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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 CRA 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. We recommend you have these 

available on your computer or print out a copy, so they are available at all times.  

 

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.  

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. 

 

  

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. 
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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 “Welcome to the unit” second 

c) 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 ok. Think back to a time when you 

didn’t know how to do something and then you achieved it i.e. 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! 

HLTWHS001 Participate in Workplace Health and 

Safety 
 

In this unit we will examine the legislative requirements of WHS, gain a better understanding of your 

rights and responsibilities as a worker and identify correct procedures for reporting and addressing 

hazards in a children’s service, including: 

• Northern Territory legislation and how it impacts on workplace regulations, codes of 

practice and industry standards including: 

• Territory WHS authorities 

• rights and responsibilities of employers and workers, including duty of care 

• hazardous manual tasks 

• infection control 

• Safety signs and their meanings, including signs for 

• Dangerous goods classifications 

• Emergency equipment 

• Personal protective equipment (PPE) 

• Specific hazards such as sharps, radiation 

• Hazard identification, including: 

• Definition of a hazard 

• Common workplace hazards relevant to the early childhood profession 

• Workplace procedures for hazard identification 

• Workplace emergency procedures 

• Workplace policies and procedures for WHS. 

 

Each centre will have their own policies, procedures and forms for identifying, documenting and 

reporting hazards so if you are working in a centre take the time to consult with your individual 

service policies.  

 

Throughout this unit, educators/staff/employees are referred to as ‘workers’. 
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Reading Time 
Please read these documents throughout this unit to support your 

practice and develop your knowledge. 

• ACECQA Risk Assessment and Management Tool  

• National Quality Standards 

• Early Years Learning Framework  For Australia 

(EYLF) 

• Staying Healthy: Preventing Infectious Diseases In 

Early Childhood Education And Care Services 

(5thed) 

• Code Of Ethics (ECA) 

 
 

https://www.acecqa.gov.au/media/32166
http://www.acecqa.gov.au/Quality-Areas
http://education.gov.au/early-years-learning-framework
http://education.gov.au/early-years-learning-framework
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/ch55-staying-healthy.pdf
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/ch55-staying-healthy.pdf
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/ch55-staying-healthy.pdf
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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Links to NQF

• NQF Standards
•Quality Area 2 Children’s Health and Safety

•Quality Area 3 Physical Environment

•Quality Area 7 Governance and Leadership

•Education and Care services National Regulations

Links to 
Frameworks

• Links to Frameworks
•Work Health and Safety is concerned with all elements and 
practices within the EYLF. In order for educators, children and 
families to feel safe and secure, environments need to be so. These 
units look at providing a systematic approach to identifying, 
assessing and eliminating or minimising hazards and potential 
hazards. 

•Collaboration and consultation is a key element of developing 
reciprocal relationships which are at the core of the framework.

Links to 
Policies

•Work Health and Safety (WHS) policies and procedures

•Hand washing procedure

•Nappy change/toileting procedure

•Health and hygiene: handling of bodily fluids 

•Children’s health and safety

•Emergency Response Procedures and Lockdown Response Procedure

•First Aid Policy

•Workers’ Voluntary Vaccination Policy 

•Child Protection Policy

•Workers’ Induction Procedures

•Manual Handling Procedures

•Alcohol and Drug Policy

•Bullying and Harassment Policy

•Smoking policy

•Housekeeping policy and procedures

UN Rights of 
the Child

•Article 24

•Children have the right to good quality health care, clean water, nutritious 
food and a clean environment so that they will stay healthy. Richer countries 
should help poorer countries achieve this.

•Article 36

•Children should be protected from any activities that could harm their 
development.
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Chapter 1 

Introduction to WHS  

 

 

What is WHS? 
WHS refers to Work Health and Safety.  

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 the risk of hazards causing harm, 

injury or illness to workers. 

• Welfare includes the provision of facilities, protective clothing or equipment, rescue 

equipment. 

 What is the Aim of WHS? 

• To create a safe workplace and work environment  

• To keep workers safe 

• To outline the roles and responsibilities and obligation each worker 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 and responsibilities to ensure safety, health and 

wellbeing at work 

• To provide a clear definition of a Person Conducting a Business or Undertaking (PCBU) 

• Clear procedures for identifying and responding to hazards and risks  

✓ Prevention 

✓ Rehabilitation  

✓ Compensation 
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Do not be put off by rules, laws and regulations regarding WHS. They are put into place to make 

workplaces a safe environment and are in place to protect us. Early childhood and school age 

care services educators have a vital role to play in creating safe working environments. 

Recent Changes to Health and Safety 
Work health and safety legislation came into effect on 1st January 

2012 and replaced what was previously known as Occupational 

Health and Safety or OHS. Key changes in the new WHS Act 

compared with existing NSW OHS legislation include: 

• Changes in terminology and a more detailed and precise 

definitions 

• A clearer and wider outline of a ‘worker’ 

• A broadening of persons with health and safety duties 

• Requirement for all duty holders to consult with others 

• Changes from OHS Representatives, OHS Committees and authorised representatives to 

Health and Safety Representatives (HSRs), Health and Safety Committees (HSCs) and WHS 

entry permit holders with different role and functions. 

