   

•   

•   

•   

•  

 

I plan to reflect the 

EYLF principles by… 

 

•  

•   

•   

•  

Skills I want to 

further develop in 

the work 

environment:  

•   

•   

•   

•   

•  

Within my 

communications – 

written, verbal and 

non-verbal I will 

demonstrate 

respect by: 

•   

•   

•   

I plan to reflect the 

EYLF practices by: 

 

•  

•   

•  

I will display 

commitment and 

enthusiasm by 

•   

•   

•   

•   

•   

•   
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Each employee within an organisation is required, as part of their 

employment, to complete a number of tasks in relation to their 

position. All employees should have a position description which 

outlines their role, responsibilities and expected tasks they will 

undertake.   

 

Employment Conditions 

Within children services there a variety of employment classifications which affect your 

wage and conditions, these include:  

 

Full-time 

Full-time employees work an average of 38 hours per week, usually have ongoing 

employment and are entitled to all of the conditions within the National Employment 

Standards including: 

• maximum number of hours of work per 

week; 

• paid annual and personal (sick) leave; 

• public holidays; 

• notice when they lose their job; and 

• other conditions will come from any award 

or agreement that applies. 

 

Part-time 

Part-time employees work an average of less than 38 hours per week. They're usually 

hired on an ongoing basis and work the same set of hours. Part-time employees are 

entitled to the same things as full-time employees, but on a ‘pro rata’ basis – which 

means that it’s based on the number of hours they work. 

 

For example: 

Under the National Employment Standards, employees get 4 weeks annual 

leave every year. 

Jacqui is part-time and works 20 hours every week. Over a year Jacqui 

accumulates 4 part-time weeks (80 hours) of annual leave. Jacqui’s 

colleague, Andrew, is full-time. He works 38 hours every week. Over a year 

Andrew accumulates 4 full-time weeks (152 hours) of annual leave. 
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Casual 

Casual employees are paid based on the number of hours they work. They usually aren’t 

guaranteed a certain number of hours of work 

per week but can work regular hours. Casuals 

are paid a higher rate of pay, called a ‘casual 

loading’, in lieu of some of the benefits full-

time and part-time employees get. 

For example, casuals don’t usually get paid 

annual leave or paid sick leave. (Fair Work 

Ombudsman 2014) 

 

To find out about entitlements including awards and rates of pay, contact The Fair Work 

Commission. 

 

Volunteering Capacity 

Volunteering means working for no pay, however the experience can be priceless and 

lead to a position in children services. Some services may ask volunteers to provide their 

own insurance, however this can be very inexpensive and worth pursuing by contacting 

insurance companies for the best premiums.  As a student you will have a great hands-

on experience and are covered by your RTO’s insurance. 

 

Employer Associations 

Employer Associations provide support and advice to employers and employees to assist 

them in developing a better understanding of their rights and obligations in the 

workplace.  

 

 
Helpful Websites 

 

For more information please visit: 

https://www.fairwork.gov.au/website-information/related-

sites/unions-and-employer-associations 

https://www.fairwork.gov.au/website-information/related-sites/unions-and-employer-associations
https://www.fairwork.gov.au/website-information/related-sites/unions-and-employer-associations
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What is a Trade Union? 

There are a number of unions in children’s services covering teachers and educators. 

Unions are not compulsory, and a fee is required to be a member. Their services include 

defending your rights and championing for pay increases. They work to improve the 

workplace requirements and lobby for better working conditions. In the NT the United 

Workers Union for Educators in Early Childhood Education and 

care(nt@unitedworkers.org.au) The are the local contacts for the Big Steps professional 

Learning Programs. Including Mental Health First Aid Training. 

 

The Fair Work Commission 

The Fair Work Commission is a government body which provides advice to both 

employers and employees on wages and entitlements. It is free of charge and can also 

represent your interests if you are not receiving your correct wages or entitlements.  

 

Formally called Fair Work Australia, the website of the Fair Work Ombudsman is 

www.fairwork.gov.au and now provides detailed information on employment conditions 

in Australia. This includes resources for both employers and employees. Topics include: 

 

• pay rate calculators; 

• advice on employment 

conditions; 

• awards and agreements; 

• leave entitlements; 

• redundancy; and 

• unfair dismissal. 

 

 

 
Helpful Websites 

 

Have a quick look at pay and conditions by visiting  

The Fair Work Commission’s website located at: 

www.fairwork.gov.au 
 

or download the children’s services award MA000120. 
 

If concerns arise in relation to your employment you are also 

able to contact the following bodies for support: 
 

 

mailto:nt@unitedworkers.org.au
https://www.fairwork.gov.au/
http://www.fairwork.gov.au/
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Professional Associations  

Professional Associations provide educators with information from authoritative sources 

about the sector.  These associations provide early childhood professionals with 

information on working with young children in different settings.  Some professional 

associations include:  

• Early Childhood Australia; 

• Australian Childcare Alliance;  

• Cancer Council Australia; 

• Community Early Learning Australia;  

• Department of Health;  

• Early Childhood Intervention Australia;  

• Education Council; 

• KidSafe; 

• United Voice;  

• Department of Education and Training;  

• SNAICC;  

• Kids Matter;  

• Emerging Minds; 

• Early Childhood Resource Hub (ECRH); 

• Red Nose; 

• Nutrition Australia; 

• Nature Play; and  

• Early Years Connect.   

 

 

 
Helpful Websites 

 

For more information on some professional associations, visit 

the ACECQA website for useful links: 

https://www.acecqa.gov.au/help/links#:~:text=The%20Early%

20Childhood%20Teachers%20Association,and%20other%20ea

rly%20childhood%20settings. 

Big Steps Value our Future United Workers 

https://bigsteps.org.au/ 

  

  

https://www.acecqa.gov.au/help/links#:~:text=The%20Early%20Childhood%20Teachers%20Association,and%20other%20early%20childhood%20settings
https://www.acecqa.gov.au/help/links#:~:text=The%20Early%20Childhood%20Teachers%20Association,and%20other%20early%20childhood%20settings
https://www.acecqa.gov.au/help/links#:~:text=The%20Early%20Childhood%20Teachers%20Association,and%20other%20early%20childhood%20settings
https://bigsteps.org.au/
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As an employee in children services, you will need to know and follow: 

 

  

General Workplace Legislation

Approvded Learning Framework

Regulations  

National Quality Framework

Centre's policies and 
procedures

Your Duty 
Statement

Centre's 
Philosophy
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Staff Handbooks 

As a new employee you will be made aware of your rights and responsibilities through 

an in-depth induction process outlining the centre’s: 

• philosophy; 

• policies and procedures; 

• routines; 

• practice; 

• rosters; 

• duty statements;  

• site induction (tour of premises);  

• WHS (Work Health & Safety) induction; 

• fire evacuation procedures; 

• code of conduct; and 

• introduction of staff and co-workers. 

 

This information is usually presented in the form of a staff handbook, where all information 

is presented in one document.  

 

As well as inductions, some centres assign a co-worker to supervise and mentor you until 

you are familiar with workplace requirements.  As a student you also have your RTO for 

support with your learning.  

 

Follow service presentation standards 

Professional Conduct   

As an educator you will be expected to behave in an appropriate manner at all times. 

At the commencement of your employment you may be asked to sign a code of 

conduct. This outlines behaviour which is expected in the workplace. These are often 

expanded upon in policies such as:  

• professional conduct; 

• serious misconduct; 

• performance review; and 

• presentation and uniform.  

 

In any workplace there is an expectation of behaviour 

and presentation.  
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Listed below are some characteristics you may want to think about when out in the 

centre or workforce.  

Characteristics Example Reason 

Personal 

Appearance 

Personal hygiene. 

Well groomed and 

presented. 

Appropriate clothing. 

Clothing is important to your 

appearance as you are portraying 

yourself as a professional. It is also 

important that your clothing is 

appropriate. Firstly, for sun safety and 

secondly to ensure that it covers 

everything it needs to (no short 

skirts/shorts or revealing shirts). 

Working in childcare requires you to 

constantly get up and down off the 

floor - think about this when deciding 

what to wear!  

Some centres have clothing and 

personal hygiene requirements that 

employees will sign to say they 

accept - be sure to read what you 

are signing! 

Language Using age-appropriate 

language. 

Not using offensive 

language (ie. swearing 

or derogatory). 

Being aware of the tone 

and content of what 

you say. 

Awareness of body 

language. 

As a professional you must ensure 

your choice of words are 

appropriate. When interacting with 

children, ensure the content and 

manner of speaking are respectful 

and genuine. Ensure you interact 

with children with an age-

appropriate language and tone.  

When interacting with adults and 

organisations, it is important that our 

language is respectful. Remember as 

an educator, you are a professional 

and should be advocating and 

displaying a positive, respectful 

image. 

Attitude and 

Behaviour 

Having a positive and 

helpful outlook. 

Being respectful and 

courteous. 

Using manners.  

Children will look up to you as an 

educator and see you as a role 

model. They will imitate your 

attitudes and actions as they look to 

you for guidance on how they 

should behave or respond to 

different situations. 

Expected 

Behaviour 

Complying with the 

centre’s policies and 

procedures ie. not using 

The centre’s policies and procedures 

are there not only to protect the 

children in the service, but also 
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mobile phones during 

work hours or when on 

the floor. 

ensure that the centre is abiding by 

the National Quality Standards and 

Regulations. 

If you decide to breach these 

Regulations and Standards, you are 

not only endangering the lives of the 

children in your care, but also 

jeopardising the integrity and 

reputation of your centre. The centre 

may be found negligent and can be 

seriously penalised.  

Organisation 

and Time 

Management 

Arriving to work on 

time/to and from 

breaks. 

Ensuring tasks 

completed by due 

date. 

Ensuring you have all 

the necessary 

equipment you need for 

a task. 

Being punctual and ready to start 

work on time is absolutely expected. 

This usually involves arriving at work 

five minutes early in order to store 

belongings, sign in and read any 

communication for the day. 

Arriving back from breaks on time is 

essential because when this does not 

occur, the whole day is delayed and 

often the last person of the day does 

not get their full lunch time. 

Be considerate of your team 

members. If you decide that you do 

not want to show up to work/prac 

without a legitimate excuse 

(ie. being sick), then this impacts and 

puts pressure on the rest of the team 

to find a replacement, meet ratio 

criteria and adequately provide 

care for children. Think about how 

your actions will affect others. 

Managing 

Conflict 

Following the service’s 

procedure for 

managing workplace 

conflict and complaints. 

Use a respectful, calm 

tone to address the 

involved parties’ 

concerns and be aware 

of others’ feelings and 

rights. 

 

Conflict between Colleagues:  

Tensions can arise in the workplace 

between team members which can 

cause upset, frustration and friction 

among staff. As a professional, it is 

important that these emotions are 

dealt with appropriately and that 

they in no way impact upon the 

care provided for the children and 

our interactions with families. Each 

centre will have a policy and 

procedure to follow in dealing with 

such conflicts. The steps involved 

usually entail the affected staff 

attending a meeting to discuss the 

cause of such frustration/conflict and 
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identify strategies to overcome such 

a situation. If this is not effective, then 

often the staff involved will meet with 

the nominated supervisor. The 

nominated supervisor will act as a 

mediator between the parties. Each 

person will be encouraged to share 

their grievances and work together 

to form a range of strategies to 

address these. If either party is in 

violation of the centre’s policies and 

procedures, then disciplinary action 

may be taken. If still no agreement is 

met, then management/owners will 

become involved and determine the 

final action to be taken. 

Conflict Between Parents and Staff:  

Parents are the primary caregivers of 

their child/children and it is your role 

as an educator to support the 

parents to ensure the best interests of 

the child are supported. Conflict can 

occur between educators and 

parents for a number of reasons. For 

effective resolution, prompt action 

needs to be taken. Families can 

make complaints formally and or 

informally. Informal complaints for 

example would be a parent 

commenting on their dissatisfaction 

of a minor incident while an example 

of a formal complaint would be a 

written complaint form being filed by 

a parent. Each centre is obligated to 

have a policy outlining how to deal 

with such complaints. 

Please see the next chapter for 

further information on responding to 

complaints. 
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Whilst every centre follows the same legislation, the feel of the centre is very different. 

As an educator it is important you look at the centre’s philosophy. 

 

Professional Boundaries  

The term ‘professional boundaries’ refers to maintaining a professional relationship with 

clients and colleagues.  

 

As an educator it is important to maintain 

professional boundaries to ensure the rights 

of clients and you are protected. 

Overstepping professional boundaries can 

lead to overload of work, burnout and 

emotional strain. It may also place an 

unrealistic expectation on your fellow 

colleagues or service.  

 

Some of these strategies may be included in your service’s code of conduct or policies. 

For example, some services may ask that educators do not provide private ‘care’ 

services after work ie. babysitting children at the service outside of hours.  

 

As an educator, you can maintain professional boundaries with colleagues, families and 

children by: 

✓ associating with families, colleagues and children only during work hours; 

✓ following the service’s policies in relation to interactions; 

✓ being aware of attraction with colleagues or parents; 

✓ avoid becoming involved in the lives of families or their problems (refer to assistance 

where appropriate, in line with service’s policies); 

✓ examining personal motivation for wanting to help or be overly involved with a child 

or family; and 

✓ treating children and families equally (eg. not extensively working on one child’s 

portfolio at the expense of other children). 
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Obtain, interpret and comply with service policies and procedures according to 

own job role. 

What is a service’s philosophy? 

A philosophy is the service’s beliefs which should be implemented in their daily practices. 

All centres have a philosophy and it is usually located on the wall of their service, on their 

website and in your staff handbook. It tells parents, staff and the community what to 

expect in the service.  It will be unique to the service, however, may be based on the 

National Quality Framework (NQF) and always linked to theory. Here is an example:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Philosophy Based on NQF 

 

At Aco’s Preschool we provide a safe secure environment for your child to 

grow and learn.  Children and families are viewed as the centre of our 

program.  Happenings which are important to each individual family are 

incorporated into our daily program.  We acknowledge that each child is 

an individual and the diversity of each child and their family is accepted 

and respected. 

 

Respectful relationships occur between everyone at our Centre and 

partnerships with parents are viewed as important in providing holistic care 

and education for each child.  We have high expectations for children’s 

learning and children are viewed as capable and resourceful.  They are 

respected and involved in the planning and decision-making process. 

 

Teachers provide a safe, loving environment where children are provided 

with resources and meaningful experiences which cater holistically to their 

strengths, needs and interests considering their mind body and spirit.  

Time is provided for children to explore concepts in depth both alone and 

with friends, as teachers scaffold and help them achieve their ideas to 

assist them make meaningful connections.  Our Centre aims to incorporate 

all the latest early childhood research and practices and implements the 

Early Years Learning Framework to ensure the provision of high quality 

services. 
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You need to know the centre philosophy as you will need to implement these beliefs 

within the service as an educator. Most services today will be based on the NQF, however 

they may also have additional requirements and expectations such as having a religious 

focus or a teaching approach such as Montessori or Steiner. Part of cultural competence 

is being able to respect diversity and this is also found within childrens services 

philosophies.  

 

Source Differing Philosophies 

When commencing work in an organisation or 

centre, it is important to research the philosophy of 

the service. If you hold strong beliefs within your 

own personal philosophy, then you will need to 

decide if you agree and feel comfortable 

upholding a philosophy which differs from your 

own. 

 

For example, if you believe that children should 

have access to choose indoor or outdoor play at 

all times but your centre’s ratios and program states that children will have access to 

outdoor play during the hours of 9:00am and 10:00am only, then there is an obvious 

difference between your beliefs and the centre’s practices. It would then be up to you 

to determine if you would set your personal beliefs aside to work at the centre or look for 

work elsewhere.  

 

Centre Policies 

Each childcare centre must abide by the Regulations and National Quality Standards 

(NQS) as well as other relevant legislation (eg. WHS) 

but it is up to the workplace to decide how they will 

meet such criteria.  

 

 Policies and procedures should differ from centre to 

centre as each service will cater for a variety of 

families with different needs. The Australian 

Children’s Education & Care Quality Authority (ACECQA) provides a list of policies that 
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centres are required to implement and these are outlined in the next chapter. 

Centres are able to implement additional policies for their own service.  

 

It is important to always follow the service’s policies and procedures. 

 

Duty Statement 

A Duty Statement, also known as a ‘Job or Position 

Description’, is a document which provides detailed 

information regarding the function of a position, 

responsibilities, tasks and requirements pertaining to a job 

role. 

 

 For example, if you are an educator your job description, 

tasks and responsibilities would be very different to that of 

the centre director.  Duty Statements are used to ensure everyone is aware of their role 

within the organisation.  

 

A Duty Statement will explain: 

• who you are accountable to (who do you report to); 

• role (what is expected); 

• responsibilities;  

• specific tasks;  

• legislative and regulatory requirements you are to follow; 

• professional boundaries and expected conduct; 

• signature – provided by you to confirm you have received the duty statement and 

your supervisor, often handed to you during the induction process. 

 

For more detail on your role and job descriptions in children services, please see 

Chapter 3. 
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Seek advice and information from supervisors to ensure full understanding of 

service requirements. 

Who works in an early childhood service? 

There are a range of roles in children services. Here is an overview: 

Certificate III Educators 

• support children and provide both education 

and care; 

• assist to plan and develop educational 

programs; 

• work as part of a team; and 

• work with families and communities. 

Inclusion Support Workers (Education support) 

• are generally Certificate III Educators and are 

specifically hired to assist educators in rooms 

with children who have additional needs; and 

• generally work for 4-5 hours per day and provide direct support for children with 

additional needs. 

Education Support in Schools – Learning and support teachers (Schools) 

• Learning and support teachers, provide support and assistance to students in 

mainstream classes. Support may be offered to students who have a disability or 

additional learning need.  

• Their work mainly focuses on offering support to that individual student 

• Qualification include a Certificate III in Education Support or Certificate IV in 

Education Support.  

Diploma Educators 

• design, plan, implement and evaluate educational programs; 

• support the health, learning and development of children and their families; 

• work with community and external agencies; 

• support children's learning and development; 

• provide leadership and support to other staff; 

• manage a variety of early childhood services; and 

• ensure compliance with policies and legislation. 

• (Queensland Government 2020) 

 

Room Leader  

This is an educator who works under the nominated supervisor who is responsible for: 
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• the planning and implementation of other 

program and routines in their room; and 

• supervising other educators in the room. 

 

Bachelor’s Degree Teachers 

All centres are required to have a certain 

number of university trained teachers.  Teachers 

with this level of qualification are often the 

educational leader. The national laws and regulations states how many bachelor 

degree teachers are required at the centre, based on the number of children the centre 

is providing care for. 

 

Educational Leader 

The educational leader in children’s education and care services can be a diploma or 

bachelor degree trained teacher. Their job includes ensuring that ongoing learning 

occurs at the centre by introducing new theories and research as it occurs. 

 

Nominated Supervisor 

As the persons responsible for the day-to-day management of an approved service, the 

nominated supervisors have a range of responsibilities under National Law and National 

Regulations. These ensure compliance with all regulations, design and implementation 

of educational programs, supervision and safety of all children, excursions, food and 

beverages, administration of medicine, staffing, sleep and rest. For more information 

download https://www.acecqa.gov.au/sites/default/files/2018-

03/InformationSheetNominatedSupervisor.pdf 

 

Centre Director 

This person is in charge of the overall running of the 

centre. They are responsible for all practices which 

occur. 

 

Approved Provider 

This is the person who owns centre and holds the licence. They may also be the director.  

https://www.acecqa.gov.au/sites/default/files/2018-03/InformationSheetNominatedSupervisor.pdf
https://www.acecqa.gov.au/sites/default/files/2018-03/InformationSheetNominatedSupervisor.pdf
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Larger organisations may have additional management levels such as Regional 

Manager.  

 

Ancillary staff  

• administration; 

• bookkeeper; 

• centre cook (chef); 

• cleaner; and 

• compliance manager (larger services). 

 

Other Roles 

Your service may have other roles which are fulfilled by a Certificate III, Diploma or 

Bachelor Educator. These include: 

• Workplace Health & Safety Officer (WHS); 

• Sustainability Officer; 

• Community Involvement Officer;  

• Cultural Inclusion Officer;  

• Outdoor Educator;  

• Arts Teacher.  

 

The role of collaboration in providing quality education and care 

In children’s services it is important that all staff work together to ensure: 

• that policies and procedures are implemented correctly; 

• the National Quality Framework is implemented; 

• children are cared for and respected; 

• all staff feel supported; and 

• high quality occurs and is maintained. 

 

 

 
Helpful Websites 

 

Conduct a quick Google search to locate duty 

statements or “Job Descriptions for Childrens Services” 

on the internet.  

 

You may notice the different level of detail.  
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Who do I ask for support and advice? 

As an employee, difficult situations will arise where you may be unsure of how to respond. 

In these situations, you will need to consult your Duty Statement for the appropriate 

person to report to and the correct procedure. Below is a chart of the typical reporting 

procedures or lines of communication. 

As you can see, there is always someone you can seek advice from to clarify your role or 

to answer any questions you may have. Make sure to check your Duty Statement to 

identify who you are required to report to.  

 

Your supervisor will provide guidance and support to assist your learning and 

development in your new role.  

 

 

 
Helpful Websites 

 

 To find out more on each role visit: 

https://earlychildhood.qld.gov.au/careers-and-training/ 

roles-and-qualifications 

 

 

Educators 
& Ancillary 
Staff

Room 
leader

Nominated  
Supervisors 

Education
al Leader

Managem
ent 
Comittee 
or Owner 
(Director)

ACECQA 
and FACS

WorkCover 
and other 
relevant 
legisation 

https://earlychildhood.qld.gov.au/careers-and-training/roles-and-qualifications
https://earlychildhood.qld.gov.au/careers-and-training/roles-and-qualifications
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Use designated lines of internal and external verbal and written communication 

and reporting. 

As an educator you will be required to develop effective written and verbal 

communication skills. Because this is such 

an important skill, we have included a 

separate booklet and video on how to 

communicate effectively in children’s 

services. Please take time now to look at 

this booklet and watch our videos on 

communication.  

 

 

 Helpful Websites 

Read “Communicating Effectively in Children’s Services” 

 

Videos: 

Understanding NLP and our filter 

Tips for Effective Communication in Children’s Services 

 

 

 

It is important to know who to talk to for advice and to report something that has 

occurred. This could be to your colleague, supervisor, or an outside body. 

 

If a concern arises the first communication should be to your supervisors followed by the 

director and/or owner of the service. Outside bodies are also available to provide advice 

and assistance if needed. Below is a graphic to help explain where to go.  
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Flowchart of suggested communication process:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ways to report or seek advice 

1. identify the specific person; and 

2. identify the best means of communication.  

This could include: 

• verbally by telling someone; 

• emails; 

• formal letter; 

• submitting a report; 

• completing an accident/incident report; 

• completing a specific form such as a complaint or serious incident report form; and 

• completing checklists  

External Reporting

ACECQA Australian Children's 
Education & Care Authority

Work Health & Safety

Child Protection 

Fair Work Commission

Internal 
Reporting

Room 
Leader

Nominated 
Supervisor 

Director/Owner 
of Service

If advice is 

needed or 

you have 

exhausted 

all internal 

options, 

these bodies 

may help.  

More detail 

provided in 

Chapter 2. 
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How to complete a written report  

1. identify the correct form; 

2. complete online or with pen (if an official document remember to use black or blue 

ink); 

3. take time and complete all parts of the form correctly; 

4. check spelling; 

5. proofread for clarity, relevance and repeated information; 

6. decide on a delivery method - app, email or handwritten. 

Importance of own well-being 

Being an educator is a very rewarding career. It is also a very demanding one. You are 

required to care for the needs of the children all day and meet ongoing compliance 

with legal requirements. For this reason, you need to consider self-care. This includes 

caring for your physical, social and mental health/emotional wellbeing.   

Here are some self-care strategies: 

• get enough sleep by implementing good sleep 

hygiene such as avoiding devices before bed; 

• eat well and maintain a healthy weight range; 

• look after yourself – hygiene, hair, clothes etc; 

• relaxation and mindfulness practices such as: 

• meditation; 

• painting; 

• drawing and colouring in; 

• reading; 

• singing and listening to music; 

• playing an instrument; and 

• any hobby where you need to concentrate on just 

that activity. 

• take all breaks at work and incorporate breaks into 

life (such as short holidays, bush/beach walks/visiting 

friends or a pyjama day with your favourite streaming service!  

• exercise daily – walk, swim, surf, team sports, gym, gardening etc; and 
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• minimise alcohol as this is a depressant. 
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Mental Health 

• beware of rumination (thinking about and going over the past or the future). 

When you catch yourself doing this, redirect your thoughts to the now and what you 

are doing; 

• if you are worried about something, give yourself worry time. Take 15 minutes to write 

down the issue and possible solutions. Then walk away and focus on the now; 

• if you can implement an action from your 

solutions above, do it! If not, wait until a more 

appropriate time ie. do not send an email at 

3:00am; 

• write in a journal a list of the tasks you will do 

today and prioritise; 

• keep a gratitude journal – this is a list of all the 

things you are grateful for in your life. Even in 

our darkest moments we can find something 

to be grateful for eg. my eldest daughter 

died at age 30. I was so glad she died in her 

sleep. You are homeless but you have a good friend who lets you stay on their couch; 

• social networks – our mental health greatly improves when we have social 

connections. Do not isolate, reach out to others: 

• host a games night; 

• host a Zoom party or a cuppa over Facetime with a friend; 

• cuddle your loved ones as this increases your endorphins (feel good hormone); and 

• when at work, support each other. 

 

Physical health 

Follow all WHS practices including 

• wearing PPP (gloves and masks) and washing 

hands; 

• receive vaccinations if possible;  

• when lifting children, bend knees and hold them 

close to your body to protect your back; 

• Never lift tables alone – ensure correct manual 

handling of equipment; and 

• stay home if you are unwell. 
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Social/Emotional wellbeing 

Being aware of your emotional state such as frustration, anger, calmness, tiredness and 

potential burnout and implementing strategies like walking away and alerting your 

colleagues when you need help. The important thing is to tell someone you trust.  

 

Signs of burnout 

 

• tired all the time; 

• loss of interest; 

• trouble sleeping; 

• worried and anxious; 

• ruminating about past and present; 

• memory loss; 

• inability to concentrate; 

• cynical or critical at work; 

• frustrated and angry at others;  

• headaches 

• stomach upsets; and 

• self-medicating with food, drugs (including 

prescription drugs) and alcohol. 

 

Access to supports - Where to get help  

There are a range of services available if you are experiencing any signs of burnout: 

• Beyond Blue; 

• Head to Health – Australian Government resources; 

• Doctor; 

• Mental Health crisis line in your area; 

• Local Hospital; and/or 

• Your colleagues or director. 

 

 

 

 

 

 

 

https://headtohealth.gov.au/?gclid=CjwKCAiAgJWABhArEiwAmNVTBzYDEcQLaXqJFIGhRPZxSPEGWs0hdjLq_twGLGPoSfwbQfzadL2O5hoCbWEQAvD_BwE
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 Helpful Websites 

Take time to look at “Head to Health”  

The Australian Government Department of  

Health supports and services. 

  

https://headtohealth.gov.au/
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Chapter 2 What are Legal Obligations? 

In Australia, workplaces are governed by a range of acts and regulations which lay down 

the rules for workers and employers to follow to help create a fair and safe environment 

for everyone.  

 

It is important to be aware of laws and regulations which govern our practices. These are 

updated regularly so as an educator, you need to know where to find these resources 

to ensure all policies and practices are changed in line with current legislation.   

 

Who Makes the Law? 

Laws are made at the following levels:  

• International; 

• Federal; 

• State; and 

• Local government. 

 

International Law 

International laws are a set of rules which are decided and agreed upon by nations. 

They provide a framework for international relations and include the establishment of the 

United Nations under the UN Charter. Agreements between nations include the Geneva 

Convention (conduct during war or armed conflict) and the World Health Organisation 

which is a specialised agency within the UN responsible for monitoring and eradicating 

diseases, such as HIV and malaria, throughout the world through research, prevention 

and treatment and research into non-communicable diseases, sexual health, ageing 

and nutrition.   
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Federal Government 

The Federal Government has a responsibility for laws affecting the whole of Australia 

(Nationally). For example, in children’s services National Law and National Regulations 

outline the legal obligations of approved provider, 

nominated supervisor and educators. 

They determine what happens in children’s 

services and explains the powers and functions 

of the state and territory regulatory authorities 

and ACECQA.  

 

State/Territory Government 

State/Territory governments are responsible for decisions affecting their own state. 

For example, every state or territory has a different way of identifying and reporting 

children and young people at risk.  In NSW, reporting is made on the NSW Child Story 

Website. A decision tree is completed to assist in the decision-making process and then 

an official report is made via the MRG. This reporting process will look different, for each 

state or territory.  

 

Local Governments/Councils 

Local Councils oversee everything affecting the local community. All businesses need to 

consult with Council regarding legal requirements. In children’s services, centres are 

required to discuss with council issues in relation to car parking, the physical premises and 

safe food handling requirements.  

 

What Happens when Acts Contradict? 

At times, different acts may apply. For example, WHS (Work Health & Safety) applies to 

all organisations, however the NQS no longer require staff to undergo ongoing food 

safety training. Food safety practices are covered under the Food Safety Act and are 

monitored by local Councils. It is important to contact our governing body (ACECQA) to 

gain clarification on your obligations. Even though it may not be enforced, it may be 

‘best practice’ and should be included in your policies ie. washing hands and wearing 

gloves are important when serving food to maintain health. 
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What is Legislation? 

Legislation is the action of making rules that can be 

enforced by authorities.  It includes the development 

of an act, regulations and standards. 

 

What is an Act? 

An ‘Act’ is a formal decision made by parliament which outlines the agreed behaviour 

and outcomes permitted. This is then used to develop regulations which outline specific 

practices and standards which will be implement by the community and enforced by 

government agencies. 

 

What are Regulations? 

Regulations are the parts of the act which need to be enforced.  In Australia anyone 

working with children is required to undertake a Working With Children’s Check. Here is 

an example of how the act and regulations work together to ensure this process occurs.  

 

What is Common Law? 

Common law is set by a judge based on legal precedent and accepted by the Federal 

Government as being relevant to all Australians, rather than passed by the parliament. 

Duty of Care is an example of a common law which is vital to your role in caring for 

children. Within a children’s service you will find a set of policies, procedures and a code 

of ethics that support laws and regulations to guide your practice. 
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Here is an example of how the Act and Regulation work together: 

 

  

Care & Protection of 
Children Act 2007 NT

This act outlines the need for 
clearance and checks prior to working 
with children in all capacities. Prior to 
these changes,volunteers were not 
requried to undergo checks  - just 
declarations (a signed paper saying 
they are safe to work with children). 
Acts can be  State or Federal. 

Child Protection (Offedner 
Reporting Registration) Act 2004

Regulations are created nationally or  by 
each state/territory based on the parts of 
the Act which need to be enforced. In this 
case, the need for a register of offenders. 
Each state is responsible for communicating 
changes to the public. 

Safe NT

A Government department or agency is then 
in charge of overseeing the implementation 
and enforcement of the new regulations. For 
example, there will be a new online 
application, audits of employers to check 
they have carried out checks on staff and 
fines for breaches of regulations i.e. failing to 
check an employee's clearance. 
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Australian Human Rights Commission 

Human rights are something we all share. They are about 

recognising the value and dignity of all people. 

By learning about human rights we are gaining 

knowledge about the concepts of respect, fairness, 

justice and equality. We learn about standing up for our 

own rights and about our responsibility to respect the 

rights of others. 

 

There are a number of basic rights that people from around the world have agreed on, 

such as:  

• the right to life; 

• freedom from torture and other cruel and inhumane treatment; 

• rights to a fair trial, free speech and freedom of religion; and 

• rights to health, education and an adequate standard of living. 

 

These human rights apply to all people, everywhere – male and female, young and old, 

rich and poor, regardless of our background, where we live, what we think or what we 

believe. This is what makes human rights ‘universal'. 

 

‘Rights’ also describe what is lawful, that is, some rights may be laid down in law. Australia 

has anti-discrimination laws that are about you being treated fairly in certain 

circumstances regardless of your age, gender, sexuality, ethnic background, disability, 

religion or some other central characteristic.  In many situations though, rights exist but 

are not covered by law. These rights are often called ‘moral rights’ and are based on 

people's sense of what is fair or just. 

 

Respect for human rights helps build strong communities, based on equality and 

tolerance in which everyone has an opportunity to contribute. In this section, you can 

find all you need to know about human rights, with links to help you explore specific issues 

in more detail. Just as importantly, you can also find out how to help promote human 

rights in your school and community. (Human Rights Commission 2013) 
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 Helpful Websites 

 

More information can be located at: 

www.humanrights.gov.au 

 

 

 

UN Convention of the Rights of the Child 

 

The United Nations Convention on the Rights of the Child (often called CRC, CROC or 

UNCRC) is a human rights treaty or international agreement for child rights.  

 

The Convention on the Rights of the Child sets out the civil, political, economic, social, 

health and cultural rights of children over 42 Articles which must be followed by nations 

electing to be involved. The convention defines a child as any human being under the 

age of 18. 

 

Nations that ratify (approve) this convention are bound to it by international law and 

compliance is monitored by the United Nations. All nations who have ratified (formally 

agreed), including Australia, report to the United Nations Committee on their progress 

with regards to implementing the convention and the current status of the rights of 

children in our country.  

  

http://www.humanrights.gov.au/
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Helpful Websites 

 

The full document Rights of the Child (CRC) can be located 

on the Unicef Website at: www.unicef.org.au 

https://www.unicef.org/child-rights-convention 

https://www.unicef.org.au/Upload/UNICEF/Media/ 

Our%20work/childfriendlycrc.pdf 

 

 

Anti-Discrimination Act (1977, NSW), Sex Discrimination Act (1984) and Equal 

Opportunity Legislation 

Under the international human rights treaties, Australia has obligations to eliminate 

discrimination on the basis of age, race, sex, pregnancy, marital status and disability. The 

Commonwealth Government has 

implemented some of these obligations 

through legislation including: 

• Age Discrimination Act, 2004; 

• Disability Discrimination Act, 1992; 

• Racial Discrimination Act, 1975; 

• Sex Discrimination Act, 1984; 

• Australian Human Rights Commission 

Act, 1986. 

 

The Anti-Discrimination Act provides a framework for promoting equality in Australia. 

Under Federal and State laws, it is against the law to discriminate against people (treat 

them unfairly compared with others) or to harass them in various areas of public life. 

This includes employment. Within Australia, these legislations dictate rules which 

influence the advertising, employment and termination of all staff.  

 

 

 Helpful Websites 

 

More information can be located at:  

https://legislation.nt.gov.au/ 

 

http://www.unicef.org.au/
https://www.unicef.org/child-rights-convention
https://www.unicef.org.au/Upload/UNICEF/Media/Our%20work/childfriendlycrc.pdf
https://www.unicef.org.au/Upload/UNICEF/Media/Our%20work/childfriendlycrc.pdf
https://legislation.nt.gov.au/
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Anti-discrimination provisions are contained in a number of Federal acts, including the:  

• Racial Discrimination Act, 1975;  

• Sex Discrimination Act, 1984;  

• Disability Discrimination Act, 1992;  

• Human Rights and Equal Opportunity Commission Act, 1986;  and 

• Workplace Relations Act, 1996 (Employment and Workplace Relations Services for 

Organisation, 2005). 
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Chapter 3 Identify Legal and Ethical 

Obligations Identify and access authoritative 

sources of information. 

How to navigate regulatory documents  

When looking for information it is 

important to go to the original source or 

authority.  

 

In Australia, all regulated children’s 

services are overseen by the Australian Children’s Education and Care Quality Authority 

(ACECQA). This is the best place to source all materials related to children’s services.  

 

ACECQA’s role includes: 

• ensuring the implementation of the regulatory authorities; 

• providing education and information to the wider community about the importance 

of improving outcomes in children’s education and care;  

• facilitates the implementation and consistent delivery of the National Quality 

Framework (NQF) for early childhood education and care on a national basis; 

• provides access to the current, regulated research to ensure the NQF follows best 

practice; and 

• undertake a National quality rating and assessment process where a service is 

assessed against the National Quality Standard by regulatory authorities and are 

provided with a rating from one of the five rating levels. 
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Recommended Videos 

 

Visit the ACECQA website for a detailed video on the: 

National Quality Framework 

 

 

Children Services Legislation 

National Quality Framework and It’s Key Components  

The main objectives for the NQF are to: 

• ensure the safety, health and wellbeing of children attending education and care 

services; 

• improve the educational and developmental outcomes for children attending 

education and care services; 

• promote continuous improvement in the provision of quality education and care 

services; 

• establish a system of national integration and shared responsibility between 

participating jurisdictions and the Commonwealth in the administration of the 

National Quality Framework; 

• improve public knowledge and access to information about the quality of education 

and care services; and 

• reduce the regulatory and administrative burden for education and care services by 

enabling information to be shared between participating jurisdictions and the 

Commonwealth. 

 

 

 

 

 

 

 

 

 

 

http://www.acecqa.gov.au/national-quality-framework/nqf-video-resources
http://www.acecqa.gov.au/national-quality-framework/nqf-video-resources


 

Rowe Training and Consulting V1  

CHCECE055 & CHCECE056 48 

The National Quality Framework consists of the following: 

 

 

The National Quality Framework (NQF) includes: 

The Education and Care Services National Law Act 2010 (‘National Law’) 

The National Law sets a national standard for children’s education and care across 

Australia. The NQF operated under an applied law system, comprising of the Education 

and Care Services National Law and the 

Education and Care Services National 

Regulations.  

 

The purpose of the applied law system is to set a 

national standard for children’s education and 

care across the whole of Australia. In effect, this 

means that the same law is applied in each state and territory, but with some varied 

provisions based on the needs of each state or territory.  

 

Victoria passed the Education and Care Services National Law Act, 2010 and other states 

and territories adopted that law through an Application Act or passed corresponding 

The National Quality Framework

Overseen by 

ACECQA Australian Children's Education and Care Quality Authority

www.acecqa.gov.au

The 
Education 
and Care 
Services 

National Law 
Act, 2010 
(‘National 

Law’)

The 
Education 
and Care 
Services 
National 

Regulations 
2011 

(‘National 
Regulations’)

The National 
Quality 

Standards

(Learning 
Framework is 
Standard 1) 

Assessment 
Rating 
System

(QIP) 

http://www.acecqa.gov.au/
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legislation. For example, in NT you can find the National Law in a document called, 

Education and Care Service (National Uniform Legislation) Act 2011 

 

 

 
Helpful Websites 

 

Visit ACECQA for more information on the National Law and 

which Application Act relates to your state or territory: 

https://www.acecqa.gov.au/nqf/national-law-

regulations/national-law 

Visit NT Legislation 

https://legislation.nt.gov.au/Legislation/EDUCATION-AND-

CARE-SERVICES-NATIONAL-UNIFORM-LEGISLATION-ACT-2011 

 

 

 

The Education and Care Services National Regulations 2011 (‘National Regulations’) 

The National regulations are different for each state and territory. These are specific rules 

which must be complied with at all times. 

 

The National Regulations set out application 

processes for: 

• provider approval; 

• service approval; 

• supervisor certificates; 

• the rating and assessment of Education and 

Care Services against the National 

Quality Standard, including the rating 

levels; 

• minimum operational requirements 

organised around each of the seven quality areas of the National Quality Standards; 

• application process for review of decisions; and 

• arrangements to move existing services into the National Quality Framework. 

 

The Act and the Regulations cover a large range of matters relevant to how a children’s 

service operates in relation to the children. 

 

https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://legislation.nt.gov.au/Legislation/EDUCATION-AND-CARE-SERVICES-NATIONAL-UNIFORM-LEGISLATION-ACT-2011
https://legislation.nt.gov.au/Legislation/EDUCATION-AND-CARE-SERVICES-NATIONAL-UNIFORM-LEGISLATION-ACT-2011
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The Act requires a licensed children’s service to: 

• protect your child from harm and from hazards; 

• provide an educational or recreational program for your child; 

• ensure your child is not unreasonably disciplined; 

• provide adequate supervision for your child; 

• ensure adequacy and maintenance of the premises; 

• manage anaphylaxis; 

• meet the required child/staff ratios; and 

• manage serious incidents and, where authorised, administer medications to your 

child. 

 

The Regulations set out, in detail, the minimum standards with which all services must comply.  

They cover the requirements for: 

• how many staff the service must have on 

duty to care for or educate the children 

according to the number and ages of 

children present; 

• training and qualifications staff must have; 

• arrangements that must be in place for 

dealing with emergencies; 

• arrangements that must be in place 

around who can collect your child from 

the service; 

• arrangements for excursions and outings; 

• first aid and medication; 

• managing anaphylaxis; 

• records that must be kept at the service; 

• information the service must make available to parents or carers; 

• provision of food to your child; and 

• indoor and outdoor spaces. 
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 Helpful Websites 

Visit ACECQA for more information on the National Regulations 

or visit the below websites for your state or territory: 

New South Wales 

https://www.acecqa.gov.au/nqf/national-law-regulations/ 

national-regulations 

Western Australia 

https://www.legislation.wa.gov.au/legislation/statutes.nsf/ 

main_mrtitle_12946_homepage.html 

Queensland 

https://www.legislation.qld.gov.au/view/pdf/inforce/ 

current/sl-2011-ecsnr 

Victoria 

https://www.education.vic.gov.au/childhood/ 

providers/regulation/Pages/nqf.aspx 

South Australia 

https://esb.sa.gov.au/about-us/legislation 

Northern Territory 

https://education.nt.gov.au/committees,-regulators-and- 

advisory-groups/quality-education-and-care-nt 

Tasmania 

https://www.education.tas.gov.au/about-us/projects/strong-

partnerships/education-and-care/ 

 

 

 

National Quality Standards 

The National Quality Standards were recently changed in 2018 and have 7 Quality Areas 

which contain 15 Standards, 40 elements and a rating system. Please refer below for the 

Quality Standards and the Five Rating Levels. The main purpose of the NQS is to set the 

level of quality for children’s services through the implementation of the 7 quality areas 

and rating system.  

The 7 Quality Areas in the National Quality Standards 

Q1 Educational program and practice (includes EYLF and MTOP) 

Q2 Children’s health and safety 

Q3 Physical environment 

Q4 Staffing arrangements 

Q5 Relationships with children 

Q6 Collaborate partnerships with families and communities 

Q7 Governance and leadership 

 

https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12946_homepage.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12946_homepage.html
https://www.legislation.qld.gov.au/view/pdf/inforce/current/sl-2011-ecsnr
https://www.legislation.qld.gov.au/view/pdf/inforce/current/sl-2011-ecsnr
https://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqf.aspx
https://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqf.aspx
https://esb.sa.gov.au/about-us/legislation
https://education.nt.gov.au/committees,-regulators-and-advisory-groups/quality-education-and-care-nt
https://education.nt.gov.au/committees,-regulators-and-advisory-groups/quality-education-and-care-nt
https://www.education.tas.gov.au/about-us/projects/strong-partnerships/education-and-care/
https://www.education.tas.gov.au/about-us/projects/strong-partnerships/education-and-care/
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Five Rating Levels 

ACECQA Assessment and Ratings Process 

  

NQS Rating Explanation 

Excellent • Service promotes exceptional education and care, 

demonstrates sector leadership and is committed to 

continually improving. 

• Awarded by ACECQA. 

• Services rated Exceeding National Quality Standard in all 

quality areas may choose to apply for this rating. 

Exceeding National 

Quality Standard 

• Service goes beyond the requirements of the National Quality 

Standard in at least 4 of the 7 quality areas, with at least two of 

these being quality areas 1, 5, 6, or 7. 

Meeting National 

Quality Standard 

• Service meets the National Quality Standard. 

• Service provides quality education and care in all 7 quality 

areas.  

Working Towards 

National Quality 

Standard 

• Services provides a safe education and care program. 

• There are 1 or more areas identified for improvement. 

Significant 

Improvement 

required 

• Service does not meet 1 of the 7 quality areas or a section of 

the legislation and there is a significant risk to the safety, health 

and wellbeing of children. 

• The regulatory authority will take immediate action. 

https://www.acecqa.gov.au/assessment/assessment-and-rating-process
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National Quality Standards: 

• NQS are nationally consistent; 

• has a national body that oversees the entire system (ACECQA); 

• the new standards replace the previous Quality Assurance Principles (NCAC); 

• the development of the NQS was informed by research based on ‘best practice’ and 

the way in which high-quality education and care contributes to positive outcomes 

for children; and 

• the NQS link to an approved framework Being, Belonging and Becoming: The Early 

Years Framework and My Time, Our Place: Framework for School Age Care in 

Australia.  

 

 

 

 

 Helpful Websites 

Visit ACECQA for more information on the  

National Quality Standards: 

 

https://www.acecqa.gov.au/nqf/national-quality-standard 

   

 

 
Recommended Videos 

 

Topic 3: What is the National Quality Standard?  

https://www.youtube.com/watch?v=Sqx4RsWJ0QI 

 

The ACECQA website has a video for each  

individual quality area. 

 

 

 

  

https://www.acecqa.gov.au/nqf/national-quality-standard
https://www.youtube.com/watch?v=Sqx4RsWJ0QI
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Approved Learning Framework 

Early Years Learning Framework 

Being, Belonging and Becoming: The Early 

Years Learning Framework (EYLF) in Australia 

was endorsed by the Council of Australia 

Governments (COAG) in July 2009.  It is the first 

Early Years Learning Framework to be 

nationally endorsed for use by educators in a 

range of early childhood settings. The aim of 

the EYLF is to extend and enrich children’s 

learning from birth to five years and through the 

transition to school via a number of principles, 

practices and learning outcomes.  

 

What are the EYLF Principles? 

Principle 1: Secure, respectful and reciprocal relationships 

Principle 2: Partnerships 

Principle 3: High expectations and equity 

Principle 4: Respect for diversity 

Principle 5: Ongoing learning and reflective practice 

 

What are the EYLF Practices? 

• holistic approaches; 

• responsiveness to children; 

• learning through play; 

• intentional teaching; 

• learning environments; 

• cultural competency; 

• continuity of learning and transitions; 

and 

• assessment for learning. 

  

http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Principles
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Principle_1_Secure_respectful_and_reciprocal_relationships
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Principle_2_Partnerships
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Principle_3_High_expectations_and_equity
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Principle_4_Respect_for_diversity
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Principle_5_Ongoing_learning_and_reflective_practice
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Practice
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Practice_Holistic_approaches
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Practice_Responsiveness_to_children
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Practice_Learning_through_play
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Practice_Intentional_teaching
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Practice_Learning_environments
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Practice_Cultural_competency
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Practice_Continuity_of_learning_and_transitions
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Practice_Assessment_for_learning
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What Are The EYLF Learning Outcomes? 

EYLF Outcome 1: Children have a strong sense of identity; 

EYLF Outcome 2: Children are connected with and contribute to their world; 

EYLF Outcome 3: Children have a strong sense of wellbeing; 

EYLF Outcome 4: Children are confident and involved learners; and 

EYLF Outcome 5: Children are effective communicators. 

 

 
  

Reading Time! 

 
For a copy of the Early Years Learning Framework 

and My Time Our Place, visit the ACECQA website at: 

http://www.acecqa.gov.au/ 
 

   

 

 
Recommended Videos 

 

ECA – Planning and Documentation: 

https://www.youtube.com/watch?v=XRkPaewfMm0&t=13s 

 

Environments for learning: 

https://www.youtube.com/watch?v=PZ5fV8lNayE 

 

Talking about Practice – Reflecting on Practice: 

https://www.youtube.com/watch?v=F_iWnGMog2M 

 

Take some time to look at the videos on  

Early Childhood Australia. 

 

 

Correctly interpret sources of information about the legal and ethical 

requirements that apply to the contemporary work role. 

Where do I start? 

As an educator you must be able to read and 

interpret legal requirements to ensure you are 

compliant with the NQF. When interpreting legal 

requirements, it is important to always refer to the 

original documents.  

 

http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Learning_Outcomes
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Outcome_1_Children_have_a_strong_sense_of_identity
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Outcome_2_Children_are_connected_with_and_contribute_to_their_world
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Outcome_3_Children_have_a_strong_sense_of_wellbeing
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Outcome_4_Children_are_confident_and_involved_learners
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Outcome_5_Children_are_effective_communicators
http://www.acecqa.gov.au/
https://www.youtube.com/watch?v=XRkPaewfMm0&t=13s
https://www.youtube.com/watch?v=XRkPaewfMm0&t=13s
https://www.youtube.com/watch?v=PZ5fV8lNayE
https://www.youtube.com/watch?v=PZ5fV8lNayE
https://www.youtube.com/watch?v=F_iWnGMog2M
https://www.youtube.com/watch?v=F_iWnGMog2M
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As mentioned previously in the chapter, there are four main documents that you must 

become familiar with. It is now your turn to find and make sense of the following 

documents: 

❖ Education and Care Services National Law Act (2010);  

❖ Education and Care Services National Regulations (2011);  

❖ National Quality Standards; and  

❖ Approved Frameworks – EYLF or MTOP. 

 

 

 Helpful Websites 

Visit the ACECQA website and read: 

 

Regulations and National Quality Standards  

National Law Act (2010) 

https://www.acecqa.gov.au/nqf/national-law-

regulations/national-law 

 

National Regulations (2011) 

https://www.acecqa.gov.au/nqf/national-law-

regulations/national-regulations 

 

National Quality Standards  

https://www.acecqa.gov.au/nqf/national-quality-standard 

 

Early Years Learning Framework 

https://www.acecqa.gov.au/sites/default/files/2018-

02/belonging_being_and_becoming_the_early_years_ 

learning_framework_for_australia.pdf 

 

My Time, Our Place 
https://www.acecqa.gov.au/sites/default/files/ 

2018-05/my_time_our_place_framework_for_school_age 

_care_in_australia_0.pdf 

 
   

 

 
Your Turn! 

 

Use the above documents to complete the following  

table on how to source information with different  

legal requirements. 

 

 

https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.acecqa.gov.au/nqf/national-quality-standard
https://www.acecqa.gov.au/sites/default/files/2018-02/belonging_being_and_becoming_the_early_years_learning_framework_for_australia.pdf
https://www.acecqa.gov.au/sites/default/files/2018-02/belonging_being_and_becoming_the_early_years_learning_framework_for_australia.pdf
https://www.acecqa.gov.au/sites/default/files/2018-02/belonging_being_and_becoming_the_early_years_learning_framework_for_australia.pdf
https://www.acecqa.gov.au/sites/default/files/2018-05/my_time_our_place_framework_for_school_age_care_in_australia_0.pdf
https://www.acecqa.gov.au/sites/default/files/2018-05/my_time_our_place_framework_for_school_age_care_in_australia_0.pdf
https://www.acecqa.gov.au/sites/default/files/2018-05/my_time_our_place_framework_for_school_age_care_in_australia_0.pdf
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Scenario 

Which document 

can you source 

information from? 

What does the document say 

regarding legal requirements? 

You are in the outdoor playground and you 

notice a child who is almost asleep laying 

on the grass. This child is not in your room, so 

you inform the child’s educator that he is 

falling asleep and we should prepare him a 

bed. The educator tells you “No, it’s only 

10am, he can’t go to sleep now; my room 

sleeps at 12pm. He will have to wake up”. 

Where would you find information about 

sleep and rest to inform the educator about 

legal obligations and requirements?  

  

It is the afternoon and children are being 

collected from the service. You notice a 

child in your service run up to a lady and 

give her a big hug. You have never seen this 

lady before but the child seems to be 

familiar with her. The child and lady both 

wave goodbye as they exit the centre.  

Based on this above scenario, what has 

been breached.? Find the relevant legal 

obligations and requirements in the above 

documents. 

  

You are new to the centre and are learning 

about how to complete the centre’s 

program. When looking through the 

program and documentation you noticed 

no clear links to the EYLF or MTOP.  

You ask the educator, “How do you link the 

EYLF in your documentation?”. The 

educator states, “We really don’t use that a 
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Check your ideas 

 

What did you write? 

Have a look at the table below  

and let’s compare our answers. 

 

 

Scenario 

Which document 

can you source 

information from? 

What does the document say 

regarding legal requirements? 

You are in the outdoor playground and you 

notice a child who is almost asleep laying 

on the grass. This child is not in your room, so 

you inform the child’s educator that he is 

falling asleep and we should prepare him a 

bed. The educator tells you “No, it’s only 

10am, he can’t go to sleep now; my room 

sleeps at 12pm. He will have to wake up”. 

Where would you find information about 

sleep and rest to inform the educator 

about legal obligations and requirements? 

Education and 

Care Services 

National Law Act 

(2010) 

 

 

Education and 

Care Services 

National 

Regulations (2011) 

 

 

National Quality 

Standards 

National Regulations 

Sleep and Rest (81) 

A nominated supervisor of an 

education and care service 

must take reasonable steps to 

ensure that the needs for sleep 

and rest of children being 

educated and cared for by the 

service are met, having regard 

to the ages, development 

stages and individual needs of 

the children. 

 

National Quality Standards 

Quality Area 2 – Children’s 

Health and Safety  

Element 2.1.1 Wellbeing and 

Comfort 

Each child’s wellbeing and 

comfort is provided for, 

including appropriate 

opportunities to meet each 

child’s need for sleep, rest and 

relaxation. 

 

It is the afternoon and children are being 

collected from the service. You notice a 

child in your service run up to a lady and 

give her a big hug. You have never seen this 

lady before but the child seems to be 

Education and 

Care Services 

National Law Act 

(2010) 

 

 

Education and 

Care Services 

National Regulations 

99   Children leaving the 

education and care service 

premises 

 

A nominated supervisor of an 

education and care service 

must ensure that a child who is 

being educated and cared for 

lot. As long as we have fun experiences, we 

don’t really link it much.” 

What would you say to this educator about 

legal obligations and requirements? 
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familiar with her. The child and lady both 

wave goodbye as they exit the centre.  

Based on this above scenario, what has 

been breached.? Find the relevant legal 

obligations and requirements in the above 

documents. 

National 

Regulations (2011) 

 

by the education and care 

service does not leave the 

education and care service 

premises except in 

accordance with sub 

regulation (4). 

The child may only leave the 

relevant premises if the child— 

(a)  is given into the care of— 

(i)  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; or 

 

You are new to the centre and are learning 

about how to complete the centre’s 

program. When looking through the 

program and documentation you noticed 

no clear links to the EYLF or MTOP.  

You ask the educator, “How do you link the 

EYLF in your documentation?”. The 

educator states, “We really don’t use that a 

lot. As long as we have fun experiences, we 

don’t really link it much.” 

What would you say to this educator about 

legal obligations and requirements? 

Education and 

Care Services 

National Law Act 

(2010) 

 

 

Education and 

Care Services 

National 

Regulations (2011) 

 

 

National Quality 

Standards 

 

 
Early Years 

Learning 

Framework /My 

Time, Our Place 

National Regulations 

73   Educational program 

(1)  This Part applies in relation 

to the program 

(the educational program) 

that is required to be delivered 

under section 168 of the Law to 

a child being educated and 

cared for by an education and 

care service. 

 

(2)  An educational program is 

to contribute to the following 

outcomes for each child— 

(a)  the child will have a strong 

sense of identity. 

(b)  the child will be 

connected with and 

contribute to his or her world. 

(c)  the child will have a strong 

sense of wellbeing. 

(d)  the child will be a 

confident and involved 

learner. 

(e)  the child will be an 

effective communicator. 

 

National Quality Standards  

Quality Area 1: Educational 

Program and Practice 

Element 1.1.1 – Approved 

Learning Framework  

Curriculum decision making 

contributes to each child’s 

learning and development 

outcomes in relation to their 

identity, connection with 
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community, wellbeing, 

confidence as learners and 

effectiveness as 

communicators. 

 

Early Years Learning 

Framework 

(Whole Document) 

 

 

Did you know? 

Did you know that each State and Territory has a different Regulatory Authority who 

ensures compliance with regulations by conducting pop in visits to the service? 

These authorities are also available for advice and assistance. 

 

 

 Helpful Websites 

 

Visit the ACECQA for more information your  

Regulatory Authority for your State and Territory: 

https://www.acecqa.gov.au/help/ 

contact-your-regulatory-authority 

   

 

 
Your Turn! 

 

Have a look at the above website and see  

whether you can find your Regulatory  

Authority for your State or Territory. 

   

 

 
Check your ideas 

 

For example, NSW will report to Early Childhood Education 

Directorate, NSW Department of Education. The location of 

your service will impact the legislation which governs your 

service. Regulatory authorities also have a range of powers 

and tools to facilitate continuous improvement and ensure 

compliance with the NQF, including the ability to issue 

compliance notices. 

 

  

https://www.acecqa.gov.au/help/contact-your-regulatory-authority
https://www.acecqa.gov.au/help/contact-your-regulatory-authority
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Identify the scope and nature of own rights and responsibilities in the job role. 

What is a Standard of Care? 

The National Regulations and Quality Standards clearly outline the standard of care 

required.  Caregivers have a duty to take all reasonable steps to minimise the risk of injury. 

The law does not require you to be perfect but you must take reasonable steps to 

minimise the risk of accidents. The standard of 

care required (that is, how much care must be 

exercised) depends on what is reasonable in the 

circumstances.  What is reasonable depends on 

the people involved and the situation. 

 

What is Duty of Care? 

Duty of Care is defined as the “requirement that a person act toward others and the 

public with watchfulness, attention, caution and prudence that a reasonable person in 

the circumstances would” and has the aim of preventing harm to others and, in the case 

of children’s services, ensuring the safety of children in our care. If a person's actions do 

not meet this standard of care, then the acts are considered negligent and any 

damages resulting may be claimed in a lawsuit for negligence. As a children’s services 

worker, this duty of care requires that you take reasonable care to avoid acts (doing 

something) or omissions (not doing something) which you can reasonably foresee would 

be likely to harm any of the children.  Duty of care is covered by common law, not 

criminal law.  This means that the person who breaches the law, or their organisation, 

can be sued resulting in a payment of compensation enforced by a civil court.  However, 

they have not committed a criminal offence. Please note that if you are working for 

yourself as a Nanny, you may need to consider insurance as you may not be covered 

by an employer.  
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What is a Breach of a Duty of Care? 

If someone has a duty of care towards another and does not exercise an appropriate standard 

of care in all circumstances, then the duty of care has been breached.  

 

If someone can prove that you did something that you should not have done or failed to do 

something you should have done which resulted 

in injury to a child, then you have breached your 

duty of care. For example, a gate was left open 

and a child leaves the premises, or a child is sun 

burnt because of being outside without a hat or 

sunscreen.  In children’s services, this means that 

if a child is injured, the parents may sue the 

service for compensation.  

 

 

Accepting Responsibility for your own Actions 

Accepting responsibility means having good reasons for your actions and being able to 

explain why you made a particular decision in a situation that was/is within your role or 

level of control. This level will usually be outlined in your job description/duty statement 

and you need to ensure that you accept responsibility for the duties you perform at that 

level.  

Example  

A child aged two years was climbing up the gross motor equipment. The area has been  

set up today to challenge the children and as part of the risk assessment, an educator 

was always to be at the area. You were positioned on this area but decided to walk 

away to have a talk to another educator. You did not notice that the child climbed to 

the highest point of the equipment. The child ended up losing their balance and falling, 

resulting in them breaking their arm. 

You had a duty of care to that child and due to negligence and walking away, the child 

sustained a serious injury. The risk assessment was completed stating that an educator  

must always be present while the equipment was set up. You were aware of this, but  

still chose to walk away, resulting in this injury. 
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Duty Statements/Job Descriptions 

For every position in children’s services, there is a job description or duty statement. 

It outlines your role, responsibilities and requirements.  

 

In children’s services, you will find many staff with a variety of qualifications and positions. 

These include: 

• Childcare Educators (with Certificate III in Children’s Services or working towards 

Certificate III); 

• Certificate IV in Out of School Hours Care 

(OSHC only); 

• Diploma of Out of School Hours Care 

(OSHC only); 

• Advanced Childcare Educators 

(Diploma or equivalent); 

• Early Childhood teachers (University 

training); 

• Nurse/Mothercraft nurse (University 

nursing training); and 

• Chef/Cook.  

 

There may also be support workers for children with additional needs, therapy staff 

(physical, speech etc) and SUPS workers (Special Needs Subsidy Scheme). Relief workers 

are often regularly employed to cover leave of permanent staff. 

 

Imagine if each of these workers had no job 

responsibility and no guide as what was 

expected of them? It would be chaotic to say 

the least! Job descriptions/duty statements 

exist for all roles within children’s services to 

ensure that all necessary duties are performed 

and that the safe and smooth running of the 

service is achieved. 

 

The level of responsibility assigned and the designated work duties outlined will vary 

according to the position that a staff member holds. It is usual practice that this duty 

statement/job description is provided to a staff member upon employment, this is 
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reviewed by the staff member and director/manager and then signed to show that the 

staff member understands and agrees to abide by it. 

 

 

 
Reading Time! 

 

Take time to look at your duty statement for your centre. 

What are your key responsibilities? 

Are you implementing these accurately as part of your 

position?  

 

 

 

 

 

 

 

  

Helpful Websites 
 
Take some time to have a look at these Duty Statements/Job 

Descriptions. Can you see what is required based on these 

descriptions? Is adequate information provided? 

 

https://static1.squarespace.com/static/5be0dbb7da02bc8fad

27939f/t/5c9166a353450aecdaeda584/1553032869671/Position

+Description+OOSH+Early+Childhood+Educator+CERT+III+10+O

ctober+2018.pdf 

 

https://www.fallscreek.com.au/wp-

content/uploads/sites/36/2019/02/PD-Child-Care-Educator-

Cert-III-2019.pdf 

 

https://www.warrnambool.vic.gov.au/sites/warrnambool.vic.g

ov.au/files/images/20150418%20Early%20Childhood%20Educat

or%20%28Diploma%29.pdf 

 

http://www.thelittleschool.org.au/uploads/9/7/1/0/9710375/201

8_diploma_position_description.pdf 

https://static1.squarespace.com/static/5be0dbb7da02bc8fad27939f/t/5c9166a353450aecdaeda584/1553032869671/Position+Description+OOSH+Early+Childhood+Educator+CERT+III+10+October+2018.pdf
https://static1.squarespace.com/static/5be0dbb7da02bc8fad27939f/t/5c9166a353450aecdaeda584/1553032869671/Position+Description+OOSH+Early+Childhood+Educator+CERT+III+10+October+2018.pdf
https://static1.squarespace.com/static/5be0dbb7da02bc8fad27939f/t/5c9166a353450aecdaeda584/1553032869671/Position+Description+OOSH+Early+Childhood+Educator+CERT+III+10+October+2018.pdf
https://static1.squarespace.com/static/5be0dbb7da02bc8fad27939f/t/5c9166a353450aecdaeda584/1553032869671/Position+Description+OOSH+Early+Childhood+Educator+CERT+III+10+October+2018.pdf
https://www.fallscreek.com.au/wp-content/uploads/sites/36/2019/02/PD-Child-Care-Educator-Cert-III-2019.pdf
https://www.fallscreek.com.au/wp-content/uploads/sites/36/2019/02/PD-Child-Care-Educator-Cert-III-2019.pdf
https://www.fallscreek.com.au/wp-content/uploads/sites/36/2019/02/PD-Child-Care-Educator-Cert-III-2019.pdf
https://www.warrnambool.vic.gov.au/sites/warrnambool.vic.gov.au/files/images/20150418%20Early%20Childhood%20Educator%20%28Diploma%29.pdf
https://www.warrnambool.vic.gov.au/sites/warrnambool.vic.gov.au/files/images/20150418%20Early%20Childhood%20Educator%20%28Diploma%29.pdf
https://www.warrnambool.vic.gov.au/sites/warrnambool.vic.gov.au/files/images/20150418%20Early%20Childhood%20Educator%20%28Diploma%29.pdf
http://www.thelittleschool.org.au/uploads/9/7/1/0/9710375/2018_diploma_position_description.pdf
http://www.thelittleschool.org.au/uploads/9/7/1/0/9710375/2018_diploma_position_description.pdf


 

Rowe Training and Consulting V1  

CHCECE055 & CHCECE056 65 

Seeking Clarification when Required (Supervisor) 

All decisions and actions must protect the interests and rights of children and reflect the 

appropriate level of responsibility for your role.  Roles and responsibilities can be clarified 

by: 

• re-reading your job description and ensuring 

that you understand it fully; 

• talking to your director/team 

leader/coordinator/field worker about your 

role; 

• looking at the regulations and standards 

eg. staff ratio; 

• talking with a representative from your 

union; and 

• discussing your role with others in the workplace. 

 

Performance Enhancement Plans (PEP), formally known as ‘staff appraisals’, occur between 3-

12 months and provide an opportunity to set new goals in your own learning, gain formal 

feedback or request training. However, it is your responsibility to ask for clarification and guidance 

to ensure all policies and procedures are implemented correctly.  

 

It is also the room leaders/directors’ role to identify any breaches in policy and ensure 

that they are rectified immediately. For example, your manager may ask you to change 

the way you perform a task and it is your responsibility as a professional to listen and 

follow this advice, to ensure compliance with legislation.  

 

If a situation occurs where you feel you are being asked to do something illegal or 

harmful to others, do your research in regard to standards and regulations and discuss 

these with your manager. You should never be asked to do anything that will break any 

regulations or standards. For example, being asked to drive children in your own car to 

an excursion (as a student) or being left alone with a child or group of children – both of 

which are unsafe and against regulations.  In these cases, it is recommended that you 

express your concerns in writing, such as an email so a paper trail of evidence is created 

and everyone involved is informed.   
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Chapter 4 Develop Personal Professional 

Practice 

Explore theories and contemporary research relating to early childhood. 

The early years learning framework and how we interact and teach children is all based 

on theories. Theories are vitally important as it will determine the type of educator you 

will chose to be.  

 

 

 

 

  

Theory 

•A theory is an ‘idea’ on how or why 
something may occur. 

• Have you ever found yourself asking: I 
wonder why that thing does that? or How 
does that thing work like that? That is how a 
theory starts out: an idea!

Research

•This idea is then tested through research
(ie. experiments, studies, surveys etc.) to 
be proven or disproven. 

•This occurs so we can determine if our 
idea (theory) is valid and reliable. 



 

Rowe Training and Consulting V1  

CHCECE055 & CHCECE056 67 

 

Theories about child development relate to how children grow, learn and become 

adults.  There are many different theories on child development and they are very 

important as they are the basis of everything we do and say as educators. These theories 

are then used to create what is considered the best environments for children to learn 

and develop. This is called ‘pedagogy’ (the study of teaching).  

 

Theories into practice! 

Here is an example: 

You may have heard the phrase, “Spare the rod and spoil the child”.  Whilst this phrase 

or proverb originally came from the Bible Proverbs 13-24 (King James Version), the basic 

belief that was held by society in the 1800’s was that children required physical 

punishment in order to successfully grow into well-adjusted adults.  This was backed by 

theories which believed that physical punishment was required to impact a child’s 

behaviour. 

 

Today for example, we use different behaviour management theories to guide children’s 

behaviour – all of which without the use of physical punishment. For example, we believe 

that children have the ability to cognitively understand and self-regulate their own 

behaviour so as educators we talk to children about why a certain behaviour is 

unacceptable and alternative behaviours they could use which respect the rights of 

Theory or theories 
you believe in. 

Influences the 
way you interact, 
care and teach 
young children 

(Pedagogy)

It will influence 
EVERYTHING you 

do!

http://www.phrases.org.uk/meanings/bible-phrases-sayings.html
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others. We also don’t hit children as we believe that children imitate actions (Bandura – 

Social Learning Theory) and it is important to give them a positive role model to follow.  

 

A theory describes behaviour, explains why behaviour occurs and predicts what may 

happen under certain circumstances.  A theory should be rigorously tested through 

scientific research. 

 

Are theories always right after they have been proven? 

No.  There are many theories which were once 

thought to be correct and later, with the use of 

more advanced technology and additional 

knowledge, were found to be incorrect.  “The Earth 

is flat!” is a perfect example of a theory which has 

been disproven! Children with disabilities can not 

learn. This has also disproven. 

 

Is there more than one theory?  

Humans are complex beings.  There has yet to be one theory which explains completely 

how we grow and develop physically, socially, emotionally, cognitively, linguistically and 

spiritually.  Instead, there are a range of theories which cover all areas of development.  

New theories are being developed every day.  In recent times, new technology has 

expanded our knowledge of the brain and its functions.  

This new information on brain development has great 

implications on the experiences provided to children.  

 

How do we use Theories in Education? 

As professionals, it is our job to learn about the different 

theories, about how children grow and learn and use this 

to inform our practice. This is part of our commitment to ongoing learning and reflective 

practice as outlined in the approved frameworks (EYLF & MTOP).  It will influence how we 

care for children, the way we interact, the physical and emotional environment we 

provide and the types of experiences we plan.  Every children’s service has a philosophy 

which is based on theories.  As an educator new to children’s services, your initial role is 

to learn the different theories and how they influence individual children’s development.  
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Later in your training, you will be asked to identify the theories you feel you would like to 

follow as an educator.  Right now, it’s time to introduce you to the most predominant 

past and current theories used in early childhood philosophy. 

 

  Reflection 

What kind of teacher do you want to be? 

 

Close your eyes and picture yourself as a teacher.  

If I said to you, “I want, you to teach a group of children 

about the weather.” Visualise how you would do this. 

 

 

 

If you are new to children’s services, you probably saw yourself up the front of the room 

telling children about the weather with the children all listening and learning at their 

desks. In fact, you probably saw your own school teachers, as this is your memory of 

being a teacher. Schools from the 1600’s onwards were 

influenced by behaviourist theories. This included the belief that 

children were blank slates ie. children came to school with no 

knowledge and as teachers we needed to fill their heads with 

knowledge. With this behaviourist method also came fear. 

Often you respected your teacher as you were worried about the ramifications, rather 

than genuine respect. 

 

You probably described teachers you didn’t like as unapproachable, angry, mean or 

scary. You probably knew nothing about them including their first name or what they 

liked to do outside school. 

 

  Reflection 

Think back to a teacher you loved at school.  

Now think of a teacher you didn’t like.  

Take a minute to think about each of their 

characteristics.  

Who did you learn from the most? 
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The ones you liked may have been described as 

approachable, friendly, fun, caring and 

supportive. You probably knew their first name, 

where they were going on holiday, looked through 

their wedding photos and knew how many 

children they had. 

 

Here is a list of the theorists we use today and a 

summary of their theories: 

 

Theorists Made Easy 
Cheat Sheet 

Theorist Main points and examples 

Erikson  

  

Emotional development  

Stages - trust verses mistrust, independence verses shame and doubt, 

initiative verses guilt  

Expressing emotions  

Child using initiative, independence, pride in their work, industry versus 

inferiority  

Educator responds to crying child  

Vygotsky  

  

Guided participation  

Zone of proximal development  

Intersubjectivity – children sharing same understanding of information 

or goal  

Children learn in collaboration with a knowledgeable other   

Jerome Bruner  First used term scaffolding  

  

Lambert and  

Clyde  

  

Reciprocal scaffolding  

Equality in interaction between participants  

Role of leader and follower exchanged during interactions  
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Bronfenbrenner  

  

Child, family and community  

Child may go to the zoo with their family and tell you about it  

Any link the centre has with a family   

Bandura  

  

Child imitating others’ actions or values  

Role plays in dramatic play corner!  

Bowlby  
Attachment theory  

Importance of relationships and attachment   

Thomas and 

Chess  

Children are born with different temperaments  

Maslow  Needs being met - food, shelter, love etc.  

Piaget  Accommodation, assimilation and adaption  

Ages and stages  

Schemata – children’s files of knowledge of any topics   

Behaviourism  

ie. Skinner,  

Watson  

Operant conditioning  

Praise, acknowledging and reinforcing behaviour  

Dispositional 

theory  

Cognitive development  

Children are born with dispositions in relation to cognitive development  

Look at how children use their cognitive skills and support these  

Provide long periods of time to explore  

Some take time to investigate problems and gain understandings   

Howard 

Gardner 

 

Multiple 

Intelligence 

theory  

1) Linguistic intelligence: involves sensitivity to spoken and written 

language 

2) Logical-mathematical intelligence: consist of analysing the 

problems logically, carrying out mathematical operations and 

investigate issues scientifically 

3) Musical intelligence: involves skill in the performance, composition 

and appreciation of musical patterns 

4) Bodily-kinesthetic intelligence: entails the potential of using one’s 

whole body or parts of the body to solve the problem.  
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5) Spatial intelligence: involves the potential to recognise and use 

patterns of wide space and more confined areas. Look for all of 

the multiple intelligences - music, linguistic, etc.  

6) Interpersonal intelligence: is concerned with the capacity to 

understand the intentions, motivations and desires of other people 

7) Intrapersonal intelligence: entails the capacity to understand 

oneself, to appreciate one’s feelings, fears and motivations 

8) Naturalist intelligence: enables human beings to recognise, 

categorise and draw upon certain features of the environment   

9) Gardiner is now investigating two new intelligences 

10) Spiritual intelligence  

11) Existential intelligence – mortality 

Rogoff   Learning leads development   

Social environment scaffolds children’s learning   

Participation in learning is important   

Children have multiple ways of learning and learning is socially 

constructed.  

Child learns to be interdependent with others through socialising with 

different social groups.  

Children are described as active agents and contributors in different 

social groups.    

Critical  

Theories  

Friere  

Children are born with rights, including the right to be consulted, heard 

and listened to in matters that affect them.   

Children have agency, which means they have the capacity to make 

decisions and choices about their learning.   

Social transformation is supported through education for a more just 

and equal world. Families and children are co-participants with 

educators in negotiating, developing and implementing learning 

agendas, outcomes and assessment.   

Critical questions are used to support planning by exploring learning 

from the child’s perspective: • What is it like for me in this place? • 

Do you listen to me? • What does a good day look like for me?   
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Different strategies are used to help children discuss their answers to 

these questions with educators (role play, photographic images, 

discussion, puppets). Educators adopt a critical enquiry approach to 

curriculum planning, evaluation and assessment.   

Brain Research 

and genetics 

Research has discovered that our genes are not fixed at birth and the 

environment plays an important part in turning off and on certain 

genes.  

A critical period is a developmental stage in which the nervous system 

is sensitive to environmental stimuli. 0-3 is considered a critical time for 

the development neural pathways. 

The environment is important for the develop of neural 

pathways/synapses. Research has shown that lifelong learning helps 

adults develop new pathways. 

Post  

Structuralist  

ie. 

MacNaughton,  

Canella,  

Grieshaber  

Foucault Moss &  

Dahlberg  

These theorists are involved in concepts relating to power, social 

justice and the impact of inequality on development.  

The aim is to advocate for an early childhood framework which 

actively seeks and challenges discrimination, promotes diversity and 

builds respectful and democratic early childhood communities with 

children.   

Believes children have multiple ways of living, knowing and learning 

and as educators, we need to respect this and be aware of what they 

are.  

An educator watches and adapts their teaching strategies based on 

the acknowledgment that children have multiple ways of knowing 

and learning and provide a range of teaching strategies to cater for 

each individual child.   

You notice children behave differently in different social groups, 

eg. may follow in some groups and lead in others, more assertive, 

confident in some relationships (children’s identities are complex and 

shift as they move and participate in different social groups). 
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Post-Structuralist perspective includes challenging children’s 

comments which reflect bias and exclusion and use of ‘power’ by the 

children.  

Pedagogies such as using character or persona dolls intentionally 

explore or challenge issues of inclusion, fairness or discrimination. 

An educator listens to and responds respectfully to a child. 

an educator encourages children to make decisions. 

 

Foucault, MacNaughton, Canella and Grieshaber (EYLF)  

Children have complex and shifting identities as they move between 

and participate in different social groups. There are multiple and 

contested ways of knowing and learning.   

Pedagogies include a focus on seeking out how power plays out 

between children, children and educators and the equity effects of 

these dynamics in relationships.   

Children and adults take social action to support democratic 

participation and inclusion for every child and family. Learning 

experiences build or bridge the different ways of knowing and learning 

that children bring with them to early childhood settings. Educators use 

multiple assessment strategies and sources and different perspectives 

to interpret this data.  

Foucault believes power/knowledge not only limits what we can do, 

but also opens up new ways of acting and thinking about ourselves 

and the development of sense of self.   

  

It is now time to learn about each theorist that we follow. 
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 Recommended Videos 

 

Please take time to watch our ‘CRA Theorists 

Made Easy’ video series. 

https://vimeo.com/showcase/8779619 

   

 

Reflect on personal values and beliefs in relation to early childhood and how 

these align with theories and contemporary research. 

Becoming an Early Childhood Educator 

The word ‘contemporary’ means ‘most modern’. 

The early childhood contemporary philosophy and 

frameworks are based on a range of theories.   

 

The term ‘Educator’ is used to move away from the 

traditional methods of teaching and emphasises our 

role in facilitating children’s learning. No more standing 

up the front of a classroom pouring knowledge into 

children’s heads which was following behaviourist 

methods of teaching from the 1600s. 

 

Our framework is developed based on contemporary theories.  

 

If you’re an educator who believes in contemporary teaching methods, you may have 

some of the following beliefs.  To assist with your learning, we have linked contemporary 

beliefs with principles and practices to the approved frameworks. 

 

Belief Links to EYLF Theorists 

Children and their family 

have the right to be 

respected. 

Secure respectful and 

reciprocal relationships, 

responsiveness to 

children. 

Erikson 

Post structuralist  

Critical theories 

https://vimeo.com/showcase/8779619
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A warm, responsive and 

inviting environment is the 

best environment for 

children to learn.  

(Secure respectful and 

reciprocal relationships, 

learning environments, 

intentional teaching). 

Erikson  

Vygotsky 

Bruner 

Lambert and Clyde 

Bowlby 

Brain research  

The child’s family and 

community culture is 

important in supporting 

their learning and 

creating ongoing 

connections is essential.  

Cultural competence, 

respect for diversity, 

high expectations and 

equity. 

Post structuralism 

Frier 

Rogoff  

Bronfenbrenner  

Getting to know each 

child through interactions, 

observations, discussions 

with family and analysing 

this information using our 

knowledge of child 

development and 

theories to plan 

meaningful experiences. 

Holistic approach, 

assessment for learning, 

ongoing learning and 

reflective practice. 

Vygotsky 

Bruner 

Lambert and Clyde 

Rogoff 

Erikson 

Piaget 

Gardner 

Dispositional theory 

Brain research  

Planning experiences 

based on children’s 

home experiences and 

interests, ensuring 

continuity between home 

and the service.  

Continuity of learning Rogoff  

Post Structural 

Gardner 

Brain research  
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What is Critical Reflection and Reflective Practice? 

Critical Reflection plays an important role in early 

childhood education and in our professional 

practices as educators. The NQS and the 

Approved Learning Frameworks all require 

educators to engage in critical reflective 

practices. Critically reflection is the process of 

making sense and meaning of everyday 

professional practices and using skills such as 

higher order thinking to get there. It involves: 

• thinking outside the square; 

• using latest research and information to reflect on current practices; 

• everyone collaborating their knowledge and experiences to promote change and 

continuous improvement; and 

• considering and creating new ways which support quality practices. 

 

How can you use your own critical reflections? 

Reflection is a wonderful way to notice any areas within your professional practice that 

needs to be improved. In Chapter 8 we will talk more about Critical Reflections and how 

they can be used to identify areas for professional development.  

 

Establish a personal professional philosophy in relation to early childhood. 

Now it is time to develop your own personal philosophy. We are unable to do this without 

first self-reflecting.  

 

Reflection 

Go back to picturing the worst teacher you have ever had and write 

down what they did. 

 

Now picture the best teacher you have ever had and write down their qualities. What 

were they? 

Often we move in to teaching because of our own experience with teachers. 
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This may influence greatly your philosophy. When writing a personal philosophy, you will 

need to base it on contemporary theories. First you must recognise your own views and 

where these have come from. 

As an educator it is important to write your own personal philosophy. These are 

statements about: 

 

• your beliefs about how children learn; 

• your beliefs about the role in supporting 

children; 

• what your interactions with children will 

be like 

• your idea about the types of learning 

experiences you want to provide; 

• your beliefs about the role of family; 

• your belief about the role of the service 

in relation to the community; 

• what is your belief about reflection and 

ongoing learning? 

• what kind of physical environment will you provide?  

• how does a child’s culture influence their learning and sense of self?  

 

When writing a philosophy for either personal or professional intentions, it must follow 

theories.  Here is an example of a personal philosophy. The theorist/s have been written 

at the end of each line to help with your learning.  
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Reflection 

Write down a list of your own beliefs 

Look at the list of theorists.  

Do any share your beliefs about children and teaching? 

 

How to write a philosophy: 

1. reflect on what type of educator you would like to be.  

2. look at each theorist and highlight the ones that are similar to your own beliefs; and 

3. Read the EYLF vision statements at the front of the book which outline early 

childhood beliefs and values. 

Recognise the role of the early childhood educator in advocating for children 

and the sector. 

In Australia we recognise the need for quality early childhood education. 

Many educators before us have advocated for the rights of children and have made 

significant changes to the lives of children and their families.   

 

 

 

 

 

I believe children are active learners who have the right to be heard and 

influence their world (Post structuralists, Freire). I believe that every child has the 

right to be loved and respected (Erikson). As an educator I am there to 

facilitate their learning by providing a range of meaningful play experiences 

(Piaget, Vygotsky, Bruner, brain research) and extending their ideas and 

thoughts through meaningful questioning (Vygotsky, Bruner, Lambert and 

Clyde). I interact with each child with respect and care (Erikson, Bowlby) and 

believe their families are their first teachers (Bronfenbrenner, Post structuralists). 

I acknowledge each child’s culture and ensure they have a sense of belonging 

(Rogoff, Post structuralists). As an educator I believe in lifelong learning and will 

learn from my colleagues (Vygotsky, Bruner, Brain development). 
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This includes: 

• introducing qualification into children’s 

services; 

• access to funding for services;  

• lower staff and child ratios;  

• regulation guiding safety and care of 

children; and  

• national framework for learning and 

standards which set level of quality. 

 

As educators we are often in a position to 

make a real difference in each child’s life.  

This could include: 

• recognising unfairness and implementing strategies to help such as:  

• providing resources to individual families to who need assistance eg. referral to, St 

Vincents de Paul Society domestic violence shelters etc; 

• referring individual children to specialists such as speech pathologists, 

physiotherapists, early intervention; 

• reporting child protection issues; 

• working with other agencies such as child protection to provide supports for families; 

and 

• ensure each child feels a sense of belonging. 

• joining advocacy groups such as Early Childhood Australia; 

• assisting families build social capital (social networks and supports in their own area); 

• ensuring that Aboriginal and Torres Strait Islander cultures are represented in your 

service as the traditional owners of this land; 

• promote quality in early childhood education always encouraging best practice; 

• commit to ongoing learning to ensure quality; 

• lobby politicians for changes in laws such as ratios of children to adults; 

• writing submission to review and enquiries; and 

• join advocacy groups, Facebook and Twitter to participate in advocacy.  
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Helpful Websites 

 
Visit the Early Childhood Australia for details of their Early 

Childhood Australia’s Advocacy: 

http://www.earlychildhoodaustralia.org.au/our-work/early-

childhood-australias-advocacy/ 

 

How to advocate as an early childhood Professional: 

https://learninghub.earlychildhoodaustralia.org.au/elearning/ 

how-to-avdocate-as-an-early-childhood-professional/ 

 

   

 

 
Recommended Videos 

 

Please take time to watch the following videos: 

 

https://www.startingblocks.gov.au/videos/ 

 

What does quality early learning mean to parents? 

https://www.startingblocks.gov.au/videos/what-does-quality-

early-learning-mean-to-parents/ 

 

Quality early learning gives children new experiences:  

https://www.startingblocks.gov.au/videos/quality-early-

learning-gives-children-new-experiences/ 

 

Belonging, Being and Becoming in quality early learning:  

https://www.startingblocks.gov.au/videos/belonging-being-

and-becoming-in-quality-early-learning/ 

 

Quality early learning helps children be the best they can be: 

https://www.startingblocks.gov.au/videos/quality-early-

learning-helps-children-be-the-best-they-can-be/ 

 

 

  

http://www.earlychildhoodaustralia.org.au/our-work/early-childhood-australias-advocacy/
http://www.earlychildhoodaustralia.org.au/our-work/early-childhood-australias-advocacy/
https://learninghub.earlychildhoodaustralia.org.au/elearning/how-to-avdocate-as-an-early-childhood-professional/
https://learninghub.earlychildhoodaustralia.org.au/elearning/how-to-avdocate-as-an-early-childhood-professional/
https://www.startingblocks.gov.au/videos/
https://www.startingblocks.gov.au/videos/what-does-quality-early-learning-mean-to-parents/
https://www.startingblocks.gov.au/videos/what-does-quality-early-learning-mean-to-parents/
https://www.startingblocks.gov.au/videos/quality-early-learning-gives-children-new-experiences/
https://www.startingblocks.gov.au/videos/quality-early-learning-gives-children-new-experiences/
https://www.startingblocks.gov.au/videos/belonging-being-and-becoming-in-quality-early-learning/
https://www.startingblocks.gov.au/videos/belonging-being-and-becoming-in-quality-early-learning/
https://www.startingblocks.gov.au/videos/quality-early-learning-helps-children-be-the-best-they-can-be/
https://www.startingblocks.gov.au/videos/quality-early-learning-helps-children-be-the-best-they-can-be/
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Chapter 5 

Adhere to legal and ethical requirements in 

work practice according to service policies 

and procedures and scope of role. 

As an educator you are required to adhere to all legislation and are expected to make 

ethical decisions. To assist this process all services have policies and procedures which 

are developed based on the NQF. It is important that you comply with all policies and 

inform your supervisor if a policy is out of date or no longer compliant with regulations.  

 

What is a Policy? 

Policies are similar to 'guidelines' and may offer more 

flexibility than set 'rules', as they suggest a range of 

acceptable actions within agreed limits.  Policies 

ensure the safety and wellbeing of all stakeholders 

and the business. Effective policies create common 

understandings and expectations about how the 

service will operate. They are developed by the service to give all stakeholders (everyone 

using the service) clear guidance about the practices that will occur in the service and 

what is expected from management. For example, a policy for guiding children's 

behaviour may outline a number of strategies that staff in your service can use to guide 

children's behaviour. Within the boundaries of the policy, staff and carers decide which 

strategies will work best for a particular child in a certain situation. This policy will be 

developed by incorporating the NQS and Regulations. This ensures staff practices reflect 

legislation and current best practice. 
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Why is it important to have Policies? 

Policies are 'living' documents that should be regularly 

reviewed to respond to the individual needs of those working 

with them, to reflect new knowledge and to meet changing 

trends in your service and the wider community. There should 

be a policy for every aspect of the organisation.  

 

Effective policies clearly define what procedures must occur 

in relation to a particular issue or practice. They should provide 'step-by-step' instructions 

about what procedures should occur and when they should happen.  

 

Having clear and accessible policies can also assist new staff or relief staff to familiarise 

themselves with the practices of the service. Written, accessible policies also provide all 

stakeholders with information about what to expect from a service.  

 

Types of Services policies and procedures 

The National Regulations outline a range of policies and procedures all childcare centres 

must have, covering most areas of the service. For the complete list, see the National 

Regulations (page 108) located on the ACECQA website. 

 

Examples of centre policies include:  

• accident and injury; 

• Covid-19; 

• behaviour management; 

• children at risk; 

• communications; 

• privacy; 

• conflict resolution; 

• diet and nutrition; 

• excursions; 

• immunisations; 

http://www.acecqa.gov.au/national-quality-framework/nqf-video-resources
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• HIV/AIDS; 

• inclusivity; 

• hot weather;  

• hygiene; 

• medication;  

• WHS; 

• programming;  

• relief and casual staff;  

• sibling priority;  

• staff absence; and  

• sick leave etc. 

 

What is the difference between a policy and a procedure? 

A policy is a written statement of intent.  

The day-to-day implementation of a policy is the 'practice' or 'procedure'.  

A policy has no value if it is not practiced or implemented.  

Policies should reflect your service's daily practice.  

 

Documentation associated with Policies and Procedures  

You will notice that policies and procedures are often accompanied by a list of 

documentation which must be completed by educators and staff members on a daily 

basis.  

 

A common saying heard in early education and care is that “Educators are being 

swamped by documentation”. Yes, this can be true, however documentation that 

accompanies policies and procedures is there to protect educators and staff members 

and to hold them accountable for completing certain tasks. Documentation can be 

related to regulation requirements such as the completion of Staff Records (Regulation 

145) and Medication Records (Regulation 92). Below you will find a list of documentation 

that can be seen in an early education and care setting. This is only a small example of 

the types of documentation that can be completed.  

 

Types of forms and documentation  

Health, Safety and Wellbeing  

• Safety Checklists – indoor and outdoor checklists, opening checklists; 

• Cleaning Registers – bathroom cleaning checklists, room cleaning checklists etc; 
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• Risk Assessments – room risks assessments or experience risk assessments; 

• Sunscreen Registers; 

• Sun Protection UV Registers/Log; 

• Nappy changing checklists; 

• First Aid Kits Checklists – Inventory;  

• Cot Room – Sleeping checklists;  

• Covid-19 Observation Record – Symptoms/Temperature Checklist;  

• Care and Routine Deviation Plans (eg. Reducing hours of sleep at the centre for an 

individual child as requested by the caregiver); 

• Behavioural Guidance Plans (Individual); 

• Visitors Sign in Log; and  

• Maintenance Log.  

 

Incidents, Injury, Trauma and Illness 

• Incident, Injury, Trauma and Illness Record – Child or Team Member; 

• Serious accident reports – reporting to ACECQA; 

• Illness Observation and Emergency Administration of Paracetamol record; and 

• Illness Register. 

 

Response to a Medical Condition  

• Medication Record; 

• Medication Conditions Management Plan (Including Risk Minimisation); 

• Administration of Medication Record;  

• Asthma Care Plans (including Risk Minimisation); and 

• Allergy and Anaphylaxis Management Plans (Including Risk Minimisation). 

 

Emergency Response  

• Hazard Identification and Risk Management Forms; 

• Fire Evacuation Reflection Sheet; 

• Lock Down Reflection Sheet; 

• Incident and Hazard Register; and  

• Serious Incident Records – eg. Missing Child.  

 

Governance and Leadership 

• Responsible Person Declaration Form; 

• Nominated Supervisor Consent Form; 

• Responsible Persons Log; 

• Notification of Complaint Form;  

• Grievance Forms – Families and Staff members; and  

• Non-Compliance Register. 
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Physical Environment 

• Indoor and Outdoor safety checklists; 

• Programming documentation (Individual Rooms Program); 

• Risk assessments – for individual rooms/experiences set up; 

• Excursion Permission Form; 

• Excursion Risks Assessments; and 

• Repairs and Maintenance Forms.  

 

Staffing Arrangements  

• Supervision Register – Working directly with children Records;  

• Ratio Monitoring Record; 

• Staff Records – documentation requirements;  

• Duty Statements/Job Descriptions; and 

• Educator Sign In/Out Sheets. 
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Legal and Ethical Obligations in the Workplace  

In this table you can see how one area of practice can be linked to regulation 

requirements, centre policies and associated forms/documentation.  

 
 

  
Reflection 

 

Have a think about these other areas of practice. 

What regulation requirements, policies and associated forms 

and documentation may be needed?  

• Incident, Injury, Trauma and Illness; 

• Response to Medical Conditions; 

• Emergency Response; 

• Governance and Leadership; 

• Physical Environment; and 

• Staffing Arrangements. 

 

Areas of 

practice 

Regulation 

requirement 

Centres 

policy 

Situation/ 

happening 

which occurred 

Identify what you 

did to meet your 

legal obligations. 

(If unable to assist 

please identify 

what you would 

do if employed) 

Identify at least 1 

ethical dilemma 

which occurred or 

may occur in the 

centre and the 

appropriate 

response (ie. what 

would you or did 

you do? 

Forms 

attached 

Health, 

Safety 

and 

Wellbeing  

Regulation 103 

– Premises, 

furniture and 

equipment to 

be safe, clean 

and in good 

repair. 

Cleaning 

Policy – 

Furniture, Toys 

and 

Equipment. 

My supervisor 

asked if I could 

clean a variety 

of different toys 

and equipment 

which we were 

packing back 

into the 

storeroom, due 

to changing 

equipment in 

the room.  

I asked my 

supervisor to assist 

me in finding the 

correct policy that 

could let me 

know, what PH 

neutral cleaning 

chemical I could 

use to clean the 

toys and what 

cloths/equipment. 

 

I made sure the 

cleaning 

chemicals were 

out of reach of 

children, as I 

completed this job 

in the laundry, 

where children 

could not access.  

Ethical dilemma 

Cleaning – I ran 

out of time. 

Thought about 

just completing 

the form saying 

that job was 

completed (tick 

and flick). 

 

Appropriate 

response: Sorted 

toys into clean 

and uncleaned 

and returned 

later and 

completed form 

accurately. 

Informed my 

supervisor about 

where I got up to.  

Cleaning 

Register – Toy 

Cleaning 

Checklist. 
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Who is a Recognised Authority? 

When designing any policy, it is important to consult a recognised authority. These are 

often government websites which outline current legislation.  

How to locate a Recognised Authority 

The internet provides a great resource for quickly and efficiently locating information. 

Always remember to review the source to ensure that it is current, appropriate to your 

country and state and is provided by a recognised authority. Here is how to do an 

internet search: 

1. type in key words; 

2. check ACECQA website and follow any links; 

3. ensure that you are looking in Australia; and 

4. use government websites over commercial websites. 

 

Here is an example of looking for “Safety standards for cots”: 

 

Using the key words ‘safety standards for cots’ 

provides contact details for Better Health 

Victoria, Parenting and Child Health South 

Australia, and The Children's Hospital 

Westmead and Kidsafe NT. 

 

All three sources provide fact sheets and quote 

the Australian Standards as the recognised 

authority for cots, mattresses and other furniture 

specifically for babies and children. This tells us 

there is a National Standard for cots. If you check the ACECQA website, it provides a link 

to the ACCC Product Safety Australia which provides a document on what is required. 

This is an original government source and it is Australian.   

For example, if you were creating a policy on Workplace Health and Safety, you may 

use the WorkCover website as a starting point. A recognised authority can be found 

using a number of different methods including:  

 

• Google; 

• contacting funding bodies and licensing bodies such as ACECQA; 
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• contacting professional support organisations ie. Early Childhood Australia; 

• networking with other childcare services and professionals;  

• contacting Registered Training Organisations (RTOs) that deliver qualifications for your 

industry ie. Children’s Services; and 

• reading industry-based publications. 

 

What happens if policies are ignored by Stakeholders? 

As a new staff member or student, it is your 

responsibility to read and follow the relevant 

policies of the service. Breaches in policies can 

have major implications for an organisation. 

Often staff may be unaware of a policy. At other 

times, it may be deliberately ignored. The main 

factor in both cases is communication. It is the 

manager’s/director’s responsibility to ensure staff 

are aware of the policy and the potential 

consequences that could occur if it is not 

followed. Consequences could be that someone could get hurt or documents could go 

missing which would be inconvenient. More serious consequences could be injury or 

death to a stakeholder.  

 

Communication about the policy could occur through: 

• updated handbooks signed by staff to acknowledge receipt; 

• distributing the new policy with an “I agree” or signature required to for all staff; 

• informal discussions ie. one-to-one conversation; 

• during staff meetings; 

• through emails or memos; 

• newsletters or web/email updates; 

• parent/staff/stakeholder information 

meetings; 

• brochures; 

• enrolment booklets; and 

• displays/signage in a high traffic areas. 
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If you have a concern regarding a centre’s policies and procedures, it is important that 

you notify your supervisor immediately to discuss and remedy any breaches or 

misunderstandings. If you do not feel you are being heard by your supervisor, you have 

the right to escalate the issue to higher management.  

Identify potential ethical issues and dilemmas including conflict of interest and 

discuss with an appropriate person. 

Early Childhood Code of Ethics (Early Childhood Australia) 

Professional Code of Ethics 

Many professions develop a Code of Ethics. A Code of Ethics is a set of statements about 

appropriate and expected behaviour of members of a professional group and, as such, 

reflects its values. The Early Childhood Australia Code of Ethics was first developed in 1990 

by a National Working Party, with considerable input from 

the early childhood field. It has just been reviewed and is 

available online. This Code is specific to the profession.  

 

This Code of Ethics provides a framework for reflection about 

the ethical responsibilities of early childhood professionals. 

The Code is intended for use by all early childhood 

professionals who work with or on behalf of children and 

families in early childhood settings. It should be noted these 

are not part of the legislation and therefore do not incur penalties for failure to follow, 

however they do reflect best practice and research, the NQS and what can be 

considered morally and ethically supported in the early childhood profession.  

 

The Code of Ethics reflects the values of: 

• respect; 

• democracy; 

• honesty; 

• integrity; 

• justice; 

• courage; 

• inclusivity; 

• social and cultural responsiveness; and 

• education. 

 

The Code outlines responsibilities in relation to: 
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• children; 

• colleagues; 

• families;  

• students; 

• self (as professionals); and  

• conduct of research. 

 

 

 
Reading Time! 

For more detailed information and to access a copy of the 

(3rd  Edition) Code of Ethics from Early Childhood Australia 

visit: http://www.earlychildhoodaustralia.org.au/shop/ 

product/code-of-ethics-brochure/. 

 

Acting ethically as Educators 

Researchers have identified two vital aspects of promoting ethical behaviour in Early 

Childhood Education: 

1. knowing and acting upon the core values and ideals within a Code of Ethics; and 

2. knowing and using a Code of Ethics to assist in resolving the ethical dilemmas 

(conflicts between values) that occur during daily practices with children, their 

families and colleagues.  

 

Every day in children’s services we are faced with ethical dilemmas.  

 

 

 

 

 

 

 

 

 

http://www.earlychildhoodaustralia.org.au/shop/product/code-of-ethics-brochure/
http://www.earlychildhoodaustralia.org.au/shop/product/code-of-ethics-brochure/
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What is an Ethical Dilemma?  

An ‘ethical dilemma’ can be defined as a conflict between our own personal and 

professional values. Ethical dilemmas typically arise 

when professionals are faced with a conflict between 

two or more of the values or principles underlying their 

ethical code. (Newman & Pollnitz, 2005).  

 

Types of ethical dilemmas which may occur: 

• not agreeing with the family’s child rearing practices; 

• debates regarding equal rights; 

• gender stereotyping; 

• views on corporal/physical punishments (ie. smacking children); 

• cultural/diversity differences of children eg. a parent’s decision to have the child 

raised vegan; 

• views of families;  

• families’ view of treatment programs for their child with additional needs; and 

• use of medical cannabis to treat medical conditions. 

 

What to do when faced with an ethical issue or dilemma 

When faced with an ethical dilemma, the aim should be to: 

• avoid, hasty decision making where possible; 

• recognise if it does occur;  

• discuss with management/supervisor/outside body 

for advice; 

• make a decision/address issue; and 

• document decision. 

 

Newman and Pollnitz (2001) have developed an 'Ethical 

Response Cycle' to assist early childhood professionals in 

dealing with ethical dilemmas. This eight-phase cycle 

provides strategies including reflecting on circumstances, relationships and analysing 

facts to help make the decision.  

(Decision making process adapted from Ethical Response Cycle) 

 

 

 

 



 

Rowe Training and Consulting V1  

CHCECE055 & CHCECE056 93 

Here are some steps to help you make an ethical decision:  

 

1. Recognising the Dilemma.  

Why do you feel conflicted? What is the dilemma here? What relationships are 

involved? Often our sense of morality and conscience will make us feel ‘uneasy’ 

about what is happening. 

2. Reflect on personal skills/competence and beliefs. 

How much do I know about this situation? Do I have the skills to handle this? Do I 

need to seek additional advice? 

3. Outcome of decision and action. 

What are the 

consequences for all?  

What options are 

available to implement?  

4. Legal aspects. 

What is required by law? 

Is there a breach in 

regulations?  

Or will it cause a breach 

of regulation or 

standard? 

5. Ethical principles. 

Morally and ethically, how do I feel about this and the outcome? Can I sleep at 

night?! Does this practice fit in with our Code of Conduct? 

6. Informed inclination. 

Services policies, what do they say to do? 

7. Theory. What does the EYLF and MTOP curriculum and theories say about this? 

8. Documenting decisions and future reflection. 

Document decisions for future reference.  
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What Does the Process Involve? 

 

 

 

What Helps Us Make Decisions? 

 

 

 

Recognising 
the dilemma 

Process involves reflection 
and analytical process

Decision

NQF 
Regulations

NQF 
Standards

Standard 1-
EYLF and 

MTOP  

Key Elements, 
Practices,

Principles,

and Theory

Services' 
policies and 
procedures

Code of 
Ethics

Our own 
morality and 
committment 

to children 
and families
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What if a parent asks you to do something which you are unable to do? 

 

 

 

Here are some ideas on how to handle the ethical dilemma above 

It depends on the centre’s policies, however if following the NQF you may:  

 

As a student, trainee or Certificate III you may refer the parent to your supervisor or 

director as this may affect the child’s attendance at the service.  

 

If it is your role in your centre to address this issue you may:  

• discuss with the parent the centre’s policies and 

procedures. This might involve you physically 

showing them the policy; 

• discuss anti-bias/diversity philosophy adopted by 

the centre and antidiscrimination laws; 

• discuss with the parent the centre’s philosophy 

and it’s strong emphasis on inclusion and 

acceptance of diversity; 

• apologise that you cannot take it down and give 

reasons based on the above information; 

• accept the parents decision and response; 

• be respectful in your verbal and non-verbal body language with the parent, even 

though you have differing beliefs. 

 

If the parent is still not satisfied with your response, direct them to the Centre Manager or 

Higher Management. 

 

Ethical Dilemma  

A parent has just asked you to remove a poster off the wall 

of a same sex family.  Your centre has a policy of 

acceptance of diversity and respecting all people’s 

beliefs and values. You don’t want to take it down. What 

do you do?  
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Identifying real and perceived conflicts of interest and responding to conflicts of 

interest 

What is a Conflict of Interest? 

Conflict of interest can be described as a conflict of obligations.  It may occur if a person 

or organisation is involved in more than one interest. At times, these obligations or 

alliances may blur a person’s decision making, leading to corruption. This is where 

decisions are made based on the alliance or interest, rather than what is legally or 

morally right. 

 

 

 

 

 

 

 

 

 

Examples of conflicts of interest in children services: 

• providing care in a centre for a friend’s child over others on a waiting list; 

• developing relationships with government assessors to gain a favourable national 

assessment; 

• treating a child differently because you have had negative personal dealings with a 

child’s parent; 

• the new framework encourages partnerships and meaningful relationships with 

parents, however professional judgement needs to be used to ensure conflicts of 

interest do not occur eg. charging one parent late fees and not another; 

• working in a centre and nannying for a family attending the service; and 

• working at more than one centre at a time. One centre may request that you help 

them by getting samples of policies from the other centre.  
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Responding to a conflict of interest 

Newman and Pollnitz (2001) have developed an 'Ethical Response Cycle' to help make 

decisions about conflict of interest.  

 

Remember where possible:  

• avoid creating a conflict of interest; 

• recognise if it does occur; 

• discuss with management/supervisor/ 

outside body for advice; 

• make a decision/address issue; and 

• document decision. 

 

How to report unethical behavior or a conflict of interest 

Reporting of unethical behaviour can be done in a number of ways including: 

Verbal: 

• telephone; and 

• face-to-face. 

 

Non-verbal (written): 

• grievance form; 

• progress reports; 

• incident reports; and 

• email. 

 

Concerns in writing leave a paper trail that should show the date that you raised the 

concern, the person with whom you reported your concerns and their response. 

Responses from management will usually 

acknowledge receiving your concern, “Thank 

you for raising the concern” and the course of 

action ie. “We will investigate your concern.” 

Depending on the issue, in some cases you may 

hear the outcome of the investigation, however 

this may not be possible due to confidentiality. 

Your assurance that the issue has been rectified is a change in behaviour or practice of 

the people or organisation.  
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Appropriate people to report further or investigate such conduct may include: 

• a senior staff member such as certified supervisor or room leader; 

• director; and 

• management committee. 

 

Other people/agencies that may be relevant to 

make a report of unethical conduct may include:  

• health professionals; 

• external agencies (ACECQA, Health 

Department, Child Protection Authorities); 

• Police; 

• member of parliament; and 

• advocates/family members. 

 

 

 
Your Turn! 

Have a look at the below scenarios and think  

about how you would respond to these ethical 

and legal issues/dilemmas. 

 

Legal or Ethical Dilemma How you would respond 

A new family has started at your centre. 

On arrival the mother informs you 

“Sometimes Zack can get very naughty. 

If he does that, you can smack his bottom 

and make him sit somewhere. Put him in a 

corner for 10 minutes. Don’t let him push 

you around”.  

 

A family at your Centre is currently going 

through a divorce. The mum approaches 

you one afternoon and announces 

“I don’t want you guys talking to his father 

about what he does at school. Even if he 

picks him up, call me and tell me about his 
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day. I do not want him to know anything 

about his son. I want to be his main carer 

now, he chose to walk away, so fine”. 

 

You are in the babies’ room and have an 

8 month old baby in your room every 

Friday. The father approaches you one 

morning and announces, “Can you not let 

Sarah have an afternoon sleep anymore. 

She is just not going to bed early enough 

on the Friday night. Before she went to 

bed by 6pm, but now she will stay awake 

until 8pm. I just like the quiet, Friday night 

you know. So, if you could please just 

don’t put her to sleep”. 

  

 

 

 

 

 

 Check your ideas 

Have a look at the table below and  

let’s compare our answers. 

 

 

 

Legal or Ethical Dilemma How you would respond 

A new family has started at your centre. 

On arrival the mother informs you 

“Sometimes Zack can get very naughty. 

If he does that, you can smack his bottom 

and make him sit somewhere. Put him in a 

- Refer Zack’s Mum to the Child 

Protection Policy, National Law and 

Regulations.  

- Discuss with her appropriate 

behaviour management strategies 

and behaviour management plans. 
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corner for 10 minutes. Don’t let him push 

you around”.  

 

A family at your Centre is currently going 

through a divorce. The mum approaches 

you one afternoon and announces 

“I don’t want you guys talking to his father 

about what he does at school. Even if he 

picks him up, call me and tell me about his 

day. I do not want him to know anything 

about his son. I want to be his main carer 

now, he chose to walk away, so fine”. 

 

- Apologise that you are unable to do 

that as no court orders are in place. 

- Discuss with the mother about legal 

obligations and how there are no 

court orders in place. If the father asks 

for information then we will disclose 

this as he is still a primary caregiver.  

- Discuss about creating a positive 

relationship for the benefit of their son. 

You are in the babies’ room and have an 

8 month old baby in your room every 

Friday. The father approaches you one 

morning and announces, “Can you not let 

Sarah have an afternoon sleep anymore. 

She is just not going to bed early enough 

on the Friday night. Before she went to 

bed by 6pm, but now she will stay awake 

until 8pm. I just like the quiet, Friday night 

you know. So, if you could please just 

don’t put her to sleep”. 

  

- Acknowledge the request and then 

discuss with the father. 

- Discuss with the father National 

Regulation (81) in regard to sleep and 

rest and inform him that we cannot 

keep a child up, if they are physically 

tired.  

- Discuss with the father age-

appropriate development milestones 

for a child that age in regard to sleep. 

- Inform the father that we will go off 

the child’s sleep cues. 
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Identify potential or actual situations of non-compliance and report according 

to service procedures. 

What does compliance mean? 

Compliance means following all the rules as 

outlined in the legislation. Any actions which 

break these rules are called ‘breaches’ or 

‘non-compliance’. As an educator it is your 

responsibility to ensure you are always 

compliant with the NQF. This includes the 

National Standards, National Law and 

Regulations and Approved Framework. 

 

It is important that educators have an understanding of compliance and how it relates 

to the NQF. Educators should develop the understanding on how to identify potential 

non-compliance issues and report them according to the service policies and 

procedures. 

 

What does a non-compliance look like? 

Non-compliance is the failure or refusal to comply with a rule as outlined in the regulation. 

By not following these, you are breaching or being non-compliant.  

 

The list below are some examples of what non-compliance may look like in children’s 

services: 

• leaving children unattended; 

• leaving water unattended; 

• allowing children to use broken/unsafe 

equipment;  

• having equipment near fence lines that 

children can climb over; 

• not having adequate lighting when 

children are sleeping to see their 

breathing/face colour;  

• not having at least a minimum 50% of 

staff as diploma qualified or over;  

• not following the correct ratio; 

http://www.dubuque.k12.ia.us/Prescott/Handwash/images/Step3SquirtSoap_jpg.jpg
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• environments are dirty and do not have a high level of cleanliness (eg. dirty soap 

dispenser, mouldy sinks/toilets); 

• cleaning chemicals and medications are accessible to children; 

• electrical cords are accessible to children (left hanging); and 

• reading your mobile and not supervising. 

 

What do you do if you see something that is non-compliant?  

If you notice a non-compliant issue, it is important that it is rectified immediately eg. you 

notice that some equipment is too close to the fence line. This should be rectified 

immediately by moving the equipment to a safer location. For non-compliant issues that 

cannot be rectified immediately, you should report to your centre manger, director or  

supervisor.  

 

Who do you notify about non compliances? 

For non-compliant issues, they must be rectified immediately, where possible. 

For non-compliant issues, that do not require external services (eg. plumber for a leaking 

tap), they should be rectified immediately by the educator (eg. if you notice electrical 

cords that are accessible to children, remove these cords and ensure that children 

cannot access these cords). 

 

If you notice something that is non-compliant, it is 

important to immediately report this to your centre 

manger/director/supervisor. Your centre manger 

can assist in rectifying this issue or organising 

external services. A risk assessment of the non-

compliance needs to be completed if it cannot be 

fixed immediately. If this issue is ignored by your 

centre manger, it is important that it is taken to higher management so the non-

compliant issue can be rectified immediately.  

 

For any serious incidents that pose a risk to the health, safety or wellbeing of a child, you 

must notify the regulatory authority within 24 hours of becoming aware of a circumstance 

(Regulation 175(2), Regulation 176(2). eg. Incident involving the death of a child. 

 

For serious complaints when a serious incident has occurred, you must notify the 

regulatory authority within 24 hours of any complaint alleging that a serious incident has 
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occurred while the child is educated and cared for or complaints alleging that the 

National Law has been contravened eg. a child was locked in the outdoor toy shed for 

five minutes and has told the parent about this happening. The parent then made a 

complaint.  

What if you speak with your direct supervisor and they do not rectify the non-

compliance?  

If this issue it ignored by your centre manger, it is important 

that it is taken to higher management so the non-compliant 

issue can be rectified immediately. The approved provider 

must take this issue seriously as it is a breach of the National 

Laws and Regulations.  

 

If this issue is still not rectified, it is important that you make 

an official report to your regulatory authority for your state 

or territory. It is recommended that management is made 

aware of all non-compliances in writing to ensure that these are actioned and to protect 

yourself as an educator.  

 

 

 

 Helpful Websites 

Visit the ACECQA for more information your  

Regulatory Authority for your State and Territory: 

https://www.acecqa.gov.au/help/ 

contact-your-regulatory-authority 

 

  

https://www.acecqa.gov.au/help/contact-your-regulatory-authority
https://www.acecqa.gov.au/help/contact-your-regulatory-authority
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Why is it important to notify? 

It is important to notify breaches or non-compliance to ensure that all the National Laws 

and Regulations are followed for the health, safety and wellbeing of children and 

educators. Having these national laws and regulations sets the minimal requirements that 

all centres must aim to achieve, even though they can be breached. This allows for a 

more uniformed and united sector with the 

same requirements throughout. It is important 

that all children are safe when attending 

services and that families are aware that 

children’s health and safety is at the forefront 

of early childhood education and care.  

 

Before being able to identify non compliances 

you first need to know what is required. The next few chapters we have outlined some 

important policies which are implemented and adhered to on a daily basis in children 

services. 
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Chapter 6 Use Effective Work Practices 

Plan and organise daily work activities to achieve required outcomes within 

scope of responsibility. 

As an educator you will have a range of tasks which will need to be implemented as part 

of your role. These are located on your duty 

statement. Your supervisor will also outline how 

procedures are implemented.  

 

As a professional it is important to be organised, 

complete tasks independently and show initiative 

when needed.  

 

How to get organised 

1. read your duty statement; 

2. take notes during orientation; 

3. ask questions and model off other educators in the room to learn procedures; 

4. write a list of daily tasks such as setting up for lunch, putting out beds, programming 

or two observations etc; 

5. use a WIP – Work in Progress action plan as a tool to get organised and improve 

your professional practice. You may do one for daily tasks only to start and then 

progress to developing a plan which covers your entre role including: 

• daily; 

• weekly; 

• monthly; and  

• as a team. 

6. Develop a weekly goal to work on. 

 

What tasks could be included? 

• completing centre opening checklist – unlocking doors, opening blinds, turning on 

lights, turning on display screens and necessary powerpoints etc; 

• outdoor area checklist – sweeping sandpit, checking for hazards, setting up 

equipment etc; 
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• greeting families at the door on arrival;  

• comforting children on arrival;  

• setting up daily experiences; 

• supervising children;  

• engaging in play with children;  

• washing children’s hands; 

• supervising toileting; 

• nappy changing; 

• changing children from water play/sensory 

play; 

• serving morning tea, lunch and afternoon 

tea; 

• cleaning after morning tea, lunch and afternoon tea – 

organising dishes, assisting children in scraping plates, sweeping floors (mopping if 

necessary), wiping down tables and chairs; 

• completing observations as required; 

• photographing children’s work and experiences; 

• feeding bottle to baby; 

• setting out beds and assisting children in packing away after using; 

• settling children for sleep and rest; 

• setting up quiet experiences for children not sleeping; 

• completing programming; 

• completing the daily journal;  

• completing any necessary documentations/checklists – recording sleep times, 

mealtimes, toileting times; 

• completing daily room cleans – sweeping, vacuuming, mopping, taking out bins, 

cleaning benches, cleaning paint 

pots and other equipment; 

• completing daily bathroom 

tidy/cleans (middle of the day and 

end of the day); 

• assisting in administering 

medication when needed – ensure 

all necessary documentation is 

completed;  

• assisting in taking care of children 

when they are unwell and following 

necessary policies and procedures; and  

• greeting parents when arriving at the centre in the afternoon and engaging in 

discussions about their child’s day.  
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Here is an example of an educator’s individual work in progress action plan also called 

(WIP). A WIP helps you plan your daily tasks and assist with time management. 

 

 

 

  

Daily Action Plan Template 

Date: 22.04.2021 

Focus for the week (goal):  

Rate how well you did this task: 1: Completed accurately and independently    2. Needed 

some guidance or assistance, 3. Needed full direction from supervisor. 

Daily Work task 

to be 

completed 

What is expected /things to 

remember 

Time estimated to 

complete task 

M
o

n
d

a
y
 

Tu
e

sd
a

y
 

W
e

d
n
e

sd
a

y
 

Th
u

rs
d

a
y
 

Fr
id

a
y
 

Example: 

Set out beds 

 

 

On carpet area only.  

Check each child’s 

blanket is placed on bed 

15 mins 3 2 2 2 2 

Weekly Reflection 

How can I improve the 

quality of my work? 

(reflect on self and seek 

feedback from supervisor) 

I was constantly running out of time with this task and needed help 

from other educators.  

When making beds I think we should make this a transition task and 

make our beds before starting lunch. The children can collect their 

sheets and two educators can assist children together, before 

transitioning to lunch. After lunch, the children can then transition 

to their beds. 

What new strategies will 

you take into the following 

week? 

 

Spoke to my supervisor we are going to trial making beds with the 

children as part of a transition.  
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What is an Action Plan? 

• a daily, weekly or fortnightly action plan or ‘to do’ list for an individual or a team; 

• a communication tool – lets your supervisor know 

what you are working on; 

• a time management and productivity tool; and 

• plans focus on specific tasks and helps improve 

the quality of the practice. 

 

Benefits 

15 minutes planning can save hours of time and frustration; 

can involve individual, supervisor or team; 

keep individual person accountable; and 

person feels organised and in control of their daily life, which is good for mental health. 

 

Developing Smartt Goals 

When planning it is important to incorporate a goal. Did you know research has shown 

you have more chance of achieving a goal if you write it down and include a date? 

 

One method of goal setting is called SMARTT Goals.   

 

SMARTT stands for:  

Specific and concise 

Measurable  

Achievable 

Realistic and related to overall 

organisation goal 

Time-Frame and Track-able, or easily 

monitored 

 

 

Here are some examples of goals related to daily tasks in a centre: 

• to serve morning tea to the children independently without direction by 2.4.21;   

• to transition children to the bathroom without forming a queue by 3.5.21; 
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• to conduct a spontaneous group time by 5.2.21; and 

• to set up beds independently by 21.1.21. 

 

Act promptly on instructions and follow procedures relevant to the task. 

As educators, we need to both show initiative 

and follow instructions when needed. This may be 

a supervisor asking you to complete a task such 

as, “Can you bring the children inside now?” or 

an emergency which needs quick action such as 

a child has fallen, “Can you grab the first aid kit?”.   

 

When following instructions, you must ensure that you are following the correct 

procedure. Sometimes, not following procedures may be quicker, however these 

procedures are put into place for the health and safety of all involved.  

 

Example – most nose wiping procedures have five or six 

steps involved. An educator might think it is easier just 

to grab a tissue and wipe a child’s nose, however the 

procedure must be followed correctly such as wearing 

gloves and washing hands with warm, soapy water.  

 

 

How to learn procedures 

When learning general procedures, try the following strategies: 

1. use active listening when procedures are being explained; 

2. write a list of daily tasks and make notes next to each (use the daily action plan); 

3. ask questions to clarify what is required; 

4. respond with a positive ‘can-do’ attitude; and 

5. before starting a task, check your daily action plan and notes. 
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Following instructions in an emergency  

There may be times when another educator may 

speak abruptly to you in an emergency. Do not 

take offence. The educator is focused on the 

emergency and the priority of the time is the child. 

It is your job to be of assistance and follow 

instructions. 

 

You can do this by: 

1. active listening – listen carefully to the 

instruction; 

2. responding promptly and accurately to an 

instruction; 

3. ask relevant questions only if you need clarification; and 

4. use initiative where you can, for example: bring a second pair of gloves in case 

your help is needed.  

 

Identify and clearly communicate to supervisor when additional support is 

needed. 

A lot has changed over the past few years in relation 

to the way children’s services is delivered. To keep 

up to date with current practice and legislation, it is 

important that staff attend regular training. Training 

may include:  

 

• Formal training for example, enrolling in an 

accredited course, attending workshops and in-

services, inviting guest speakers to staff meetings; and 

• Informal training such as discussions between staff, reading/researching new 

materials, watching online professional tutorials to help your understanding.  

 

Some centres budget for each staff member to attend a certain amount of training to 

assist them to reach their goals and to improve their performance or knowledge in areas 

identified in their staff appraisal. Staff do not need to wait until their performance 
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enhancement plan to apply for or request additional training, often centres will have the 

appropriate forms on hand to fill out and submit. 

 

Reporting your need for training is not only best practice but also meets the NQF’s 

philosophy and the centre’s commitment to continuous improvement. 

 

Undertaking Further Training 

The NQF is based around a philosophy of continuous improvement. To meet Quality 

Area 7, each service works towards creating a culture of continuous learning and 

improvement. Your role in meeting Standard 1 in implementing the approved framework, 

is ensuring that you implement the principle, “Ongoing learning and reflective practice”.  

 

  
Reading Time! 

 

Read now EYLF & MTOP Principle 5  
Ongoing Learning and Reflective Practice 

 

 

Prioritise and complete competing tasks within designated timeframes. 

Time management is important when planning your 

day. It helps you work smarter, not harder. Using a 

daily or weekly action plan can help keep track of 

your tasks and priorities. Prioritise means you identify 

and complete the most urgent and important tasks 

first. To do this you will need to critically think about 

which is most important. 

How to get organised  

1. make a list – identify must do’s (eg. feeding children is something that cannot be 

delayed); 

2. establish timeframe – when does this have to happen (daily, weekly, monthly or by 

a certain date); 

3. consider others - what happens if you don’t do it? 

4. consider consequences 
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What if I can’t complete tasks 

At one time in your role, you may not be able to complete certain tasks. This can occur 

for a number of reasons such as time constraints, lack 

of resources, changes of staff etc. It is important to 

notify your supervisor if you are unable to complete 

set tasks. It is your supervisor’s role to work with you to 

overcome any constraints which may prevent you 

from successfully completing your tasks. For example, 

if you are finding it difficult to complete programming 

requirements such as portfolios, your supervisor may 

implement some of the following solutions: 

• providing dedicated time to programming; 

• investigate ways to simplify the programming process;  

• introduce digital portfolios; and  

• delegate for extra support. 

 

Often incomplete tasks are not a reflection of the individual person but shows a need for 

the organisation to review their processes for efficiency. Remember learning takes time. 

You will become more efficient at tasks with practice.  
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Chapter 7 Work Collaboratively  

For any workplace to be successful, effective communication is the key! Learning how 

to relate to people and effectively communicate with people of different backgrounds, 

ages and personalities can be challenging and may take time. ‘Positive communication’ 

is communication, which is clear, concise and interpreted accurately. It involves 

combining the verbal communication with non-verbal gestures to provide an accurate 

message. Positive and effective communication is a major component of successful 

partnerships with parents and team members.  

Use verbal and non-verbal communication that demonstrates respect for 

individual differences and work roles  

Positive Communication Strategies 

There are a range of ‘positive communication strategies’ you can use when 

communicating with others, including: 

• establishing eye contact; 

• touching someone upon meeting them such as a 

handshake or if familiar, you could touch their arm 

when saying hello (eg. “Hi, good to see you”). 

This helps make a connection with the other person; 

• demonstrate active listening skills when the person is 

speaking with you such as nodding, listening, 

watching body language and paraphrasing to ensure 

you have gained the right message eg. “So what you 

are saying is…” or “Did you mean……?” 

• sit with them if discussing an important or sensitive 

conversation; and 

• summarise at the end of the conversation, what the outcome of the conversation 

was e.g. “No problem, so I will meet you out the front of the restaurant at 10 am” or 

“Okay, if you work on that I will do this part and we can meet again on Thursday”. 
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Communicate information in a manner that is clear, 

and confirm understanding of other party  

Methods for conveying information clearly and 

concisely, both oral and written 

Often books written about communication will say that 

both parties need to be responsible for ensuring the 

accuracy of a message received. The question is which 

part do you want to be responsible for?  

 

When we communicate, we need to check the other persons’ understanding and take 

one hundred percent responsibility for the message we send. We can do this by: 

• watching body language for signs of confusion; 

• before explaining a topic, ask the person what they already know about it; 

• use past knowledge to link information e.g. “Stacy, you know how the old 

accreditation system had indicators? Well the new NQF has …”; 

• have the other person confirm they understand by reiterating what you have said. 

You can do this by asking a question e.g. “Does that make sense?”, “How do you 

feel?” or “Do you know where to start?”; 

• recognise everyone is processing things differently. This means that the other person 

will often see the issue differently to you and this may cause problems; 

• be aware of your own filters ie.. your body’s reaction to comments made by a parent 

for example, “Gee, the children are messy today!” Your personal filter could change 

the meaning of this comment, for example you could see this as “I let the children 

get too messy.”, “The parent sees messiness as a bad thing”, or “I’m not doing my job 

well” or the parent could value messy play and be excited that their child was able 

to explore and play uninhibited! It is important to assess the message for what it is and 

if unsure, always clarify to avoid hurting not only your own feelings – but someone 

else’s too! 

• listen to your body – be aware of the physiology i.e.. “Is my heart racing?” or “Do I 

feel clammy?” etc; and 

• identify the feelings you are experiencing (ie. what has helped create this physical 

change in your body). Ask yourself, “How is this affecting my behaviour and the 

choices I make?” 

 

When conveying messages it is also important to consider: 

• Open and closed questioning – are they being used correctly to gain the correct 

information during this conversation: 

Closed – “Did you like the experience I set up today?” 

Opened - “What was your favourite part of the experience today?” 
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• Verbal and non-verbal cues – this relates to listening explicitly to the words the other 

person is speaking (active listening) and also watching for non-verbal cues (body 

language). Are they giving cues to continue the conversation, or are they becoming 

upset/frustrated?  

 

• Voice tonality – what tone of voice are your projecting? Calming, caring, 

authoritative, cheerful, dry etc. 

 

Tips for Active Listening 

Guidelines for active listening are:  

• listen! 

• ask other's opinions about a subject before you 

present yours; 

• be prepared, think things out before speaking; 

• paraphrase back to the person to check your 

understanding; 

• give them opportunity to correct your understanding; and  

• ask open-ended questions including, what they would like to see happen or what 

would you like to see as an end result. 

 

Main Causes for Miscommunication 

Miscommunication or conflict often occurs due to:  

• a mismatch between the sender of the message and the listener; 

• different interpretation of information; 

• changes made through the filters 

(our cognitive interpretation of 

information); 

• assumptions – presuming the person is 

interpreting things the same way we are; 

• different perspectives of the same topic; 

• presuming the worst of the other person; 

• closed mindedness – not accepting new 

ideas; and  

• fear of change/fear – protection of self! 

 

Listen to requests, clarify meaning and respond appropriately 

When engaging in conversation, it is important that you listen to the requests of others 

and respond appropriately. This may include nodding in agreement or making a 

comment or suggestion back to the request. Clarify meaning of the request, by saying 
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the request back to the person “So, you are asking if we could try a progressive morning 

tea?” or asking them to repeat their question. Once an understanding has been 

established, respond appropriately, reflecting on the strategies that were previously 

discussed in this chapter (eg. positive body language, active listening, voice tonality). 

 

Unfortunately in early education and care, all requests cannot be fulfilled due to limited 

resources or budgets. When engaging in conversations about requests and replying to 

the other party, let them know why the request could not be met.  

• always ensure you listen to the other person’s request in full and don’t cut them off 

halfway; 

• be respectful of requests and never talk down to them; 

• give the other person reason why the request can be fulfilled or cannot. 

Disappointment can be reduced if a reason is given.  

 

 

An educator in the 3-5 year old room was engaging in a conversation with her 

Director about an excursion she would like to plan next month. She wanted to 

plan an excursion to the Sydney Zoo which would include the hire fee of a 

coach, plus admission fees of each child. 

 

Unfortunately, due to the centre’s budget, they did not have the funds to hire 

a coach for the long return trip and the cost of the admission fees for the 

children.  

 

The Director explained to the educator how the centre budget worked and 

how they are given a certain budget for excursions each month. 

 

The Director explained that this is something we could plan for in a few months’ 

time if we organise the centre budget for this, however it cannot happen as 

quickly as she was hoping. The educator was happy with this response, as the 

Director explained the reasoning behind her request for an excursion not being 

approved and it was not shut down immediately without explanation. 
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Use oral communication skills to prevent, defuse and resolve conflict situations. 

At times in the workplace there may be conflicts which are often caused by 

miscommunication, stress or fear.  Everyone wants to be heard, especially when they are 

upset!  Each centre will have a policy regarding grievances/conflict resolution which you 

will need to follow. Here are some strategies to use for a harmonious workplace: 

• talk to the person directly about the issue as soon as possible; 

• remember to use positive communication skills; 

• use active listening and take the time to sit with your colleague to listen, 

uninterrupted, to their concerns; 

• look for solutions to the issue which align with the centre’s policies and procedures; 

• if your colleague is drawing your attention to a policy you may have breached, listen 

and change your actions to ensure compliance. Throughout your career you will 

experience feedback, it is important that you view this as part of continuous 

improvement; and  

• if you feel your colleague has breached policies, it is important that you make them 

aware of this in a polite and courteous manner. Please note your supervisor should 

be aware of any breaches of policies and procedures that may affect compliance.  

 

Reporting Conflicts in the Workplace to Supervisors 

 

If you feel your previous communication with your 

colleague has been ineffective, it is important to 

immediately talk to your supervisor about the issue. 

There may be times when you will talk to a supervisor 

without consulting your colleague. These could 

include: 

 

• when positive communication strategies are ineffective;  

• when conflicts escalate;  

• any breaches of regulations or centre policies; 

• bullying/harassment; and 

• misconduct by colleagues. 
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Grievance Forms 

As part of the grievance policy, there 

should be a form available to 

complete. It should provide enough 

detail to identify the issue, investigation 

and finally, the outcome and 

recommendations. It is your right as a 

worker to complete a written 

complaint and it is the obligation of the 

workplace to investigate all 

complaints.  

 

Demonstrating Respect for Individuals 

During your career, you will work with a variety of different people including parents, 

colleagues and associates. As individuals we all have our own styles, preferences, beliefs, 

values, personalities, habits, practices and philosophies. To effectively work with others, it 

is crucial that we respect each other. Respecting each other does not necessarily mean 

that you agree with the other person’s point of view, it means that we respect the 

person’s perspective and, where practical, support them.  

 

Valuing Diversity and Culture 

Culture and diversity should be seen as a valuable asset to any workplace. Educators 

can increase children’s knowledge and understanding of different beliefs and cultures 

and encourage children to respect and 

value differences. Diversity and culture 

shape who we are and impact on many 

elements of our life. When working together, 

we must understand the impact culture has 

on the environment we are in.  
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Cultural Competence 

“Cultural competence is about our will and actions to 

build understanding between people, to be respectful 

and open to different cultural perspectives, strengthen 

cultural security and work towards equality in 

opportunity. Relationship building is fundamental to 

cultural competence and is based on the foundations 

of understanding each other’s expectations and attitudes, and subsequently building on 

the strength of each other’s knowledge, using a wide range of community members and 

resources to build on their understandings.” (EYLF Educators Guide p6) 

 

The Early Years Learning Framework (EYLF) includes the practice of Cultural 

Competence. ‘Cultural Competence’ is more than awareness of cultural differences, it 

is the ability to understand, communicate with and effectively interact with people 

across cultures. The principle discusses our need to: 

 

• show respect for multiple cultural ways of knowing, seeing and living; 

• ability to understand, communicate and interact with people across cultures; 

• celebrate the benefits of diversity; 

• understand and honour differences; 

• develop our own cultural competence through a two-way process with families; 

• view culture and the context of family as central to children’s sense of being, 

belonging and lifelong learning; 

• be aware of one’s view of the world; 

• develop a positive attitude towards cultural differences; 

• gain knowledge of different cultural practices and world views; and 

• developing skills for communication and interaction across cultures. 

 

Educators who are culturally competent respect multiple cultural ways of knowing, 

seeing and living, celebrate the benefits of diversity and have an ability to understand 

and honour differences. (EYLF Framework (p.16) and My Time, Our Place (p.15)). 
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Reading Time! 

 

Please now read Principle 4 Respect 

for Diversity in EYLF or MTOP. 

 

Identify and use opportunities to share and seek information to maximise 

cooperation and the quality of daily work outcomes. 

As previously discussed, each employee will have certain job responsibilities and duties 

to undertake as part of their role. The type of position held will determine your role within 

the organisation. It is important that you respect your role and related duties and those 

of others around you. Depending on your role, the level of authority and responsibility will 

vary. Those employed as managers and supervisors are in a position to oversee and 

manage their employees and are expected to provide clear instructions and guidance. 

As previously discussed and shown in the diagram in Chapter 1, there is a chain of 

command within a centre. It is expected that everyone within their workplace follow 

directions given to them from their supervisor and respond to such requests in a courteous 

manner. If for some reason you do not agree with the task you have been asked to 

complete, then you would need to follow the grievance procedure outlined in the 

centre policies and at all times would be expected to respond in a professional manner.  

 

Like any business, for a childcare centre 

to run effectively, each member of the 

team needs to work efficiently and 

respectfully with the other members of 

the team.     

 

The frameworks discuss the principles of 

secure, respectful and reciprocal 

relationships. This does not just apply to 

relationships with parents and children, it is expected between all adults working in 

children’s services. National Quality Standard 4.2 outlines requirements in relation to 

communication and expected behaviour.  
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Reading Time! 

 

Read now NQS 4.2 Educators, co-ordinators and staff 

members are respectful and ethical and EYLF & MTOP 

Principle 5 Ongoing Learning and Reflective Practice. 

 

 

Individuals need to come together to work as a team. When sharing information, we 

need to consider what information we need to share and how we share the information 

while maintaining confidentiality. In order for the day-to-day running of a centre, we will 

need to exchange information about the program to ensure all activities and 

experiences are provided for and adequate provisions are made. Sharing play 

environments with children of varying ages and educators wishing to extend and 

scaffold upon their children’s interests, will need to communicate and reach an 

agreement on how the space in the play environment will be used. 

 

Methods of communicating messages and sharing information could include: 

• emails; 

• notes; 

• newsletters; 

• conversations (formal and informal); 

• communication books; and 

• forms. 

 

Exchange information clearly in a timely manner and within confidentiality 

procedures  

Confidentiality and Privacy  

All centres have a policy regarding confidentiality. When sharing information, ensure you 

are keeping within this policy. This could 

include: 

• ensuring only appropriate stakeholders 

are privy to sensitive information for 

example, your director or supervisor; 

• not discussing any issues in front of 

children, families or students; 
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• ensuring sensitive materials are not left out in view of others; and 

• sensitive issues are not discussed or gossiped about. 

 

For example, a parent may confide in you with information regarding their child. 

This information will only be shared with your director/supervisor and educators working 

directly with that child. Other adults in the environment including administration staff, 

other parents and students will not be involved in this communication. By involving such 

parties, you may be breaching confidentiality. At times, educators from other rooms can 

be made aware of sensitive information as it may affect their interactions with the child, 

however it is your supervisor’s role to include these relevant people. 

 

It is important that information is clearly exchanged with relevant people in a timely 

manner, to ensure all required parties are aware of the information.  
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Chapter 8 Contribute to Workplace 

Improvements 

As you start your career in early childhood education and care, you will discover that we 

are a forever changing and adapting industry. Policies, procedures and ideas on ‘best 

practice’ are forever evolving as we adapt, depending on new research and trends.  

 

Like any other business, early education centres have continued to change and evolve 

over time. There are many influences that have led to this change including social, 

political and economic forces, here and around the world. As a sector we need to 

ensure that we continue to change and adapt to continually make improvements to our 

practices.  

 

Identify situations where work practices could be improved to meet legal and 

ethical responsibilities 

Identify opportunities for improvement 

Like any other business, early childhood 

education and care has continued to 

change and evolve over time. There are 

many influences that have led to this 

change including social, political, and 

economic forces, here and around the 

world. Why does the sector continue to 

transform? As we continue to learn about best practice, we see new ‘trends’ develop 

and emerge. The ability to not only be aware of possible changes but be able to adapt 

to change is integral to success.  

 

In early childhood education and care over the past few years there has been a strong 

emphasis on indoor/outdoor free flow and progressive mealtimes. These are two 
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examples of changes that has happened in early 

childhood education and care. Before these 

ideas became known as ‘Best Practice’ a child’s 

day was organised based on routines. They were 

provided with designated indoor time and 

outdoor time, as well as a designated time for 

meals. Research into early childhood education 

and care has now provided us with the 

knowledge and understanding on how these best practices can be used to benefit the 

children and their learning. A lot of centres have now adopted these ‘flexible’ 

routines/rhythms.  

 

There are many effective and inexpensive ways to stay up-to-date with changing trends. 

These include but are not limited to family surveys (eg. ‘What can our centre do better?’), 

reading research papers, networking amongst other community members, talking with 

centre directors/educators from other areas, reading relevant media articles and 

ensuring you are on the mailing lists for advocacy groups and relevant associations. 

 

Once trends are identified, it is important to put strategies in place to ensure you can 

adapt to the changing trend (eg. risky play is very beneficial to children’s learning and 

a lot of centres are adopting this trend. Let us plan a staff meeting to discuss risky play). 

Educators and other stakeholders should be involved, where appropriate. Brainstorming 

with others can often bring forward some excellent strategies and can result in ideas and 

opportunities that you may not have thought of. 

 

Maintaining currency with information and trends is 

important if you are to foresee upcoming change 

and the likely consequences. There is a wealth of 

information available if you know where to look. 

These are only a few examples of where you can 

find information: 

• research journals and papers – Journal of Early 

Childhood, Childhood Education; 

• Early Childhood Australia resources; 

• Statutory/Government bodies – FACS, DEEWR, ACECQA; 
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• Commonwealth and State Government reports; 

• academic studies; 

• professional associations journals and projects; 

• conferences, seminars, visiting speakers; 

• publications, newsletters; 

• media articles and broadcasts; and 

• social media platforms (Facebook groups). 

 

Professional Development 

In early childhood education and care, 

professional development is considered vital to 

the continuous improvement of any service. 

Principle 5: Ongoing learning and reflective 

practice has been incorporated into both the 

EYLF and MTOP and recognises the importance 

of educators keeping up-to-date with knowledge 

and skills.  

 

Incorporating Principle 5 into the service’s policies 

and procedures and ensuring all staff have access to ongoing training and professional 

development means that the service: 

• maintains high quality; 

• implements the latest research and information; 

• ensures all policies are up-to-date based on latest information and regulations; and 

• improves the safety for all children. 

 

Failure to undertake ongoing professional develop may result in: 

• staff being out-of-date with professional knowledge and teaching techniques; 

• educators not being responsive to the learning needs of children; 

• service’s policies and practices being out-of-date and resulting in a possible breach 

of regulations. 

 

http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Principle_5_Ongoing_learning_and_reflective_practice
http://www.earlychildhoodaustralia.org.au/resource_themes/eylf_early_years_learning_framework.html#EYLF_Principle_5_Ongoing_learning_and_reflective_practice
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It is extremely important for educators and 

management to realise when knowledge gaps 

need to be filled. If an educator can identify a gap 

in their training that needs to be filled, it is 

important that they bring this to the attention of 

their centre director/management team. 

The educator can then be provided with further 

training to fill in this gap.  

 

Some centres perform appraisals where an educator and centre manager sit together 

and create a Development Plan (Dev Plan). Here they brainstorm ideas on what types 

of training the educator would like to complete to increase their professional 

development. They identify these needs and create a road map on how to get there. 

 

  
Reflection 

 

You have a child in your room who is displaying some 

challenging behaviour and you are unsure how best to 

support this child. You have not done any training on this 

since your Induction. 

 

You ask your Centre Manager if you could please go to 

some training about Behaviour Management and Inclusive 

Environments. You have identified a knowledge gap and 

have contributed to your professional development by 

asking for training. You have identified a situation where 

your work practices could be improved. 

 
   

 

 
Your Turn! 

 

Have a look at the scenarios below of some commonly seen 

work practices. Together we can see how these practices 

can be improved to meet legal and ethical responsibilities. 
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Scenario 
What improvements would you  

make to these work practices? 

A child approaches you at 

10:30am in the outdoor 

environment. 

 

Child: “I am hungry. Can I have 

an apple?” 

 

Educator: “We just had morning 

tea, you will have to wait until 

lunch” – lunch is not until 

12:00pm. 

 

 

It is 12:00pm and a child in your 

room has been busy making a 

Lego construction since 11:15am.  

Educator: “It is time to pack 

away for lunch. Clean up all the 

toys.” 

 

Child “Can I keep my Lego 

here?” 

 

Educator “No, we will have to 

pack it away because I need 

that space to put beds down. 

Pack it away and you can make 

another one later.” 

 

 

At your centre it is Winter and it is 

12C outside and lightly raining. 

Your centre manager has told all 

educators, “We don’t go outside 

when it is too cold and especially 

if it is raining”. 
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Check your ideas 

 

How did you go? 

Compare your answers to our example. 

 

Scenario 
What improvements would you  

make to these work practices? 

A child approaches you at 

10:30am in the outdoor 

environment. 

 

Child: “I am hungry. Can I have 

an apple?” 

 

Educator: “We just had morning 

tea, you will have to wait until 

lunch” – lunch is not until 

12:00pm. 

 

- The child may have missed morning tea and came 

later, therefore is hungry. Acknowledge the child 

and their ability to regulate their feelings of hunger. 

- The educator could collect some fruit from the 

kitchen and cut this up for the child. They are not 

paying for the fruit from their own wallet. 

- The kitchen chef should accommodate for this 

extra fruit in their budget and plan for this in the 

centre menu. 

- National Regulation (78) – ‘Children are offered 

food and beverages appropriate to the needs of 

each child on a regular basis throughout the day.’ 

Can you think of any other improvements that you 

would make based on the above scenario? 

 

It is 12:00pm and a child in your 

room has been busy making a 

Lego construction since 11:15am.  

Educator: “It is time to pack 

away for lunch. Clean up all the 

toys.” 

 

Child “Can I keep my Lego 

here?” 

 

Educator “No, we will have to 

pack it away because I need 

that space to put beds down. 

Pack it away and you can make 

another one later.” 

 

- Do all the children have to eat at the same time? 

Can you implement progressive meals so the child 

can continue to build his Lego construction? 

- Consider placing the beds in a different location or 

can the Lego construction be carefully moved so 

the child can continue to build after lunch? 

- National Regulations (155) – Interactions with 

Children. 

Can you think of any other improvements that you 

would make based on the above scenario? 

At your centre it is Winter and it is 

12C outside and lightly raining. 

Your centre manager has told all 

educators, “We don’t go outside 

when it is too cold and especially 

if it is raining”. 

 

- Conduct research about the benefits of playing in 

all different weather conditions and conduct 

research on how the weather does not actually 

make children sick.  

- Provide your centre manger with the research 

about children who play outside in the snow in 

different counties and even in Australia. 



 

Rowe Training and Consulting V1  

CHCECE055 & CHCECE056 130 

- Ask to buy rain suits and gum boots for the children 

to play in the rain. Discuss the benefits of playing in 

the different elements, especially rain.  

- Adapt your centre philosophy stating, ‘There is no 

such thing as inappropriate weather, just 

inappropriate clothing’. Encourage parents to 

bring clothing to suit the weather (eg. jumpers, 

beanies, gloves, scarves). 

Can you think of any other improvements that you 

would make based on the above scenario? 

 

 

Share feedback through constructive communication with colleagues and 

supervisors 

In early childhood education and care feedback occurs on a regular basis. 

Through general discussions between educators, to more formal meetings with your 

centre manager, these types of discussions happen all the time. It is important that you 

understand how to not only share feedback, but to also receive feedback. Feedback is 

a key element in the process of ongoing learning and development. Effective feedback 

can be used to assist educators in reflecting on their current practices and making 

adjustments for improvements. 

 

The importance of feedback and how to receive it 

Before you are able to share feedback, you must first be able to receive feedback. 

Someone who is comfortable with self-reflection actively seeks feedback. Often, we see 

feedback as “getting into trouble”. This often comes from our childhood when we may 

have been reprimanded for an error in judgement. 

When receiving feedback, you have the right to be 

spoken to respectfully, however you have the 

responsibility to listen actively in return.  

 

You supervisor is responsible for ensuring that the 

service operates at a high quality standard. 

In children’s services, this means ensuring that all 

practices are in line with the NQS and Regulations. 

The legal ramifications of not maintaining this quality can result in injury to a child, breach 

of regulations and possible closure of a service. When your supervisor provides you with 
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feedback they are not ‘picking on you’ or trying to make your life difficult, they are doing 

their own job of ensuring that the service’s policies and procedures are followed, and 

quality is maintained. One day you may be in their position and provide feedback to 

someone else! 

 

When you seek feedback and accept 

feedback non-defensively you are:  

• helping you supervisor do their job; 

• maintaining high quality; 

• working as a valuable team member; 

• improving your current practice; 

• learning a new skill; 

• implementing the principle “ongoing 

learning and reflective practice”; and 

• you are honouring our early childhood 

code of ethics and reflecting best 

practice. 

 

 

 
Your Turn! 

 

Have a look at the scenario and think about how  

you would react to receiving this feedback. 

 

Your supervisor has just told you that you need  

to improve your supervision skills. 

 

What is your first reaction?  

What could you do in this situation? 

 
   

 

 
Check your ideas 

 

Here is an example of how you could approach the situation! 
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1. Be aware of your initial reaction and how you are feeling (your images, state and 

physical feelings – shock, feeling sick, etc.). Being aware can help you react 

professionally, ensuring your reaction does not affect your response. 

2. Reframe ‘feedback’ as a positive experience which can be used for self-

improvement.  See feedback as an opportunity to grow and learn. 

3. Acknowledge and respond to your supervisor’s comments. Focus on what your 

supervisor is saying and ask for clarification, if needed.  

4. Use positive communication skills to converse with your supervisor. This includes 

following directions immediately without discussion, particularly in situations 

involving safety (eg. “Quick, you need to move that block if it falls it could injure a 

child”).  Paraphrasing to check clarity – this is where you repeat the person’s request 

back to them to ensure clarity of message (“Okay so I organise afternoon tea at 

3:00pm today instead of 3:30pm so we can do photos?”) 

5. Ask questions to clarify messages.  Remember, your supervisor is human too and as 

humans we are not always clear in the messages we give. As the receiver of 

information if you are unsure of the directive – ask! (“Did you want these closer to 

the fence? Are they ok there?”) 

6. Be aware of your body language.  A natural response can be to protect ourselves 

when feeling uncomfortable.  Being aware of our feelings and initially taking a 

moment to notice our body language can ensure that your response is received 

as professional and you are open to discussion. 
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7. Thank your supervisor for their time in talking to you.  

It is polite to thank the other person for their time. Value your supervisor’s experience. 

There are always people who are more experienced than us. Wisdom is the ability to 

recognise this and can value their ideas and feedback. Find people who know more 

than you and become a sponge! Learn as much as you can from them. 

8. Watch Body language 

Body language to suggest a person is uncomfortable includes: 

• looking away; 

• rubbing eyes or closing eyes not wanting to see this; 

• covering mouth when speaking  may be 

feeling what they are saying; 

• fidgeting; 

• shaking; 

• crossing legs  may be feeling attacked – often 

a protective gesture; 

• crossing arms may be feeling attacked – often a 

protective gesture; and 

• avoid pointing with your index finger at the other 

person.   

 

 

Open body language means you are receptive to information you are receiving, this 

includes: 

• maintaining eye contact; 

• ensuring arms are uncrossed; 

• nodding to acknowledge what the other person is saying; and 

• when speaking or sitting, use palms open rather than closed fists. 
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Did You Know? 

 

When wanting to establish a rapport with someone, subtly imitate their 

body language such positioning your body or hands in the same way 

they are. The person often recognises these gestures as familiar and 

humans like familiar!  

A good salesperson is a master of making you feel  

comfortable quickly. Watch their body language next time!  

Reflection from an Educator 

 

I remember when I first graduated with my diploma. I asked a group of 

children to come over and sit on the mat with me.  

They went one way and I went the other!  

Another more experienced educator by the name of Annie said,  

“Come on everyone, over on the mat for morning tea”.  

The children moved immediately. 

 

It was then I realised I had a lot to learn and I  

was going to start by cloning Annie! 

 

Annie became my self-appointed mentor and I became a 

great educator with her help, support, wisdom and advice. 

 

Be open to learning and you will find your own Annie! 
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Sharing Feedback with Colleagues  

Now that you know how to receive feedback, you will 

know what to look for from others when they are 

listening to your feedback. It is important that you 

understand how feedback can have an impact on 

others and can change the mood and feel of their 

whole day.  

 

  
Reflection 

 

Imagine that you just started at a new centre and have 

been there for over two weeks. It is a beautiful day 

outside and you decided to take some art materials 

outside to complete some paintings in the sunshine. You 

notice a table that is always in the yard that is set up for 

different experiences throughout the week (drawing, 

puzzles, beading etc) and decided to set the painting 

experience up on this table under the tree. All the 

children are deeply engaged and enjoying the 

experience. You are busy assisting children and 

engaging in conversation with them about what they 

are creating. 

 

After 30 minutes an educator approaches you and in an 

abrupt tone says, “You’re not meant to be using that 

table. It is going to be covered in paint now. We have 

different tables you should have got for that. Make sure 

you clean it.” 

 

The educator then turns around and walks away. 

 

 

How can you make feedback constructive? 

When providing a colleague with feedback it is important to think to yourself “Is this 

feedback going to assist the educator in their growth and development?” Feedback 

that will assist someone in developing their professional practices is considered 

constructive.  
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1. Provide feedback that will promote growth and development 

Think about how you could assist your colleagues in moving from where they are 

now to where they should be. Engage in a discussion with the person on their 

current state of performance and give them detailed directions on how they can 

improve. Also take into consider a person’s mindset. We want to build others up, 

not bring them down. 

 

(eg. one of the educators has been setting up the balancing equipment, not 

following safety guidelines. You would provide this educator with constructive 

feedback by moving them from where they are now to where they should be. 

This could be by modelling to them how to set up this equipment and directing 

them to where to find the safety guidelines and regulations). 

 

2. The Feedback Sandwich  

A way to keep feedback 

positive is by using a method 

called the feedback sandwich.  

 

This is a method that can be 

used when providing feedback 

to others when a behaviour 

needs to be corrected. The 

corrected behaviour should be 

sandwiched between two 

positive comments.  

 

First layer of bread  

Positive comment about what the person has been doing well. 

Filling 

Constructive comment about what could be improved 

Second layer of the bread 

Another positive comment about what the person is doing well to end 

the conversation.  

 

Remember: You must mean what you are saying! 
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Here is an example: 

“You are doing a great job at setting up children’s play spaces and the children 

have all be engaging wonderfully with the materials you have provided.  

I have noticed that when you are setting up the balancing equipment you have 

been placing them very close to the concrete and metal poles. Just remember 

that they need to be placed three metres away from these areas. I can show 

you the document about positioning of equipment for children’s health and 

safety when we go inside.  

I absolutely love the different designs you have been making with the balancing 

equipment though and the children love the challenge”.  

 

3. Give feedback in a timely manner 

It is important when providing someone with feedback that you do this in a timely 

manner. If an educator is doing something that requires feedback, give them 

feedback in that moment when it is relevant. Do not leave the conversation for 

another time when you can demonstrate the improvement in the moment.  

(eg. you notice that when an educator has been putting away beds, they have 

been using the wrong coloured cleaning cloths to wipe them down. Provide the 

educator with instant feedback, “Hey Sheree, I notice you used the green cloth to 

wipe down the bed. I just wanted to let you know that we use the green cloths for 

food areas like wiping down tables and we use the blue cloths for wiping down the 

beds and other surfaces.”)  

 

4. Positive body language 

As mentioned above, positive body 

language plays a big role when providing a 

person with feedback. Feedback is more 

effective when it is accompanied by positive 

body language and non-verbal cues. 

This will include your tone of voice, facial 

expression, eye contact and your level of 

enthusiasm. Let the person know that you 

are happy that you are talking to them and 

you get to help them through their growth 

and development. 
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When communicating with someone, stand slightly off centre to the person rather 

than directly in front of them. This is less confronting or threatening, meaning they 

and you will be more open to communication. 

 

5. Make feedback a regular part of your day  

Implement feedback into your daily practice, give suggestions and ask for 

additional feedback. Reflect on feedback provided and incorporate changes into 

your daily practice. Ask for additional feedback ie. “How do you feel my group time 

was today?” or “I was going to start with a story tomorrow, do you think that would 

be better?” 

 

Collect written evidence of feedback 

When delivering or receiving feedback, it is important that we keep evidence of 

conversations. This written evidence can be used for accountability purposes and as 

protection for yourself.  

 

If you ever have a formal meeting with your director/supervisors, you might notice 

someone taking notes. These notes are points of what has been discussed during the 

meeting. At completion of the meeting, the director, witness (person taking the notes) 

and person the meeting was about, will sign the piece of paper acknowledging that all 

of the points were discussed. These notes can then be used at a later date, if the 

improvements have not been seen, or another meeting is needed.  

 

If you are providing an educator with 

feedback, it can be useful to keep a 

notebook with a jotting about what was 

discussed (eg. 17.09.2020 Discussed with Sally 

about writing on the curriculum and how she 

is not completing this. Asked if she knew how 

and if she needed training. She said that she 

knows how to do it and will promise to start writing on the curriculum board). This can be 

used as evidence, if the issue is persistent and you need to take the concern to your 

director/supervisor.   
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Degrading Feedback 

Sometimes you may come across feedback which is not constructive and is damaging 

to a person’s sense of self-worth. If you hear these types of comments that may be 

degrading to others, it is important that you realise it is not feedback and in fact 

workplace bullying/harassment.  

 

Examples could include: 

“Those pants look disgusting on you. Why would you wear them to work and in public?” 

“I cannot stand being in the room with you. I do 

not want you in this room, I’ll take any other 

educator”. 

“The kids can’t understand you when you talk 

because of your lisp. It just sounds so funny and 

we can’t understand anything you say”. 

“Don’t worry playing the game today. I think its 

too hard for you because you are heavier, and you cannot bend down easy. Maybe 

pick a different game that you can actually play with the kids”. 

 

These types of comments are in no way appropriate feedback and have no place in 

early childhood education and care or any workplace environment. If you do hear 

degrading comments, ensure your director is informed in a timely manner so appropriate 

action can be taken.  

 

Critical Feedback  

Sometimes you may come across different situations that is a serious breach of National 

Law and Regulation and you cannot resolve these through providing feedback to an 

educator. During these situations it is important that you take the concern directly to your 

centre manager/supervisor. These types of concerns will need to be handled by your 

management team, as they may result in an educator being performance managed 

eg. an educator is using a degrading tone to the children and inappropriate language.  
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Quality Improvement Plan (QIP) 

One way that you can share 

feedback through constructive 

communication with your 

colleagues and supervisors is 

through being involved in the 

Quality Improvement Plan (QIP). A 

QIP is designed to assist services 

evaluate their current practices 

against the NQS. The QIP is an 

evolving document that is frequently added to, reflected upon and reviewed. 

 

The National Regulations require approved services to have a QIP. The aim of a QIP is to 

help early childhood and school age care services and providers self-assess their 

performance in delivering quality education and care and to plan future improvements. 

The QIP also helps the regulatory authorities with their assessment of the service. 

 

QIPs are designed to assist centres to 

improve their services by reflecting on what 

they already do well, how they meet their 

stakeholders’ needs and what and how 

they can improve upon areas to further 

develop. 

 

As the QIP is an evolving document, it is 

important that information for the QIP is 

gathered and collected from all 

stakeholders.   
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Internal stakeholders include: 

families; 

children; 

educators; 

staff; 

management members; 

volunteers; 

owners; and 

nominated supervisors.

 

External stakeholders include: 

community members;  

councils; and 

anyone with a vested interest in the centre. 

 

As the document is continuously examined by all stakeholders, it is a working document 

that can identify the need for workplace improvements. Educators should be actively 

contributing to the QIP and sharing their findings with their colleagues and supervisors.  

  

Here is an example: 

You notice that your centre is lacking in Community Engagement. You have 

identified that the centre does not have a lot of engagement from outside 

community members including excursions and incursions. 

 

You bring this to the attention of your centre manager and ask if this can be 

added to the QIP and improvements could be made. 

This was then added onto the document. 

 

You were provided with time to look for some incursion opportunities that 

can come to the centre based around the children’s interests. You also 

started to investigate some ideas for excursions and how to connect with 

other community members – getting parents to come into the centre and 

share their talents, asking Bunnings if they would like to donate any plants for 

the centre garden etc. 
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Chapter 9 Contribute to the Development of 

Policies, Practices and Structures of an 

Organisation Identify and take opportunities to 

contribute to the review and development of 

policies and procedures 

Policies and procedures are best written in consultation with staff, as they are likely to be 

the ones following and enforcing these new practices. As all staff have a responsibility to 

abide by a centre’s policies and procedures and should be consulted in the review 

process.  

Refer back to Chapter 5 for “What is a Policy” 

 

 

 

 
Helpful Websites 

 

Take a look at the regulations related to policies. 

Please note Family Day Care have additional policies. 

 

Visit https://www.acecqa.gov.au/nqf/national-law-

regulations/national-regulations  

 

Regulation 168 and 169 

 

 

 

Organisation policies and procedures that relate to general work practices could 

include: 

• communication and reporting; 

• employment conditions; 

• personal presentation and uniform standards;  

• procedures and expectations for work role activities.  

 

These have been discussed through the learning guide and each individual centre will 

have relevant policies and procedures in relation to work practices.  

 

https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+653+2011+cd+0+N
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Writing and review of policies 

Policies need to be reviewed annually, as new 

research comes to light or changes to legislation, 

standards and guidelines come into effect. As an 

educator, you should be involved in this process 

by: 

• contributing at staff meetings regarding 

policy development; 

• sharing any new research, knowledge or 

resources with other colleagues; 

• ensure that you know the Regulations and Standards so you can accurately 

contribute; 

• sharing new policies with parents as required; and 

• ensuring compliance with any new policies.  

 

Reporting concerns to your supervisor 
 

In regard to policies and procedures: 

If at any time you have concerns regarding any centre’s policies, procedures or 

practices it is crucial to bring them to the attention of your supervisor as soon as possible. 

It is advisable to document your concerns and keep a record of how your concerns were 

dealt with. The way in which you document your concern will depend on the type of 

concern you have. For example, if you have an issue 

related to workplace health and safety then you 

would complete a hazard identification form and 

report to the relevant person. If they did not follow 

up on this matter, then you would notify the 

nominated supervisor and WHS officer. If still no 

action is taken, then you would need to contact 

WorkCover. If your concern was related to a policy for example, administration of 

medication and you identified the incorrect storage of medication, then you have a 

duty of care to notify your supervisor immediately so as to rectify the situation.  

 

In regard to work responsibilities: 

Providing high quality care and education for children and working in partnerships with 

families to meet the best interests of children can be both physically and mentally 

demanding. At times you may feel a little overwhelmed and unsure of how to proceed. 
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Remember there is always someone you can go to for help and you are one member 

within a team. If you feel that the tasks you have been asked to complete are not 

appropriate for your position due to: 

• lack of knowledge; 

• lack of experience; 

• contradicts regulations/legislation/quality standards/centre policies/procedures; 

• ethical concerns; and 

• concerns regarding health and safety. 

 

Then you need to report your concerns to your supervisor. Your supervisor should provide 

adequate training and support for you to feel confident in your role as an educator. 

If you are ever unsure of something in your centre - ASK! Assuming can get you into 

trouble so don’t be afraid to ask questions and to clarify points. If at any time you are 

asked to undertake any task you feel is in breach of legislation and regulations then you 

need to follow the appropriate reporting channels to ensure the health, safety and 

wellbeing of yourself, fellow workers, families and children. 

 

Effectively participating in staff meetings/work groups 

As an employee it is important to attend regular staff 

meetings, as they provide a time for staff to come 

together and discuss issues as a whole. For a meeting to 

run efficiently an agenda should be used to list all the 

items to cover at the meeting. Staff should be asked to 

contribute any items to the agenda they would like to 

discuss. Agendas usually include items like: 

• WHS issues and toolbox meetings; 

• continuous improvement ideas QIP; 

• educational leader activities – ongoing learning; 

• information relating to policies being reviewed; 

• any changes occurring at the centre; 

• room reports – a member from each room will discuss the interests of the children in 

their room eg. 0-2 years room; 

• any changes to legislation, regulations, policies or procedures; 

• upcoming events; and 

• guest speakers may be invited to share knowledge or train staff on certain issues. 
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Staff meetings provide an opportunity for staff to come together, share ideas and make 

suggestions.  

Updating Policies 

Monitoring and reviewing policies, procedures, and protocols 

It is important to monitor and review policies, procedures and protocols to ensure they 

are consistent with the philosophy of the service and continue to meet educators, 

children, families and community needs.  Some practices develop over time to meet 

specific needs and others are in place 

only because ‘that’s how it has always 

been’. By periodically reviewing and 

updating the centre’s philosophy and 

the associated policies and 

procedures, continuous 

improvements can be made within 

the centre. 

 

When reviewing policies and 

procedures (protocols) to ensure they 

are still current and supportive of the philosophy, you might like to consider the following 

points: 

 

• what are the market’s needs and are we meeting them? 

• what is current best practice (eg. progressive mealtime and Indoor/outdoor free 

flow); 

• are staff and clients encouraged to make suggestions and facilitate change; 

• what strategies could we put in place to meet and exceed client expectations; 

• why clients might go elsewhere (the service down the road offers excursions because 

they have a centre mini bus); 

• what competitors are offering (other centres); 

• are we modifying policies and procedures as changes occur? 

• are we monitoring these changes to ensure they are successful? 

• what communication tools could we use to ensure staff and clients are aware of the 

policies and procedures, and understand when and how to apply them? 
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When reviewing and updating policies and procedures (protocols), you should ensure 

they: 

• meet current best practice; 

• meet client and stakeholder needs and rights 

(truth, appropriate quality service, 

confidentiality, etc); 

• meet organisational, regulatory and legislative 

requirements; 

• promote ethical practices and behaviour; 

• does not support any form of discrimination; 

• meet duty of care responsibilities; 

• meet funding requirements; 

• are based on principles of natural justice; 

• continue to be relevant; 

• include involvement from all stakeholders (ask 

for family/community input); 

• are appropriately communicated; and 

• are monitored for effectiveness and revised as required. 

 

When updating policies, procedures and protocols it is important that educators and 

families are aware and that their suggestions and opinions are sought. As educators, we 

are working within these policies and procedures every day. We know whether or not 

they are working effectively, or if they need adapting and changing.  

 

Policy and procedure (protocols) reviews can be sent to educators, staff and families: 

• via email – send the policy and ask for any suggestions or improvements; 

• discussed during staff meetings – break off into groups and look at the policies being 

updated (brainstorming); 

• discussed by the centre manger (formal or informal discussions with staff); 

• placed in the programming room and educators asked to provide feedback 

(educators are provided with time to read the policy and write suggestions).  
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Reading Time! 

Here are some examples of policies and procedures 

(protocols) from different early education centres. 

Have a read of these policies and think about what 

improvements you could make. 

 

https://www.goodstart.org.au/getmedia/665365b5-510d-

4ebd-be60-39f9f0249841/NQS2-Childrens-Health-and-Safety-

POLICY.pdf;.aspx;.jpg 

 

https://www.goodstart.org.au/getmedia/bd6c7eb2-8b73-

4fa5-8317-544c58937c1d/NQS3-Physical-Environmental-

POLICY.pdf;.aspx;.jpg 

 

https://www.goodstart.org.au/getmedia/8735c569-a63f-

4c8c-9886-5bf3263b714e/NQS6-Collabortive-Partnerships-

with-Families-and-Communities-POLICY.pdf;.aspx;.jpg 

 

https://www.candk.asn.au/sites/default/files/Policies_Proced

ures/Medical%20Conditions.pdf 

 

https://www.candk.asn.au/sites/default/files/Policies_Proced

ures/Sun%20safety.pdf 

 

https://kidsuni.uow.edu.au/content/groups/public/@web/@u

nic/@mrkt/documents/doc/uow146243.pdf 

 

 

  

https://www.goodstart.org.au/getmedia/665365b5-510d-4ebd-be60-39f9f0249841/NQS2-Childrens-Health-and-Safety-POLICY.pdf;.aspx;.jpg
https://www.goodstart.org.au/getmedia/665365b5-510d-4ebd-be60-39f9f0249841/NQS2-Childrens-Health-and-Safety-POLICY.pdf;.aspx;.jpg
https://www.goodstart.org.au/getmedia/665365b5-510d-4ebd-be60-39f9f0249841/NQS2-Childrens-Health-and-Safety-POLICY.pdf;.aspx;.jpg
https://www.goodstart.org.au/getmedia/bd6c7eb2-8b73-4fa5-8317-544c58937c1d/NQS3-Physical-Environmental-POLICY.pdf;.aspx;.jpg
https://www.goodstart.org.au/getmedia/bd6c7eb2-8b73-4fa5-8317-544c58937c1d/NQS3-Physical-Environmental-POLICY.pdf;.aspx;.jpg
https://www.goodstart.org.au/getmedia/bd6c7eb2-8b73-4fa5-8317-544c58937c1d/NQS3-Physical-Environmental-POLICY.pdf;.aspx;.jpg
https://www.goodstart.org.au/getmedia/8735c569-a63f-4c8c-9886-5bf3263b714e/NQS6-Collabortive-Partnerships-with-Families-and-Communities-POLICY.pdf;.aspx;.jpg
https://www.goodstart.org.au/getmedia/8735c569-a63f-4c8c-9886-5bf3263b714e/NQS6-Collabortive-Partnerships-with-Families-and-Communities-POLICY.pdf;.aspx;.jpg
https://www.goodstart.org.au/getmedia/8735c569-a63f-4c8c-9886-5bf3263b714e/NQS6-Collabortive-Partnerships-with-Families-and-Communities-POLICY.pdf;.aspx;.jpg
https://www.candk.asn.au/sites/default/files/Policies_Procedures/Medical%20Conditions.pdf
https://www.candk.asn.au/sites/default/files/Policies_Procedures/Medical%20Conditions.pdf
https://www.candk.asn.au/sites/default/files/Policies_Procedures/Sun%20safety.pdf
https://www.candk.asn.au/sites/default/files/Policies_Procedures/Sun%20safety.pdf
https://kidsuni.uow.edu.au/content/groups/public/@web/@unic/@mrkt/documents/doc/uow146243.pdf
https://kidsuni.uow.edu.au/content/groups/public/@web/@unic/@mrkt/documents/doc/uow146243.pdf
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Chapter 10 Staffing Arrangements and 

Qualifications 

During this chapter we will explore some legal requirements based on the National Law 

and Regulations. These requirements must be following by all services. These are only 

some examples of requirements, as the National Law and Regulations is a large and 

extensive document.  

Staffing Arrangements 

The aim of Quality Area 4 (Staffing Arrangements) in the 

National Quality Standards is to ensure the provision of 

qualified and experienced educators, coordinators and 

nominated supervisors who are able to develop warm, 

respectful relationships with children, create safe and 

predictable environments and encourage children’s 

active engagement in the learning program.  

Governance and Leadership - Minimum Requirements for person’s in charge 

Nominated Supervisor (NS) 

The National Laws (section 161) states that a approve provider must not operate a 

service unless they have at least one Nominated Supervisor. The Nominated Supervisor 

must be identified as part of the application for service approval. The Nominated 

Supervisor must give their written consent stating that they are willing to take on the role 

of Nominated Supervisor and that they have the minimum requirements necessary to 

fulfill this role. A Nominated Supervisor will generally be the Centre Director/Manger or 

owner of the centre.  
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Requirements of Nominated Supervisor – Regulation 117(c) 

• be 18 years or older; 

• have adequate knowledge and understanding of the provision of education and 

care to children; 

• have an ability to effectively supervise and manage an education and care service;  

• have adequate qualifications, skills and work experience;  

• have an understanding of compliance with the National Law and Regulations; 

• have adequate knowledge and understanding of the Education and Care National 

Law and Regulations, National Quality Standard, all approved learning frameworks 

and the assessment and rating process; 

• have a thorough understanding of Child Protection Laws and Obligations and have 

completed Child Protection Training in your jurisdiction, if required;  

• have a current Working with Children Check (WWCC); 

• has no compliance history in relation to the law; and 

• not been prohibited from being a nominated supervisor previously; and 

• provide written consent to accept the role. 

 

Responsible Person 

Services must ensure that they have a responsible person present during times that the 

service is educating and caring for children, as stated by the National Law 

(Section 162).  A responsible person has agreed 

to take responsibility for all children at the 

centre when the Nominated Supervisor is not 

present. 

 

In October 2017, the need for Supervisor 

Certificates and Certified Supervisors were 

removed from National Law. This was to reduce 

the red tape for approved providers and to give them more autonomy to decide who 

can be the responsible person in each service.  

 

A responsible person includes: 

• the approved provider or person in management; 

• the Nominated Supervisor; and 

• a person in day-to-day charge of the service. 
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Requirements of Responsible Person – Regulation 117(b) 

• be 18 years or older; 

• have adequate knowledge 

and understanding of the 

provision of education and 

care to children;  

• has an ability to effectively 

supervise and manage an 

education and care service; 

• understanding of compliance 

with the National Law and 

Regulations;  

• have adequate knowledge and understanding of the Education and Care National 

Law and Regulations, National Quality Standard, all approved learning frameworks 

and the assessment and rating process; 

• have a thorough understanding of Child Protection Laws and obligations and have 

completed Child Protection Training in your jurisdiction, if required; 

• have a current Working with Children Check (WWCC); and  

• provide written consent to accept the role. 

 

 

 
Helpful Websites 

 

Visit the ACECQA website for more information  

on the responsibilities of the Nominated  

Supervisor and Responsible Persons: 

https://www.acecqa.gov.au/sites/default/files/2018-

09/ResponsiblePersonRequirements.pdf 

 

  

https://www.acecqa.gov.au/sites/default/files/2018-09/ResponsiblePersonRequirements.pdf
https://www.acecqa.gov.au/sites/default/files/2018-09/ResponsiblePersonRequirements.pdf
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Required Ratios 

The Education and Care Services National Regulations (Regulation 123) states the 

minimum child ratio requirements for children’s education and care services. Ratios are 

calculated across the service (not by individual rooms). This provides services with 

flexibility to respond to the needs of children in their care. Ratios can vary depending 

upon which state you reside. The below table shows the ratio for your State or Territory: 

 

 

Example: this means in NSW for every 1 educator/teacher they can have 4 children in the room 

by themselves from 0-2 years. This is the minimum legal requirement, however this does not always 

mean best practice.  

 

Age of Children Educator to Child Ratio Applies 

Birth-24 months  1:4 All states and Territories  

Over 24 months 

and less than 

36 months 

1:5 All states and Territories 

excluding VIC 

1:4 VIC 

Over 36 months up 

to and including 

preschool age 

1:11 ACT, NT, QLD, VIC 

1:10 NSW, WA 

1:10 for centre-based services 

other than a preschool 

1:10 for disadvantaged 

preschools 

1:11 for preschools other than a 

disadvantaged preschool 

SA 

 

1:10 

2:25 for children attending a 

preschool program 

TAS 

Over Preschool 

Age 

1:15 NT, QLD, SA, TAS, VIC, NSW 

1:11 ACT 

1:13 WA 

Family Day Care  1:7 Maximum of four children 

preschool age and under.  

Ratio includes the educator’s 

own children younger than 

13 years. 
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Educational Qualifications 

There are different qualification requirements to work in education and care services 

throughout Australia and this information can be found in the National Regulations or on 

the ACECQA website. The NQF sets out the minimum educator 

qualification requirements for working with children in education and care services.  

 

Qualifications for Centre-Based Services (Preschool age or under) 

Centre-based services refer to long day care, as well 

as preschools and some kindergartens in some states 

and territories. These services must meet the following 

educator qualification requirements.  

 

Educators must hold or be working towards one of 

the following qualifications: 

• Certificate III in Early Childhood Education and Care; 

• Diploma in Early Childhood Education and Care; and 

• Bachelor of Early Childhood Education. 

 

Services must ensure they fulfill the following requirements:  

• At least 50% of educators must be diploma level qualified or higher (Bachelor). 

This includes already holding this qualification or actively working towards an 

approved diploma level education and care qualification (or higher);  

• all other educators must be Certificate III qualified. This includes already holding this 

qualification or actively working towards it; and 

• services must engage or have access to an Early Childhood Teacher (ECT) based 

on the number of children in attendance at the service. The ACECQA website 

provides services with a table of the requirements of ECTs in centres based on the 

number of children in attendance. 
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 Helpful Websites 

Visit the ACECQA for more information  

on qualification requirements: 

https://www.acecqa.gov.au/qualifications/ 

qualification-requirements 

 

Update of qualifications 

First Aid Qualifications: 

The National Regulations outline the mandatory 

requirements for services in relation to first aid 

qualifications, anaphylaxis management training 

and emergency asthma management training. 

The following information has been taking from the 

ACECQA website outlining the minimum first aid 

requirements for centre and school-based 

services. 

 

Centre-based services – Regulation 136(1) 

The approved provider of a centre-based service must ensure that the following qualified 

people are at all times in attendance at any place children are being educated and 

cared for by the service and immediately available in an emergency: 

 

• at least one staff member or one nominated supervisor of the service who holds a 

current approved first aid qualification; 

• at least one staff member or one nominated supervisor of the service who has 

undertaken current approved anaphylaxis management training; 

• at least one staff member or one nominated supervisor of the service who has 

undertaken current approved emergency asthma management training; and 

• services must have staff with current approved qualifications on duty at all times and 

immediately available in an emergency. One staff member may hold one or more of 

the qualifications. 

School based services – Regulation 136(2) 

If children are being educated and cared for at service premises on the site of a school, 

the following qualified staff must be in attendance at the school site and immediately 

available in an emergency: 

https://www.acecqa.gov.au/qualifications/qualification-requirements
https://www.acecqa.gov.au/qualifications/qualification-requirements
https://www.acecqa.gov.au/national-quality-framework/national-law-and-regulations/national-regulations
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• at least one staff member or one nominated supervisor of the service who holds a 

current approved first aid qualification; 

• at least one staff member or one nominated supervisor of the service who has 

undertaken current approved anaphylaxis management training; 

• at least one staff member or one nominated supervisor of the service who has 

undertaken current approved emergency asthma management training; and 

• one staff member may hold one or more of the qualifications. 

 

First aid qualification renewal 

The industry standard is that first aid qualifications should be renewed every three years 

and refresher training in CPR should be undertaken annually. 

 

Regulatory requirement 

Regulation 136 requires your first aid qualification to be current. Your certificate will state 

the date on which you completed the course. It may also include information about the 

expiry date or requirements for refresher training.  

 

First Aid Certification 

The Safe Work Australia First Aid in 

the Workplace Code of Practice 

recommends that first aiders attend 

training on a regular basis to refresh 

their first aid knowledge and skills 

and to confirm their competence 

to provide first aid. The Code of 

Practice recommends that first aid 

qualifications should be renewed 

every three years. 

 

https://www.legislation.nsw.gov.au/#/view/regulation/2011/653/chap4/part4.4/div6/reg.136
https://www.safeworkaustralia.gov.au/doc/model-code-practice-first-aid-workplace
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CPR renewal 

The Australian Resuscitation Council states in its 

Guideline 10.1 that repeated CPR refresher 

training is needed for individuals who are not 

performing resuscitation on a regular basis. 

Both the Australian Resuscitation Council and 

the Safe Work Australia First Aid in the 

Workplace Code of Practice recommend that 

all those trained in CPR should refresh their CPR 

skills at least annually. 

 

Staff and Educator Records  

Education and care services must ensure that staff records are 

kept and the following information can be provided upon 

request: 

• Information about the Nominated Supervisor (Reg 146) 

Detailed information about the Nominated Supervisor must 

be available, including but not limited to, their full name, 

date of birth, address, qualification, evidence of additional 

training (first aid), Working with Children Check and 

evidence of Teaching Registration (ECT); 

• Information about staff members (Reg 147) 

Detailed information about educator/staff members must be available, including but 

not limited to, their full name, date of birth, address, qualification, evidence of 

additional training (first aid), Working with Children Check and evidence of Teaching 

Registration (ECT); 

• Information about the Educational Leader (Reg 148) 

The staff record must include the name of the person designated as the Educational 

Leader. 

• Information about students/volunteers (Reg 149.1) 

Detailed information about the volunteer including but not limited to, their name, 

date of birth, address and a record of each day on which the student/volunteer 

participates in the service, including the date and hours of participation; 

• Responsible Person (Reg 150) 

The staff and educator records must include the name of the responsible person at 

the service for each time the children are being educated and care for. This can be 

in the form of a document that they sign into and out of each day when they 

are completing the duties of the responsible person.  

https://resus.org.au/guidelines/
https://www.safeworkaustralia.gov.au/doc/model-code-practice-first-aid-workplace
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• Working Directly with Children Records Reg 151) 

A service must keep records of educators 

working directly with children. This includes the 

name of each educator who works directly with 

the children and the hours that each educator 

works directly with the children.  

• Record of Early Childhood Teachers Access 

(Reg 152) 

For services with 25 children preschool age or 

under, records must be kept which includes the 

period that the ECT is working with the service, 

the periods that the ECT is working directly with 

children and not working directly with children. 

For services with 25 or more children, but less 

than 59 children preschool age and under, records must be kept of the period that 

an ECT is in attendance at the service. 

For services that care for 60 children or more preschool age or under, records must 

be kept of the period of time each ECY and each suitably qualified person is in 

attendance at the service.  

 

 

 Helpful Websites 

 

Visit the ACECQA for more information on staffing arrangements:  

https://www.acecqa.gov.au/ 

  

https://www.acecqa.gov.au/
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Chapter 11 Child Protection  

Australian Child Protection Legislation and Mandatory Reporters 

In Australia, state and territory governments are responsible for the administration and 

operation of Child Protection Services. Legislative acts in each state and territory govern 

the way such services are provided.  

 

What is the difference between an Act and a Regulation? 

An ‘act’ is a piece of legislation that is passed by the government 

to become a law. The ‘regulation’ is the detailed account of how 

this law will be enforced, monitored and its purpose. These acts and 

regulations vary between states and territories. Please see below for 

a list of current legislation for each State and Territory.  

 

Table 1. Child Protection Legislation in Australian States and Territories 

Jurisdiction Principal Act Other relevant Acts/Legislation 

Australian 

Capital Territory  

Children and Young People 

Act, 2008 (ACT) 

Adoption Act, 1993 (ACT) 

Human Rights Act, 2004 (ACT) 

Human Rights Commission Act, 2005 (ACT) 

Public Advocate Act, 2005 (ACT) 

Family Law Act, 1975 (Cth) 

  
New South 

Wales  

Children and Young Persons 

(Care and Protection) Act, 

1998 (NSW) 

Children and Young Persons (Care and 

Protection) Amendment (Parental 

Responsibility Contracts) Act, 2006(NSW) 

Child Protection (Offenders Registration) Act, 

2000 (NSW) 

Crimes Act, 1900 (NSW) 

Commission for Children and Young People 

Act, 1998 (NSW) 

The Ombudsman Act, 1974 (NSW) 

Family Law Act, 1975 (Cth) 

Children and Young Persons (Care and 

Protection) Amendment Bill, 2009 

  
Northern 

Territory  

Care and Protection of 

Children Act, 2007 (NT) 

Information Act, 2006 (NT) 

Disability Services Act, 2004 (NT) 

Criminal Code Act, 2006 (NT) 

Family Law Act, 1975 (Cth) 

  
Queensland  Child Protection Act, 

1999 (Qld) 

Child Protection Reform Amendment Act, 

2014 (Qld) 

Public Guardian Act, 2014 (Qld) 

Family Child and Commission Act, 2014 (Qld) 

http://www.legislation.act.gov.au/
http://www.legislation.act.gov.au/
http://www.legislation.nsw.gov.au/
http://www.legislation.nsw.gov.au/
http://dcm.nt.gov.au/strong_service_delivery/supporting_government/current_northern_territory_legislation_database
http://dcm.nt.gov.au/strong_service_delivery/supporting_government/current_northern_territory_legislation_database
http://www.legislation.qld.gov.au/OQPChome.htm
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Education (General Provisions) Act, 

2006 (Qld) 

Public Health Act, 2005 (Qld) 

Commission for Children and Young People 

and Child Guardian Act, 2000 (Qld) 

Adoption of Children Act, 1964 (Qld) 

Family Law Act, 1975 (Cth) 

  
South Australia  Children's Protection Act, 

1993 (SA) 

Young Offenders Act, 1994 (SA) 

Adoption Act, 1988 (SA) 

Children's Protection Regulations, 2006 (SA) 

Family Law Act, 1975 (Cth) 

Family and Community Services Act, 

1972 (SA)  
Tasmania  Children, Young Persons 

and their Families Act, 

1997 (TAS) 

The Family Violence Act, 2004 (TAS) 

Family Law Act, 1975 (Cth) 

Children, Young Persons and their Families 

Amendment Act, 2009 (TAS)  
Victoria  Children, Youth and 

Families Act, 2005 (VIC) 

Working with Children Act, 2005 (VIC) 

Child Wellbeing and Safety Act, 2005 (VIC) 

The Charter of Human Rights and 

Responsibilities Act, 2006 (VIC) 

Family Law Act, 1975 (Cth) 

The Commission for Children and Young 

People Act, 2012  
Western 

Australia  

Children and Community 

Services Act, 2004 (WA) 

Working with Children (Criminal Record 

Checking) Act, 2004 (WA) 

Family Court Act, 1997 (WA) 

Adoption Act, 1994 (WA) 

Family Law Act, 1975 (Cth) 

Child Care Services Act, 2007  

Source Australian Institute of Family studies (2017)   

Who are Mandatory Reporters?  

Mandatory reporting is the legislative requirement for selected 

classes of people to report suspected child abuse and 

neglect to government authorities.  

 

For each state and territory, requirements for Mandatory 

Reporters can vary in the following ways: 

➢ who is a mandatory reporter? 

➢ what is considered significant risk of harm/abuse; 

➢ how to report; AND 

➢ the government department responsible to receive the report. 

 

Please note: 

http://www.legislation.sa.gov.au/index.aspx
https://www.legislation.tas.gov.au/view/html/inforce/current/act-1997-028
http://www.legislation.vic.gov.au/
https://www.dcp.wa.gov.au/Organisation/Pages/Legislation.aspx
https://www.dcp.wa.gov.au/Organisation/Pages/Legislation.aspx
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Please see website in your state or territory for individual requirements in relation to 

mandatory reporting requirements. 

 

Child Protection reporting requirements for each State and Territory in Australia. 

Visit websites for latest information 

ACT 

Reporting 

Authority 
Further services/information Contact Details 

Community 

services ACT  

Child and Youth Protection Services is responsible 

for facilitating coordination across government 

for the care and protection of children and 

young people. 

If you are concerned about a child and want 

further information on mandatory reporting, refer 

to Keeping Children and Young People Safe (PDF 

2.1 MB)   

Mandated reporters   

Ph: 1300 556 728  

Email: Child 

Protection Reports(link 

sends e-mail) 

General public 

Ph: 1300 556 729 

 

New South Wales 

Reporting 

Authority 
Further services/information Contact Details 

Department of 

Communities 

and justice. 

 

(Previously FACS) 

By law, the Department of communities and 

justice must assess reports where a child or young 

person is or may be at risk of significant harm from 

abuse or neglect. Information about the process 

of reporting and using the Mandatory reporters 

guide decision tree visit can be found at 

https://reporter.childstory.nsw.gov.au/s/article/Ho

w-to-create-an-eReport-in-the-Reporter-

Community  

Child 

Protection Helpline  

Ph: 13 21 11 (TTY 

1800 212 936) 

Non-imminent reports 

can also be made 

using eReporting 

For urgent reports, 

mandatory reporters 

should phone 13 36 27  
 

Northern Territory 

Reporting 

Authority 
Further services/information Contact Details 

Department of 

Territory 

Families, 

Housing and 

Communities  

In the Northern Territory every person is required 

to report suspected child abuse and neglect. 

For further information about the process of 

reporting concerns about a child's welfare in the 

NT refer to the Child Abuse page  of the 

department's website.  

Child Protection 

Hotline  

Ph: 1800 700 250 

(24 hours) 

 

Queensland 

Reporting 

Authority 
Further services/information Contact Details 

Department of 

Communities 

Child Safety Services is the lead child protection 

agency in QLD. For information about the process 

For a list of contact 

numbers during 

https://www.communityservices.act.gov.au/ocyfs/children/child-and-youth-protection-services
https://www.communityservices.act.gov.au/ocyfs/children/child-and-youth-protection-services
http://www.communityservices.act.gov.au/__data/assets/pdf_file/0017/5660/Keeping-Children-and-Young-People-Safe.pdf
http://www.communityservices.act.gov.au/__data/assets/pdf_file/0017/5660/Keeping-Children-and-Young-People-Safe.pdf
mailto:childprotection@act.gov.au
mailto:childprotection@act.gov.au
mailto:childprotection@act.gov.au
https://www.facs.nsw.gov.au/families/Protecting-kids/reporting-child-at-risk
https://www.facs.nsw.gov.au/families/Protecting-kids/reporting-child-at-risk
https://www.facs.nsw.gov.au/families/Protecting-kids/reporting-child-at-risk
https://reporter.childstory.nsw.gov.au/s/article/How-to-create-an-eReport-in-the-Reporter-Community
https://reporter.childstory.nsw.gov.au/s/article/How-to-create-an-eReport-in-the-Reporter-Community
https://reporter.childstory.nsw.gov.au/s/article/How-to-create-an-eReport-in-the-Reporter-Community
https://kidsreport.facs.nsw.gov.au/
https://tfhc.nt.gov.au/
https://tfhc.nt.gov.au/
https://tfhc.nt.gov.au/
https://tfhc.nt.gov.au/
https://tfhc.nt.gov.au/
https://nt.gov.au/community/child-protection-and-care/child-abuse
http://www.communities.qld.gov.au/childsafety
http://www.communities.qld.gov.au/childsafety
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Child Safety and 

Disability 

Services   

of reporting concerns about a child's welfare in 

QLD refer to the Reporting Child Abuse page of 

the department's website. 

Who are mandatory reporters in QLD?  

business hours, go 

to: Regional Intake 

Services 

To locate your nearest 

Child Safety Service 

Centre, Ph: 

1800 811 810 

Child Safety After 

Hours Service Centre 

Ph: 1800 177 135  
 

South Australia 

Reporting 

Authority 
Further services/information Contact Details 

Department for 

Child Protection  

The primary area of concern for Families SA is the 

protection of children. For information about SA 

mandatory reporting requirements and the 

process of reporting concerns about a child's 

welfare, refer to the department’s Protecting 

Children ) webpage. 

Child Abuse Report 

Line 

 Ph: 13 14 78 

After hours crisis care  

Ph: 13 16 11 

Report child abuse 

online  
 

Tasmania 

Reporting 

Authority 
Further services/information Contact Details 

Department of 

Health and 

Human Services  

The role of Child Protection Services is to protect 

children and young people who are at risk of 

abuse or neglect. 

For information about the process of reporting 

concerns about a child's welfare in TAS refer to 

the department’s Department of communities. 

 

Information about mandatory reporting can be 

found: 
https://www.communities.tas.gov.au/children/child

_protection_services/what_can_i_expect_when  

24 hour contact 

number: 1300 737 639 

Report child abuse 

online  

 

Victoria 

Reporting 

Authority 
Further services/information Contact Details 

Department of 

Human Services  

The Child Protection Service is specifically 

targeted to those children and young people at 

risk of significant harm. 

 

For information about child protection and 

mandatory reporting requirements in Victoria, 

refer to the department’s webpage. 

Child Protection Crisis 

Line (urgent 

concerns)  

Ph: 13 12 78 

For a list of regional 

and metropolitan 

phone numbers, go 

to: Child Protection 

Contacts  
 

http://www.communities.qld.gov.au/childsafety
http://www.communities.qld.gov.au/childsafety
http://www.communities.qld.gov.au/childsafety
http://www.communities.qld.gov.au/childsafety/protecting-children/about-child-protection/mandatory-notifiers-and-reporting
http://www.communities.qld.gov.au/childsafety/about-us/contact-us/child-safety-service-centres/regional-intake-services
http://www.communities.qld.gov.au/childsafety/about-us/contact-us/child-safety-service-centres/regional-intake-services
https://www.childprotection.sa.gov.au/
https://www.childprotection.sa.gov.au/
https://www.childprotection.sa.gov.au/reporting-child-abuse
https://www.childprotection.sa.gov.au/reporting-child-abuse
http://www.reportchildabuse.families.sa.gov.au/
http://www.reportchildabuse.families.sa.gov.au/
http://www.dhhs.tas.gov.au/children/child_protection_services
http://www.dhhs.tas.gov.au/children/child_protection_services
http://www.dhhs.tas.gov.au/children/child_protection_services
https://www.communities.tas.gov.au/children/child_protection_services
https://www.communities.tas.gov.au/children/child_protection_services/what_can_i_expect_when
https://www.communities.tas.gov.au/children/child_protection_services/what_can_i_expect_when
http://www.dhhs.tas.gov.au/children/child_protection_services/what_can_i_expect_when/child_protection_notification_form
http://www.dhhs.tas.gov.au/children/child_protection_services/what_can_i_expect_when/child_protection_notification_form
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/child-protection-contacts
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/child-protection-contacts
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Working With Children Checks 

For each state and territory, requirements for obtaining a 

Working With Children’s Check can vary in the following 

ways: 

• act and regulation;  ; 

• who requires a check? 

• how to obtain a check; 

• duration and cost; and 

• type of check – Working With Children’s Check and/or 

Police Check. 

 

For requirements in your state or territory see the following websites: 

Working with children’s checks and Police Check  

Requirements for each state or territory in Australia 

State or Territory 
Website for information and to apply for a working with 

children’s check and/or your police check 

Australian Capital Territory  Working with Vulnerable People Check 

Access Canberra  

Ph: (02) 6207 3000  

Email: wwvp@act.gov.au (link sends e-mail) 

 

National Police Check 

Australian Federal Police  

Western Australia 

Reporting 

Authority 
Further services/information Contact Details 

Department for 

Child Protection 

and Family 

Support  

The Department for Child Protection and Family 

Support offers a range of services to support 

children and families. 

For further information about the process of 

reporting concerns about a child's welfare refer 

to the department’s  webpage. 

 

Who are mandatory reporters in WA?  

Ph: (08) 9222 2555 or  

Country Freecall: 

1800 622 258 

After hours:  

Ph: (08) 9223 1111 or  

Country Freecall: 

1800 199 008 

If you are a mandatory 

reporter  

Ph: 1800 708 704 

Lodge a written 

mandatory report 

online using the 

department's 

secure Mandatory 

Reporting Web System 

or download and 

complete. 

http://www.legislation.act.gov.au/
https://www.accesscanberra.act.gov.au/#/
https://www.afp.gov.au/what-we-do/services/criminal-records/national-police-checks
http://www.dcp.wa.gov.au/ChildProtection/Pages/ChildProtection.aspx
http://www.dcp.wa.gov.au/ChildProtection/Pages/ChildProtection.aspx
http://www.dcp.wa.gov.au/ChildProtection/Pages/ChildProtection.aspx
http://www.dcp.wa.gov.au/ChildProtection/Pages/ChildProtection.aspx
http://mandatoryreporting.dcp.wa.gov.au/Pages/Home.aspx
http://mandatoryreporting.dcp.wa.gov.au/Pages/Home.aspx
http://mandatoryreporting.dcp.wa.gov.au/Pages/Home.aspx
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Ph: (02) 6140 6502 

 

New South Wales  Working with Children Check Office of the Children's 

Guardian  

Ph: (02) 9286 7219  

Email: check@kidsguardian.nsw.gov.au  

Northern Territory  Safe NT 

Ph: 1800 72 33 68  

Email: safent.police@pfes.nt.gov.au  

 

Queensland Blue Card Services  

Free call:  1800 113 611  

Ph: (07) 3211 6999 

 

South Australia  Department for Communities and Social Inclusion  

Ph: 1300 32 15 92  

Email: screening@dcsi.sa.gov.au (link sends e-mail) 

 

National Police Check  

South Australia Police  

Ph: (08) 7322 3347 

 

Tasmania  Department of Justice  

Ph: 1300 13 55 13 

National Police Check 

 

Tasmanian Police Department  

Ph: (03) 6173 2928  

Email: workingwithchildren@justice.tas.gov.au 

 

Victoria  Department of Justice and Regulation  

Ph: 1300 652 879  

Email: workingwithchildren@justice.vic.gov.au  

(link sends e-mail) 

 

National Police Certificate  

Victoria Police  

Ph: 1300 88 15 96 

 

Western Australia  Department of Child Protection  

Free call: 1800 883 979  

Ph: (08) 6217 8100  

Email: checkquery@cpfs.wa.gov.au 

 

National Police Certificate 

Western Australia Police 

 

 

For more information on your role as a mandatory reporter you may wish to complete 

the unit CHCPRT001 Identify and Respond to Children and Young People at Risk of Harm. 

 

http://www.legislation.nsw.gov.au/
http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check
http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check
http://dcm.nt.gov.au/strong_service_delivery/supporting_government/current_northern_territory_legislation_database
mailto:safent.police@pfes.nt.gov.au
http://www.legislation.qld.gov.au/OQPChome.htm
http://www.legislation.sa.gov.au/index.aspx
http://screening.dcsi.sa.gov.au/
https://www.police.sa.gov.au/services-and-events/apply-for-a-police-record-check
http://www.thelaw.tas.gov.au/index.w3p
http://www.justice.tas.gov.au/working_with_children
file:///C:/Users/CRA/Dropbox/2016%20Resources%20(New%20Editions)/Working%20On/Tasmanian%20Police%20Department
http://www.legislation.vic.gov.au/
http://www.workingwithchildren.vic.gov.au/
http://www.workingwithchildren.vic.gov.au/
http://www.slp.wa.gov.au/legislation/statutes.nsf/default.html
https://workingwithchildren.wa.gov.au/
mailto:checkquery@cpfs.wa.gov.au
https://www.police.wa.gov.au/Police-Direct/National-Police-Certificates
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Family and Service Right and Responsibilities  

Child Custody 

In early education services you might have some families with different custody 

arrangements for their child/ren. It is extremely important that every educator in the 

service is aware of these custody arrangements and have the understanding on what to 

do if a family member does not follow these arrangements.  
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Scenario – a family at your service has an arrangement where the father can 

pick up his daughter from preschool every Thursday, but it has to be after 

3:00pm. He must then drop her back off at preschool by 10:00am on the 

Friday morning. Today (Thursday) you notice the father arrive to collect his 

daughter. You realise it is only 1:00pm. What would you do? 

 

 

Informed Consent 

Informed consent is the permission gained from a person after they have been made 

aware of the possible consequences, including risks and benefits. Whilst this is formally 

related to adult consent, it is important in early education to consider the opinions of 

children. Consent may be provided verbally, however is usually obtained in writing with 

a signature to ensure a record of permission is available. As a service, you must obtain 

informed consent from families for a range of daily practices including: 

• medication; 

• medical treatments; 

• enrolment; and 

• excursions etc. 

 

Failure to do so can lead to a: 

• breach in regulations; 

• injury or death; 

• legal action by family; and 

• legal action by governing bodies. 

Ethically you might think that it is a lovely idea that the father wanted to pick 

up his daughter early from school. Maybe he had plans and they were going 

out together, and it is only two hours early in the end. 

 

Legally there is a court order in place and this is a legal document. In the 

legal document it specifically states that the father can collect his daughter 

from preschool every Thursday, but it must be after 3:00pm. We, as 

educators, have a legal obligation to ensure that we fulfil the court order 

when the child is in our care. Also, it is important to consider that the court 

order is in place for a reason. 
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On a daily basis in early education, we often gain children’s consent as a form of respect. 

This links to child protection as children start to develop an understanding of their rights 

and their rights to say no eg. “Can I have a hug?” 

 

This could include: 

• informing a baby of changing their nappy prior to picking them up and disrupting 

play eg. “It’s time to change your nappy. Can I please change your nappy now?” 

• asking children’s permission before offering assistance eg. “Can I please wipe your 

nose?” 

 
 

 Reflection 

Imagine you are happily playing in the sandpit. Next 

minute from behind you, you feel something wet and 

cold being wiped across your face. You have no idea 

where it had come from and before you have the 

chance to turn around, it is gone and the person who 

did it is walking away. You are left confused and 

wondering ‘What just happened?’ 

 
It is important that we ask consent before wiping a 

child’s nose, wiping their bottom, changing a nappy or 

cleaning their faces. Even for babies and very young 

children, it is important that we ask their permission.  
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Chapter 12 Privacy and Maintaining 

Confidentiality – Information Management  

Privacy Amendment (Enhancing Privacy Protection) Act 2012 and Privacy 

Regulation (2013) 

The purpose of the Privacy Act is to protect individuals against the mishandling of 

personal information about them by organisations that collect or share that information. 

This includes the types of information held, stored and shared.  

Significant changes to the Act came into force on the 12th of March 2014 and affect all 

businesses.  

 
 

 Helpful Websites 

More information on these changes  

can be located at: 

https://www.oaic.gov.au/  

 

 

Maintaining Privacy and Confidentiality 

As a student or an educator in a children’s service, you will have what some may call 

good ‘party’ stories. These are anecdotes of things that children or family members have 

said or done in the service that are funny and captivating. There is a real temptation at 

some time to repeat these snippets, much to the amusement of your audience. This is 

breaking confidentiality. 

 

Data security and sharing protocols  

Breaches of confidentiality in children’s services 

This may include: 

• releasing any personal details of a child, parent or 

co-worker eg. name, age, address, parents’ 

names, work numbers or health information; 

• releasing a child’s address to another person; 

• talking about a child’s behaviour in front of other 

children or parents; 

http://www.comlaw.gov.au/Series/C2012A00197
https://www.oaic.gov.au/
https://www.oaic.gov.au/
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• referring to a parent’s circumstances whilst talking to another parent; 

• telling a parent the name of the child who has bitten his/her child; and 

• gossiping about the personal hygiene of particular children in care.  

 

Some information needs to be shared with other staff or another professional area.  

For people who need to know, they are bound by the same ethical commitment to 

confidentiality.  It should never be discussed outside the group. 

 

 

 

Record Management System – Record keeping and accessibility of information 

Legislated Storage Requirements and Accessibility of Information 

All organisations have a record management system. This system collects a range of 

confidential information including: 

• names, addresses and contact details; 

• child development information and assessments; 

• personal correspondence; and 

• payment and banking details. 

 

This system may be in the form of: 

A parent has disclosed to you (educator) that she is currently going through a divorce 

and for you to be aware of any changes in behaviour of her child. She is concerned 

about how this might have an impact over the coming weeks/months.  

 

As an educator, you will inform the other educators in the room and those who work 

with the child. This is to be mindful of any changes in behaviour that they might 

observe and to make note of any conversations about this that the child might 

instigate. 

 

You should not, however go and discuss this with another family in the service. Even if it 

might be a close family friend of the parent who is currently going through divorce. 

You must maintain confidentiality at all times and discussing situations with anyone 

else is a breach of confidentiality.  
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• paper files containing enrolment forms, payment details, personal information etc; 

• software/online; and  

• software internally utilised on a computer. 

 

Alleged interferences with privacy or other privacy concerns should be brought to the 

attention of the Office of the Australian Information Commissioner (OAICs) and can be 

done via a range of avenues such as: 

• a complaint by an individual, or a 

representative complaint; 

• a data breach notification; 

• engagement with stakeholders; 

• a referral from another regulator or external 

dispute resolution scheme; 

• media and social media; 

• information provided by an informant; 

• information provided by a law enforcement 

agency; and 

• during the course of an assessment or investigation conducted by the OAIC. 

 

It is the organisation’s responsibility to keep all information in this system confidential. This 

can be achieved by:  

• limiting access only to relevant staff; 

• password protection on all software; 

• backing up and keeping of software in a safe, confidential manner; and 

• keys to all filing cabinets. 

 

Information must be accessible if required for auditing purposes.  Breaches in a record 

management system can result in unauthorised people accessing clients’ data and 

therefore a breach of the Privacy Act. Consequences can include fines and legal action 

by client/s.  

 
 

 Helpful Websites 

More information can be located at: 

Office of Australian Information Commission  

https://www.oaic.gov.au/about-us/our-regulatory-approach/privacy-regulatory-action-policy/
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Education and Care Services National Regulations 

Subdivision 4 Confidentiality and storage of records 

181   Confidentiality of records kept by approved provider 

183   Storage of records and other documents 

184   Storage of records after service approval transferred 
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Chapter 13 Health and Safety Policy and 

Procedures 

During this chapter we will be exploring four different areas of practice and exploring 

how they link to legal and ethical obligations.  These four areas are: 

✓ health, safety and wellbeing;  

✓ incidents, injury, trauma and illness; 

✓ response to medical conditions; and  

✓ emergency response.  

 

Health, Safety and Wellbeing 

In children’s services, the health, safety and wellbeing 

of children is vital and educators are responsible for 

each child’s safety. By creating safe and hygienic 

learning environments, children’s overall wellbeing will 

benefit. The following are examples of what children in 

your service have the right to: 

• sleep and rest; 

• cots, mattresses and bedding that follow 

regulations. The regulations clearly state that all cots 

must comply with the requirements of the Australian 

Standard AS/NZS 2172:2010; 

• adequate ventilation and lighting;  

• sufficient heating and cooling; 

• appropriate quiet spaces/experiences for children who do not wish to rest or sleep; 

• privacy when dressing, using the toilet or during nappy changes; and   

• respect for their preferences for clothing and cultural dress. 
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Reading Time! 

Please read the Education and Care Services National 

Regulations Part 4.3 Regulation 112 under Nappy Change 

Facilities located at: www.acecqa.gov.au  

 

   
 

 
Helpful Websites 

 

Please read the Education and Care Services National 

Regulations Part 4.3 Regulation 110 under Ventilation and 

heating/cooling located at: www.acecqa.gov.au  

 

 

Hygiene Practices 

The publication, ‘Staying Healthy: Preventing Infectious Diseases in Early Childhood Care 

Services 5th Edition’ is a valuable source of information 

for all early childhood educators. 

 

A safe and healthy environment for children is crucial to 

children’s development. To achieve a safe and healthy 

environment we need to consider a number of factors, 

including our personal hygiene practices, the items, activities, equipment and 

experiences we provide in the environment as well as the cleaning, maintenance and 

infection control procedures. There are regulations which relate to the provision of a safe 

and healthy environment.  The Early Childhood Australia Code of Ethics outlines the idea 

that we have responsibilities to the children in our care, families, students, colleagues and 

ourselves. 

 

 

http://www.acecqa.gov.au/
http://www.acecqa.gov.au/
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All children’s services policies should be developed using best practice. It is important 

that all staff adhere to procedures to ensure that health and hygiene is implemented 

and maintained. 

 

In each centre there will be a policies and procedures for different 

hygiene practices. An example of some of these include: 

• hand washing procedure; 

• nose wiping procedure; 

• toileting procedure; and 

• nappy changing procedure. 

 

The procedures will show you the correct way to perform the action 

and also the correct way to hygienically clean up the area. 

 

 

 

 
Reading Time! 

 

Please read ‘Staying Healthy: Preventing Infectious  

Diseases in Early Childhood Care Services’ located at: 

www.nhmrc.gov.au  

 

 

Maintaining a Clean and Hygienic Environment  

The requirements and guidelines for cleaning differ 

slightly for each state and territory so please ensure you 

identify those specific to your state or territory.  

The National Regulations 2011 and Chapter 3 of the 

‘Staying Healthy: Preventing Infectious Diseases in Early 

Childhood Education and Care Services 5th Edition’ 

outlines accurate information about cleaning procedures, best practice timeframes for 

cleaning and chemicals that you should use when cleaning certain items and 

environments within a childcare setting.   

  

Take some time to look at your centre’s policies and procedures 

relating to these different hygiene practices. 

 

https://www.nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-services
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-services
http://www.nhmrc.gov.au/
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Cleaning schedules are an effective tool to 

assist in minimising the risk of infection and 

disease. The recommendations on how 

frequently toys and equipment should be 

cleaned and how best to clean them is 

provided in the abovementioned book. 

All toys and equipment should be washed 

immediately after being in contact with any 

bodily fluid. Centre procedures should be 

documented and maintained in order for an 

effective process to be followed, these may include:  

• bathroom roster – staff members sign to say the times at which the bathroom was last 

checked and cleaned; 

• areas/equipment to be cleaned daily, weekly and monthly; 

• toy schedule – at the end of the programmed time, toys and equipment should be 

cleaned when being packed away, if not requiring cleaning beforehand;  

• a task list for the cleaning of the kitchen eg. shelves, fridge, freezer, dishwasher filter;  

• fridge and freezer temperature checks; 

• signage on where, when and how to wash hands; and 

• a pest register. 

 

Safety checklists should include tasks such as ensuring sandpits are raked, areas free from 

waste and cobwebs and hot drinks consumed by educators out of reach of children.  

 

COVID-19 and Early Education 

Since the outbreak of Coronavirus 

(Covid-19) in 2019, early childhood 

education and care services have 

had to update and add in 

additional policies and procedures 

to help reduce the risk of infection 

and to keep children, families and 

educators safe.  
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The Australian Government has brought in guidelines to help early childhood education 

and care services. These guidelines can differ depending upon which state or territory 

you reside but have all been developed to prevent and manage an outbreak of Covid-

19. An increase in hygiene practices and social 

distancing within services are encouraged to 

prevent the spread.  

 

The following information and actions assist ECEC 

services in preparing, preventing and managing a 

potential outbreak. More information can be 

found on your relevant government website but 

these are just a few examples of what may be implemented: 

• all services policies and procedures regarding dealing with infection diseases and 

illnesses must be reviewed (Regulation 85, 88 and 168). ‘Staying Healthy – Preventing 

Infectious Diseases in Early Childhood Education and Care Services’, must be referred 

to when updating; 

• educators and staff must be updated on these reviewed policies and procedures 

and management should ensure that these are followed throughout the whole 

centre; 

• any children with compromised immunity or complex health care needs must be 

identified and families must update medical management, risk-minimisation and 

communication plans as required (regulation 90-168); 

• implement social distancing - encourage staff to keep distance from others if 

possible. Children are encouraged to keep distance if possible (ie. spacing of seats 

at lunch); 

• minimise incursions to essential personnel eg. NDIS, Allied Heath Professionals; 

• increased hygiene measures: 

• consider regular hand-washing times for children and education (embed this into 

your program); 

• clean hands for 20 seconds with soap and water. Alcohol-based hand sanitiser can 

be used when clean running water is not easily accessible; 

• sneeze or cough into your elbow or a tissue. Immediately place used tissues in bins; 

• do not share food or drinks; 

• avoid touching your eyes, nose or mouth; 

• display health and hygiene materials from your relevant government 

eg. hand washing poster from NSW Government displayed in bathrooms; and 

• temperature checks have been implemented at some centres, however are not 

essential. 

 

http://www.dubuque.k12.ia.us/Prescott/Handwash/images/Step1WarmWater_jpg.jpg
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Covid-19 Infection Control Training 

The Australian Government has developed online training. This has been designed for 

health care workers in all settings, however is relevant for early childhood education. 

It covers the fundamentals of infection prevention and control for Covid-19. 

 

 
 

 Helpful Websites 

 

Covid-19 Infection Control Training: 

https://www.health.gov.au/resources/apps-and-tools/ 

covid-19-infection-control-training 

 

 
Reading Time! 

 

Take some time to look at your relevant state or territory 

current Covid-19 Guidelines: 

NT 

https://coronavirus.nt.gov.au 

 
 

https://www.health.gov.au/resources/apps-and-tools/covid-19-infection-control-training
https://www.health.gov.au/resources/apps-and-tools/covid-19-infection-control-training
https://coronavirus.nt.gov.au/
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Support Children to learn Personal Hygiene Practices 

As part of partnership with children, involving them in decision making in relation to 

hygiene practices is essential. This includes children taking responsibility for their own 

health and wellbeing, as outlined in Outcome 3 (EYLF).  For example: 

• handwashing; 

• toileting; 

• serving themselves at lunch; 

• cleaning up after themselves; 

• packing away beds; 

• taking responsibility for own belongings and 

bags; and 

• recognising personal needs ie. change of 

clothes if wet. 

 

Cleaning in early childhood services 

Please note that all children’s equipment should be sanitised regularly and appropriately 

to stop infection from spreading.  Cleaning registers are used for both indoor and outdoor 

cleaning. Some cleaning is required on a daily basis, such as mouthing toys, chairs, 

tables, doorknobs, bathrooms and floors and some cleaning is carried out on a weekly 

basis such as storerooms and cupboards. 

 

Minimising the spread of germs 

Areas where nappy change and toileting take 

place should be separated from the play 

environments wherever possible. 

 

All bedding and linen is required to be washed in 

warm water with a pH neutral laundry detergent. 

Linen is required to be changed before use by 

another person, when soiled or at least weekly and laundered separately in warm to hot 

water with detergent. Mattresses are required to be wiped down with a pH neutral 

disinfectant after use, before storage and preferably dried in the sun. 

 

Discuss health and hygiene issues with children 

Educators have a responsibility to instil, encourage and assist to develop children’s health 

and hygiene; to promote long term healthy outcomes, in a number of areas including: 



 

Rowe Training and Consulting V1  

CHCECE055 & CHCECE056 177 

• nutrition; 

• personal hygiene/personal responsibilities; 

• grooming; 

• oral health, wellbeing and dental hygiene; and 

• hygienic food handling. 

 

Nutrition 

Strategies to promote healthy and good nutrition with children include: 

• card games and matching games; 

• posters made in collaboration with the children, include photos of healthy foods, 

healthy lunch boxes and recipes for healthy snacks; 

• making healthy snacks with the children, fruit 

smoothies and vegetable dips; 

• offering a diverse range of healthy foods in home 

corner; 

• role modelling healthy eating at mealtimes; 

• devise and implement policies and procedures to 

support current Australian recommended 

nutritional guidelines; 

• offer and promote information about healthy 

options for lunchboxes, such as fresh vegetables, 

whole fruit, low fat yoghurt and wholemeal breads, 

wraps and rolls; 

• offering a varied and inclusive menu meeting the 

nutritional needs of children; 

• providing nutritional alternatives for children with 

specific dietary requirements such as Coeliac 

disease, Diabetes and/or to accommodate food 

preferences; and 

• inviting health care professionals to talk to children 

and/or families. 

 

 

Personal hygiene and personal responsibilities 

Strategies to encourage personal hygiene include: 

• discussions about how to maintain personal hygiene; 
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• role-modelling personal hygiene routines such as hand washing and nose blowing; 

• pictures, photos and posters showing 

step-by-step pictures of each stage; 

• demonstrations of tasks like nose blowing 

and covering mouth when 

coughing/sneezing, singing or chanting 

songs;  

• verbal direction and encouragement; 

• educating children on the frequently of 

which tasks should be undertaken; 

• assisting children with toileting; and 

• providing plenty of time during the routine 

of the day for personal hygiene needs to be met. 

 

Grooming 

Strategies to encourage the development of personal hygiene skills include: 

• encouraging children to take responsibility for personal grooming and provide them 

with time to develop the skills that will enable them to groom themselves eg. brushing 

their hair, cleaning their teeth, caring for their body, washing hands and feet; and  

• providing appropriate equipment for children to use. 

 

Oral health, wellbeing and dental hygiene 

Babies and children who have poor oral 

hygiene often experience pain and discomfort 

from dental caries (holes in the teeth), soft or 

bleeding gums. Without strong teeth it is tricky 

to chew and bite healthy foods such as fresh 

fruit, vegetables and meat. These foods are 

essential for growth and development of the 

body and the brain. 

 

Teeth are crucial for making certain speech sounds, particularly the front teeth as the 

tongue moves around in the mouth when we talk. If oral health is poor and teeth are 

missing or decayed, then sometimes some speech sounds are difficult to make. Think for 

a moment what your own mouth would feel like in this situation. How would you feel? 

Would you be able to focus on play, learning and how would this effect your mood 

during the day? 
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Toothbrushes should never be shared among children. This prevents cross contamination 

and controls the spread of infectious diseases. Bacteria can grow on wet toothbrushes, 

so it is a good idea to expose washed toothbrushes to the air after each use. It is 

important not to let toothbrushes drip onto one another. They can be stored out of reach 

of children but not in individual containers, as this prevents them from drying out. 

 

Educators can help children develop good oral and dental hygiene by: 

• providing current and relevant information to families; 

• encouraging children to brush their teeth at the centre; 

• promoting healthy eating to encourage dental care; 

• rinsing mouths after eating; 

• inviting health care professionals to speak to children and/or families; and 

• some early childhood services are adopting best practice methods of swirling and 

swallowing water after eating, rather than spitting the water out to prevent cross 

contamination. 

 

Providing a safe environment 

When caring for children in a childcare service/centre, the identification of possible 

hazards in an environment is a great starting point in preventing injuries. It is essential that 

educators are able to identify hazards and have the skills to control risks. 

 

When creating an environment, it is important to keep in mind: 

• the environment is safe, secure, and friendly; and 

• the children and families feel comfortable and secure in the environment. 

 

Children, particularly young children, are 

prone to injuries for many reasons; these 

include, but are not limited to: 

• their lack of experience and knowledge 

about what is dangerous; 

• their curiosity; 

• their experimentation and desire for a 

challenge; 

• an immature sense of some taste and smell; 

• younger children’s developing concepts and skills eg. Spatial awareness, physical 

skills, ability to judge and estimate and assess danger for positive risk taking; and 

• their developing independence and self-help skills. 
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Ensure tools, equipment, the age of the toys and games are appropriate to the child 

It is very important for childcare educators to ensure that all equipment provided is age 

appropriate and safe and secure for the children within their care.  As childcare 

educators we can do this by: 

• providing a range of activities that are safe and 

secure for children in their age group; 

• providing open ended resources and materials to 

help children develop and grow; 

• providing a wide range of resources, equipment, 

and materials for the children to use; 

• making sure there is enough space, indoors and 

outdoors, for the children to develop and grow; 

and 

• communicating with the family in regard to the child’s interest, needs and 

development. 

 

 

Select, check and maintain equipment to ensure safety 

Educators have a duty of care to protect children. Regularly checking equipment and 

conducting risk assessments will help educators to determine the equipment which 

needs to be fixed and/or removed for safety reasons. 

 

Safety checklists 

Most centres have created safety checklists 

which they complete prior to opening the centre 

for the day to minimise the risk of injury occurring. 

These are often known as ‘Opening Checklists’.  

There are also safety checklists that are used 

before playing in the outdoor environments. 

Educators complete these checklists when 

setting up the playground to ensure they are safe 

for the children and that nothing gets missed.  
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Your Turn! 

On the next page is a very basic safety checklist. 

Have a look at this checklist and think,  

what else could be added?  

How could you improve this checklist? 
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Template: Example Safety Checklist 

 

Date: Conducted by: 

Signature: Time: 
 

Outdoor Checklist Comments Educator Initials 

Sandpit raked      

External gates closed, secure and in working 

order  
    

Environment checked for faeces or fungi      

Equipment not too close to fence      

Environment checked for snakes/spiders      

Storage areas inaccessible to children      

Chemicals and potential hazards stored out of 

reach  
    

No pooling of water eg. plant saucers, 

containers  
    

 

 

Indoor Checklist  Comments  Educator Initials  

Safety plugs in power points      

Cords out of reach of children      

Chemicals stored out of reach of children      

Emergency exits kept clear      

Toilets working effectively      

Adequate ventilation      

Storage areas closed      

Taps working       
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 Check your ideas 

Pathways free from debris, gardens are maintained and free 

from rubbish, carpark free from debris and rubbish. 

 

Sandpit cover is stored away from children’s play area, area 

around the sandpit is swept and free from hazard, soft fall is in 

good repair and free from rubbish, equipment not damaged, 

rubbish bins for children clean and empty. 

 

Responsible person log complete, foyer and hallway free 

from hazards, lights of rooms turned on and curtains opened. 

 

 

 

Supervising Children 

When supervising children, it is important to ensure that equipment, resources and 

materials are age and stage appropriate. This will minimise the potential risk of injury, 

hazards and emergencies.  Being physically able to reach 

or be available to provide physical support to a child may 

assist in reducing the risk of injury to children. 

 

The approved provider of a centre-based service must 

ensure that the education and care service premises 

(including toilets and nappy change facilities) are 

designed and maintained in a way that facilitates 

supervision of children at all times, that they are being 

educated and cared for by the service, having regard to 

the need to maintain the rights and dignity of the children. 
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Developing Children’s Awareness of Safety  

The MTOP and EYLF both include outcomes which encourage children to develop inter-

dependency, resilience and responsibility for their own health.  As educators, we can 

make children aware of their own safety by: 

• conversing with them about potential dangers; 

• problem solving and brainstorming about options to ensure safety; 

• implementing children’s ideas to make an experience or area safer; 

• have discussions with children as incidences occur, talking about why it occurred and 

what they could do next time; and 

• remember, that resilience occurs from taking controlled risks, so it is important to allow 

children to implement their ideas in a safe way. 

 

Incidents, Injury, Trauma and Illness  

Recognising and respond to signs of potential illness 

Think about how you feel when you are unwell, all of the things that you do and do not 

feel like doing. Children are just like us! The main difference is that children rely on adults 

to provide adequate comfort and care when they are unwell and they often cannot 

express how they are feeling. 

 

There are many symptoms of illness such as: 

• sweating; 

• unusual rash; 

• trouble breathing; 

• prolonged coughing; 

• discharge or redness of the eye; 

• headache; 

• dark urine; 

• hot and look clammy; 

• fits; 

• yellow or pale skin; and  

• vomiting. 

 

Children may also show signs that are not 

physically noticeable.  These could be: 

• mood swings; 

• behaviour changes; 

• not interacting with others, being withdrawn; 

• not eating – off their food; and 
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• overly clingy or instead, avoiding physical comfort. 

 

What to do when a child is displaying signs and symptoms of being unwell 

Feeling a child’s skin can give you an indication of whether or not a child has a 

temperature, but the most efficient means of testing is with a thermometer. All centres 

are required to have a policy outing the steps to follow for ill children and a form ‘Illness 

Report’. The first step is to complete an Illness Report which includes the child’s name, 

age, date of birth, the date, signs and symptoms displayed, the child’s temperature and 

the course of action taken by educators eg. family contacted. 

 

Notifying families about illness 

Centres are required to have clear policies outlining when educators are to notify the 

family of a child’s illness and the procedures to follow. If an educator determines that a 

child is unwell, parents/guardians must be notified 

as soon as possible. Most parents/families would 

want to know the moment their child was feeling 

unwell. Completing an Illness Report will allow 

accurate information for the family and can be 

used as a guide for seeking medical attention. 

 

 

When parents/primary contacts are unavailable: Sometimes it may not be possible to 

make contact with parents or primary guardians of the unwell child. If this occurs, you 

will need to consult your policies and procedures manual which will include the following: 

• make contact with the emergency contacts on the child’s enrolment form; and 

• if still no contact can be made, then emergency services may need to be contacted 

in the event of a critical incident. 

 

Educators are unable and unauthorised to diagnose a child’s illness, only a certified 

doctor can. As an educator you have a responsibility to ensure the health and safety of 

all children in your care. 

 

Notifying families that their child is unwell 

If a child is displaying signs and symptoms of being unwell while at the centre, then 

educators have a responsibility and duty of care to protect all children within the service. 
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This means contacting the sick child’s parent 

and/or family members to notify them of the 

illness and to request that the sick child be 

collected from the service.  Educators are 

unable to care for sick children in early 

childhood services.  All centres are required 

to have and follow the centre policies and 

procedures. Each centre has particular 

forms such as an Illness Report, for monitoring and documenting incidents – an example 

can be found below in ‘Incident, Injury, Trauma, Illness record’. Completing the illness 

report allows families to see the signs and symptoms being displayed by the child as well 

as being a useful tool for educators to monitor the child. Illness reports can provide details 

such as child’s name, date of birth, the date, time, signs and symptoms displayed, food 

and fluid intake, temperature and action taken by educators, for example who has been 

contacted and when. The family/parent can also be given information regarding 

exclusion periods for illnesses. 

 

Please be advised that it is the responsibility of the child’s parent/guardian to seek 

medical attention at their own discretion. In accordance with centre policies and 

procedures and in line with the recommendations from the NSW Department of Health, a 

clearance certificate from a medical professional may be requested from the centre 

prior to your child returning to care. 

 

As mentioned before, the format of illness reports and policies and procedures relating 

to health will differ slightly from centre to centre.  Centres can adapt the report to suit 

their own centre’s needs/designs.  

Responding to an Incident/Accident/Injury 

There are many forms of incidents and injuries that could occur in an early education 

service and they all differ in severity:   

• child falling and grazing knee; 

• tripping and hitting a piece of furniture, splitting their chin; 

• child being bitten by another child and breaking the skin; 

• child being hit in the face with a plastic shovel and resulting in a split to their head;  

• child being scratched by another child; 

• child tripping and landing awkwardly on their back; and 
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• child falling from the balancing equipment and landing awkwardly on their arm. 

 

It is important to remember that incidents and injuries may occur for children, staff, family 

members or visitors to your centre. All centres are required to have accident/incident 

reports detailing the nature and occurrence of such an event. 

 

When responding to incidents and injuries, it is important to ensure that the person 

performing first aid, has the relevant and up-to-datedate qualifications. 

Educators should refer to their service’s policies and procedures on performing first aid. 

 
 

 Helpful Websites 

ACECQA: 

https://www.acecqa.gov.au/resources/ 

applications/sample-forms-and-templates  

  

https://www.acecqa.gov.au/resources/applications/sample-forms-and-templates
https://www.acecqa.gov.au/resources/applications/sample-forms-and-templates
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Communicating with families about an Incident/Injury 

It can be difficult to gauge the reaction of parents and their response to being told that 

their child/ren has been involved in some sort of emergency or has been injured in some 

way. Parents leave their children expecting them to be safe and secure in the childcare 

environment they have chosen for their child.  A parent may go through a series of 

emotions (relief, anger, guilt, jealousy, fear etc.) and may visit each emotion more than 

once. It is important to be supportive and assist them through the process. It is essential 

to remain calm, answer parents’ questions honestly, provide them with written details of 

the event (an accident or incident report). 

 

Below is an example of a record that can be used to 

record incidences, injuries, trauma or illness. This is 

available from the ACECQA website. It is important to 

remember that each service may have a different record 

template, however all required information must be 

present. 

 

 



 

© Childcare Resources Australia (2021) 
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Incident, Injury, Trauma and Illness Record 

  



 

© Childcare Resources Australia (2021) 
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Responding to Medical Conditions 

Medication 

The administering of medication is governed by legislative requirements and policies. The 

Education and Care Services National Regulations 2011 stipulates that in order for 

medication to be administered, the following need to occur: 

 

The medication must be administered: 

• from its original container before the expiry or use-by date; 

• in accordance with any instructions attached to the medication or provided by a 

registered medical practitioner; 

• for prescribed medications, from a container that bears the original label with the 

name of the child to whom it is prescribed; 

• with a second person checking the dosage of the medication and witnessing 

its administration; and 

• details of the administration must be recorded in the medication record.  

 

Centres are required to have a written policy outlining the 

procedure for receiving, administering and dispersing 

medication. Centres use medication forms to collect 

the information needed from the parent or consenting 

adult (as listed on the child’s enrolment form) as well as the 

details required to safely administer the medication. 

 

The format of medication forms may differ from centre to centre but it is a requirement 

that at least the following information be contained: 

• the name of the child; 

• the name of the parent/guardian; 

• the name and type of medication required; 

• the method of administration;  

• the time the last dose of medication was given;  

• when the medication needs to be administered;  

• the time the last dose of medication was given;  

• when the medication needs to be administered;  
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• the date the medication started and 

when it should cease; 

• reason for medication, doctors’ 

advice on the medication and their 

name; 

• parents/guardian’s signature and 

date; and 

• a prescription label. 

 

Below is an example of a Medication Record taken from the ACECQA website. 

This template can be used by centres and adapted to suit their individual needs. 

 
 

 
Helpful Websites 

 

ACECQA: 

https://www.acecqa.gov.au/resources/ 

applications/sample-forms-and-templates 

   
 

 
Reading Time! 

 

Please read the Education and Care  

Services National Regulations:   

https://www.legislation.nsw.gov.au/#/view/ 

regulation/2011/653/chap4/part4.2/div4 

 

Part 4.2 92-96, 178, 181-184 Administration of Medication 

 
 

https://www.acecqa.gov.au/resources/applications/sample-forms-and-templates
https://www.acecqa.gov.au/resources/applications/sample-forms-and-templates
https://www.legislation.nsw.gov.au/#/view/regulation/2011/653/chap4/part4.2/div4
https://www.legislation.nsw.gov.au/#/view/regulation/2011/653/chap4/part4.2/div4
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Medication Record  
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Recognise Signs, Symptoms and Key Characteristics of Allergies and Anaphylaxis 

• some children may show signs of illness after eating certain foods. These are known 

as food allergies; 

• some children have medical conditions that require certain foods to be eaten or 

avoided eg. diabetes and coeliac disease; 

• many children who attend children’s services 

have special dietary requirements; and 

• some of these children will also wear Medic Alert 

bracelets to identify severe allergies. 

 

In a children’s service, educators have a duty of care 

to the child with the dietary requirement, you will need 

to follow the below guidelines: 

• find out about the signs and symptoms of the allergy, if a reaction occurs and how to 

manage this; 

• talk with the child’s family about their dietary requirements and strategies they have 

implemented at home; 

• research and training to develop a greater understanding of the signs and symptoms 

of both allergies and anaphylactic reactions; 

• record all information in regard to the child’s 

dietary needs, food to avoid, food to be given, 

action plan if an allergic reaction occurs; and 

• make sure that all educators are aware of the 

child’s dietary requirements and allergy. 

 

What is Anaphylaxis? 

According to the ‘Allergy and Anaphylaxis’ website 

anaphylaxis is defined as: 

“the most severe form of allergic reaction and is potentially life threatening. 

It must be treated as a medical emergency, requiring immediate treatment 

and urgent medical attention.” 

 

Some of the triggers for an anaphylaxis reaction could be caused by:  

• food allergies to nuts, shellfish, milk or wheat; 

• insects such as bees, ticks, wasps or ants; and 

• severe reactions could be triggered from medications, exercise and latex rubber. 

 

Anaphylaxis can be preventable and treatable. The most important strategy is to 

manage and avoid the triggers.   
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More information about identifying and responding to Allergies and Anaphylaxis will be 

covered in the Unit ‘Ensure Health and Safety of Children’. 

 

Risk-management strategies for children with severe allergies 

Guidelines for preventing allergies and anaphylaxis include: 

• avoidance of the specific triggers – most centres are nut free centres which means 

that any products containing nuts and/or nut byproducts are not allowed to be 

brought into or eaten at the service by educators and children. Other centres may 

also be egg free or discourage other foods which may cause an allergic reaction 

Being aware of the warning signs/symptoms which indicate a reaction is occurring is 

a good idea; 

• educate children and families on safe practices 

eg. foods to bring and foods not bring in to the 

centre; 

• planting appropriate plants in the garden for 

details on low pollen plants to avoid bees and child 

friendly plants.  When selecting plants, it is also 

important to consider whether you choose 

evergreen or deciduous trees (trees that lose their 

leaves in autumn); 

• where practical; removing items from the service which may cause such reactions 

eg. using egg substitute rather than eggs in cooking, using rubber gloves rather than 

latex gloves; 

• all children attending children’s services with an allergy that results in an anaphylactic 

reaction, are required to provide an action plan for anaphylaxis which gives details 

of the child and their allergy and should also be signed by their doctor; 

• ensuring all educators are trained to respond to and manage an anaphylactic 

reaction; 

• ensuring a permanent educator serves food to the children – this means that the 

educators are familiar with the children and their individual needs; 

• making certain all action plans are up-to-date and information is relevant; 

• creating easy access to treatment eg. EpiPens and administration of first aid is timely; 

• regularly ensuring the medication is in date; 

• being aware of individual children and their allergy or diet requirements; and 

• a picture of the child and details of their special requirements, treatment and contact 

details in the kitchen and office areas. 
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What is ‘Asthma’? 

Asthma is a disease of the airways, the small tubes which carry air in and out of the lungs. 

Asthma symptoms occur, the muscles in the airways tighten and the lining of the airways 

swell and produces sticky mucus. 

 

These changes cause the airways to become narrow, 

so that there is less space for the air to flow into and 

out of the lungs. 

 

Symptoms include: 

• coughing; 

• tight feeling in the chest; 

• wheezing – whistling noise when breathing; 

• shortness of breath; 

• struggling to breathe. 

 

What is an Asthma Management Plan? 

An Asthma Management Plan is a document usually completed by the child’s doctor 

outlining the treatment and control of asthma. 

 

The plan outlines: 

• preventative medication to take every day (even when the child is feeling well); 

• indicators that the asthma is worsening;  

• triggers; 

• what you should do in the event the child’s symptoms worsen; and 

• what to do if the child has an asthma attack.  
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Why is an Asthma Management Plan important? 

• to maintain treatment to avoid asthma attacks; 

• reduce your chance of needing to go to hospital, or for an urgent doctor visit; 

• improve your lung function; and 

• to recognise and immediately treat an asthma attack. 

 

An Asthma Management Plan should be developed for each child who has asthma. 

For an example of an Asthma Management Plan, please visit the National Asthma 

Council. 

 
 

 
Helpful Websites 

 

Visit National Asthma Council – Australia: 

https://www.nationalasthma.org.au/ 

health-professionals/asthma-action-plans/ 

asthma-action-plan-library 

 

 

https://www.nationalasthma.org.au/health-professionals/asthma-action-plans/asthma-action-plan-library
https://www.nationalasthma.org.au/health-professionals/asthma-action-plans/asthma-action-plan-library
https://www.nationalasthma.org.au/health-professionals/asthma-action-plans/asthma-action-plan-library
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Management of medical plans for children 

Every child requiring the ongoing administration of medication or requiring emergency 

administration of medication is required to have a plan written by their doctor, outlining 

the steps to be taken in order to correctly administer 

their required medication. These plans are required 

to display a clear and current photograph of the 

child; be reviewed every 12 months as a minimum 

or as the child’s health needs change. Best practice 

methods are to review the plans every three months 

to ensure the information is relevant and up-to-date. 

It is also a consideration to respect the dignity and privacy of the child and their family 

when displaying allergy/health information. 

 

Emergency Response 

It is a requirement that all early childhood education services, including family day care 

and school age care services, have emergency evacuation policies and procedures in 

place. The regulations also state that the 

emergency evacuation drill needs to be practiced 

at least every three months for a period of time that 

allows all staff and children attending the centre to 

participate in at least one drill.  

 

An emergency evacuation can occur for a number 

of reasons including fire, flood, gas leak and bomb threat. All services are required to 

have plans in place on how to respond to each. 

 

The service policy and procedures for an emergency evacuation need to contain the 

following: 

• location of the evacuation point (remember it can be raining during a fire – location 

point should be safe, dry and have access to a bathroom and water if possible); 

• the method used to raise the alarm eg. whistle, alarm bell; 

• the method of evacuation – the route to travel as well as an alternate route in the 

event it is inaccessible due to the emergency; 

• strategies for evacuating infants and non-mobile children. 
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The roles and responsibilities of staff: 

• who will call the emergency services? 

• who will collect the emergency provisions, rolls, telephone? 

• when will parents/carers be contacted and by whom? 

 

Assigned roles for differing positions 

eg. Nominated/Certified Supervisor may be 

responsible for contacting emergency services and 

collecting sign in/out sheets, room leaders may be 

responsible for collecting emergency bag and 

providing clear directions for other staff. 

 

Emergency Evacuation Plans 

Emergency evacuation plans indicating the orientation of the plan, ‘you are here’, the 

nearest exit, location of fire extinguishers should be displayed at the entry and exit of 

every room within the service.  A sign indicating the emergency numbers should be 

stored next to all phones within the centre as well as details of the centres address, 

nearest cross street and phone number of the centre.  These may seem like simple things 

you would remember but, in an emergency, you are under a lot of pressure.  Consider 

whether a parent/student/visitor is making the call and how invaluable this readily 

available information will be. 
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Contacting the Emergency Services 

All educators working within a children’s service must 

have access to a phone or other communication 

device to allow them to call for assistance at any time. 

Practical efforts must be considered regarding how a 

centre would call for assistance if the phone lines are 

down eg. if the centre is in a remote location or without 

mobile phone service then it may be advisable to have 

a CB radio. 

 

What to take in an Emergency Evacuation? 

In early childhood services, including family day care and school age care, an 

emergency evacuation kit is readily accessible and is usually positioned near the exits 

from the building. The kit is required to contain: 

• phone – charged, with credit and coverage; 

• children’s emergency contact details; 

• staff emergency contacts; 

• visitors/volunteer/contractor register; 

• sign in/out and attendance sheets for children and educators/staff; 

• first aid kit; 

• drinking water; 

• medications eg. Ventolin, EpiPen, Insulin if you have children with action plans; 

• sterilised bottles for infants; and 

• emergency supplies eg. nappies and wipes. 
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Emergency Exits 

An emergency exit is the identified exit that is used when an evacuation is required. 

ALL emergency exits should be unobstructed at all times – no exceptions. In the event of 

an evacuation, all persons within a centre require a safe and fast exit from the building. 

It is a requirement under the Regulations that evacuation procedures be practiced by 

all staff and children at least every three months. These drills must be documented and 

evaluated on by educators to make sure any issues or problems can be addressed. 

 

All early childhood care services/centres are required 

by law to have appropriately fitted fire extinguishers in 

full working order, smoke alarms and/or detectors, a fire 

blanket and other resources in the event of a fire.  It is 

also necessary to review these resources to make sure 

they are in good working order.  Often, as part of the induction process, educators are 

shown the locations of these resources and emergency exits. 

 

Fire safety in the home is important and can be promoted to families through newsletters, 

visits from firefighters and other organisations and through parent literature available at 

the service. 

 

Strategies for implementing fire safe practices include: 

• discussing the importance of fire safety and evacuation procedures with children; 

• keeping matches, lighters and fire implements away from children; 

• discuss the uses of fire as a tool, not a toy or game; 

• teach survival skills such as ‘stop, drop and roll’; and 

• supervise children with hot implements (ie. in cooking experiences) and tools. 

 

An emergency evacuation or witnessing an accident can cause stress and confusion for 

all involved. As adults we have developed a range of skills for dealing and coping with 

stressful situations. We have also had life experience which allows us to put experiences 

in perspective. Children, however have not had opportunity to develop their coping skills 

and refine the release of such emotions during and after a stressful event. 

 

As educators children look to us for support, reassurance, comfort and guidance. It is 

crucial that, even during an emergency situation, we remain calm and deal 
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appropriately with the incident at hand. Children and less experienced staff will look to 

you for guidance. 

 

During an emergency situation ensure you: 

• remain calm (even if you do not feel calm!) 

• provide clear instruction; 

• role model appropriate behaviour; 

• reassure children; 

• look to your supervisor for advice/instruction; 

• respond to children’s questions in an honest manner (it is okay to tell the children you 

do not know). The information you give needs to be based on truth but you may need 

to withhold details to ensure you do not place the children under any undue stress; 

• follow services policy and communicate to children with mobile phones how to use 

in an emergency situation. School age children may contact family before service 

staff. It is important a consistent message is given to avoid panic; 

• a web based SMS service which can be used by service staff to instantly message all 

families may provide assistance in communicating a consistent message during and 

after an emergency; 

• follow the centre’s policies and procedures; 

• be aware of children’s location for supervision; and 

• monitor for signs of distress or shock. 
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Chapter 14 Workplace Health and Safety 

What is WHS? 

WHS refers to Work Health and Safety.  

 

Work Health and Safety (WHS) replaces Occupational Health and Safety (OHS) and was 

introduced in January 2012. 

 

What is the purpose of WHS? 

• Work Health and Safety covers the concept of the health, safety and welfare of all 

persons who may be impacted by work activities and the work environment. Its aim 

is to keep everyone safe in the work environment and 

return them home safely; 

• Health refers to both physical and psychological 

health;  

• Safety refers to the elimination or minimisation (where 

elimination is not possible) of hazards in the 

workplace that have the potential to cause harm; 

and 

• Welfare includes the provision of facilities, protective 

clothing or equipment, rescue equipment and 

accommodation. 
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What is the aim of WHS? 

• to create a safe workplace and work environment; 

• to keep workers safe (protection); 

• to outline the roles, responsibilities and obligations each of us 

has in the work environment – employees, employers/PCBU’s, 

volunteers and others entering the work environment; 

• to set clear requirements for providing a safe and healthy 

environment/workplace and working conditions; 

• provides a framework of the legal duties to ensure safety, 

health and wellbeing at work; 

• to provide clear definitions eg. Person Conducting a Business 

or Undertaking (PCBU); and 

• clear procedures for identifying and responding to hazards 

and risks focusing on the principles: 

• prevention; 

• rehabilitation; and 

• compensation. 

 

Do not be put off by rules, laws and regulations regarding WHS. They are put into place 

to make the workplace a safe environment and are there to protect us.  Educators have 

a vital role to play in creating safe working environments. 

 

 

Work Health and Safety Legislation 

WHS is governed by Acts, Regulations and a Code of Practice. Each level supports the 

one above, as shown below: 

 

An example of WHS in early education could refer to all educators being 

required to complete training on lifting, carrying and moving children and 

objects correctly. Many centres have implemented this compulsory training 

which is reviewed and conducted on a regular basis. 
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The Act 

The Work Health and Safety (WHS) Act came into effect on 1 January 2012. The laws for 

each state and territory differ slightly but must follow the conditions set out in the Act. The 

Act primarily outlines the work health and safety responsibilities. 

 

WHS Regulations 

The WHS Regulations provides further details and expands on how sections of the Act are 

to be implemented. The WHS Regulations provide clear and specific directions on how 

to meet the requirements and obligations of the Act. 

 

Code of Practice 

Codes of Practice are industry/trade/profession specific. Codes of Practice contain 

detailed information on particular areas of an Act or Regulation. They outline the 

activities, actions, technical requirements, responsibilities and responses to events or 

conditions within the workplace and are updated frequently.  

ACT

REGULATIONS

CODE OF PRACTICE
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Code of Conduct 

The purpose of a Code of Conduct is to establish a concise understanding of the 

acceptable level and standard of behaviour of all 

employees within an organisation. This Code varies from 

centre to centre (or organisation to organisation) and 

will usually be agreed upon and signed during 

orientation and as part of your employment contract.  

This Code is specific to the organisation (unlike a Code 

of Ethics, which is specific to the profession).  

 

Rights and Responsibilities in the Job Role  

Upon employment, along with a Code of Conduct that will be signed, educators will also 

sign a job description that will list their rights and responsibilities of the job they are 

undertaking. This will differ from centre to centre and is based on your level of education 

(Trainee educator, Certificate III, Diploma or Early Childhood Teacher).  For example a 

Trainee Educator will not be required to fulfil the same level of documentation as an Early 

Childhood Teacher. 

 

Copyright Act (1968) and Copyright Regulations (1969) 

Copyright laws in Australia protect the intellectual property of individuals and 

organisations. As a business, you may need to look closely at this as you may wish to 

protect some of the intellectual property that is developed within your organisation. 

If a staff member designs a manual for your organisation - who owns it? Copyright 

provides guidance for all material including hardcopy, electronic, visual, audio and 

digital.  

 
 

 
Helpful Websites 

 

For a detailed look at current Codes of Practice, visit the Safe 

Work Australia website at: www.safeworkaustralia.gov.au 

 

More information can be located at: www.copyright.org.au 
 

 

 

https://www.safeworkaustralia.gov.au/resources_publications/model-codes-of-practice
http://www.copyright.org.au/
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Resource Guide 

 

Resources related to the topic: 

 

ACECQA Video National Quality Framework  

http://www.acecqa.gov.au/national-quality-framework/nqf-video-resources 

 

 

 

Online Reading Resources: 

 

ACECQA Guide to NQF online 

www.acecqa.gov.au 

 

Education and Care Services National Law, Regulations and Standards 

www.acecqa.gov.au 

 

 

Websites: 

Australian Government ComCare:   http://comcare.gov.au 

Anti-Discrimination Act, 1977 (NSW), Sex Discrimination Act, (1984) and Equal 

Opportunity legislation: www.legislation.nsw.gov.au and www.eeo.nsw.gov.au 

Australian Human Rights Commission: http://humanrights.gov.au 

Copyright Act, 1968 and Copyright Regulations 1969:  www.copyright.org.au  

Privacy Act:   https://www.oaic.gov.au/.  

Safe Work Australia: www.safeworkaustralia.gov.au 

WorkCover NSW: www.workcover.nsw.gov.au 

National Safety Council of Australia: www.nsca.org.au 

WHS Act 2011:   http://www.comlaw.gov.au/Details/F2011L02664 

WHS Regulations 2011: http://www.comlaw.gov.au/Details/F2011L02664 

WHS Code of Practice   www.safeworkaustralia.gov.au .  

UN Convention of the Rights of the Child at www.unicef.org.au 

 

ACECQA Australian Children’s Education and Care Quality Authority:  www.acecqa.gov.au 

Early childhood Australia Association:  www.earlychildhoodaustralia.org.au 

  

http://www.acecqa.gov.au/national-quality-framework/nqf-video-resources
http://www.acecqa.gov.au/
http://www.acecqa.gov.au/
http://comcare.gov.au/
http://www.legislation.nsw.gov.au/
http://www.eeo.nsw.gov.au/
http://humanrights.gov.au/
http://www.copyright.org.au/
http://www.safeworkaustralia.gov.au/
http://www.workcover.nsw.gov.au/
http://www.nsca.org.au/
file:///C:/Users/Karen/Downloads/WHS%20Act%202011:
http://www.comlaw.gov.au/Details/F2011L02664
http://www.comlaw.gov.au/Details/F2011L02664
http://www.comlaw.gov.au/Details/F2011L02664
http://www.safeworkaustralia.gov.au/
http://www.unicef.org.au/
http://www.acecqa.gov.au/
http://www.earlychildhoodaustralia.org.au/
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