• The introduction of a positive duty for ‘officers’ (such as directors of a company) e.g. 

proactive safety activities. 

• No longer a need to undertake a risk assessment in all situations. 

• Unions may still prosecute breaches, under certain circumstances; and 

• Removal of the ‘reverse onus of proof’ in prosecutions, in line with criminal law standards 

 

Guidelines and regulations are put into place to make the workplace a safe environment and each 

early childhood service has a duty of care to workers to implement these guidelines and regulations 

to protect workers. All workers have a vital role to play in creating safe working environments for 

themselves and their colleagues. 

 

If you are an employer, sole trader, association, partnership, corporation or volunteer organisation 

with paid workers, you will be classed as a person conducting a business or undertaking (PCBU). 

PCBU will replace the term ‘employer’.  
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Terminology Related to Work Health and Safety 

• PCBU:  Person Conducting a Business or Undertaking includes 

employers, sole traders, associations, partnerships and 

corporations.  

• Worker:  any person employed, volunteer, labour hire staff, 

apprentice, work experience student, trainee, outworker, sub-

contractor or contractor working for a PCBU. 

• HSR: Health and Safety Representative 

• COP’s: Codes of Practice- provide guidance to assist eliminate or control risks under the 

WHS legislation.   

• Hazard: a situation or thing that has the potential to harm a person and may include 

chemicals, slips, trips, falls, bullying, harassment and violence in the workplace. 

• Risk: is the possibility that harm (death, injury or illness) might occur when exposed to a 

hazard. 

• Risk control: means taking action to eliminate health and safety risks so far as is reasonably 

practicable, and if that is not possible, minimising the risks so far as is reasonably 

practicable. Eliminating a hazard will also eliminate any risks associated by that hazard.  

 

Reasonably practicable: means that which is, or was at a particular time, reasonably able to be 

done to ensure health and safety, taking into account and weighing up all relevant matters 

 

 

 

 

 

 

 

  

Reading Time 
  

Please go to Safe Work Australia for more 

information about work health and safety 

terms located at 

https://www.safeworkaustralia.gov.au/ 

 

 

 

 

NT 

https://worksafe.nt.gov.au/ 

 

 

 

https://www.safeworkaustralia.gov.au/
https://worksafe.nt.gov.au/
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Work Health and Safety Legislation 
WHS is governed by Acts, Regulations and Codes of Practice. Each level supports the one above.  

 

 

 

 

 

 

 

 

The Act  
The Model Work Health and Safety (WHS) Act came into effect on the 1st 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. 

 

 

 

 

 

 

 

 

 

 

The Regulations 
The WHS Regulations provided further detail and expand on how sections of the Act are to be 

implemented for daily operations at an early childhood service. The WHS Regulations provide clear 

and specific direction on how to meet the requirements and obligations of the WHS Act.  

 

 

ACT 

REGULATIONS

CODE OF PRACTICE

Helpful Websites 
 

Please follow the link for the Work Health and Safety Act for 

more information located at  

https://www.safeworkaustralia.gov.au/ 

 

https://www.safeworkaustralia.gov.au/law-and-

regulation/model-whs-laws 

 

https://www.safeworkaustralia.gov.au/doc/model-work-health-

and-safety-act 

 

https://www.safeworkaustralia.gov.au/
https://www.safeworkaustralia.gov.au/law-and-regulation/model-whs-laws
https://www.safeworkaustralia.gov.au/law-and-regulation/model-whs-laws
https://www.safeworkaustralia.gov.au/doc/model-work-health-and-safety-act
https://www.safeworkaustralia.gov.au/doc/model-work-health-and-safety-act
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Code of Practice 
The Codes of Practice are industry/trade/profession specific. Codes of Practice contained detailed 

information on particular areas of an act or regulation. They outline the activities, actions, technical 

requirements, responsibilities, and response to events or conditions within the workplace. 

Examples of codes of practice include: 

• First Aid in the Workplace  

• How to Manage Work Health and Safety Risks 

• Work Health and Safety Consultation Cooperation and Coordination  

• Hazardous Manual Tasks  

• Managing the Work Environment and Facilities  

• Labelling of Workplace Hazardous Chemicals  

• Preparation of Safety Data Sheets for Hazardous Chemical  

• Managing Noise and Preventing Hearing Loss at Work  

 

 

 

 

  

Reading Time 
 

Please follow the links to the WHS Regulations for information on how 

to implement in an early childhood service located at: 

www.safeworkaustralia.gov.au 

 

https://www.safeworkaustralia.gov.au/law-and-regulation/model-

whs-laws#model-whs-act 

 

https://www.safeworkaustralia.gov.au/doc/model-work-health-and-

safety-regulations 

 

 

Time for a Video 
 

Visit YouTube to watch the following videos on Work place Health 

and Safety: 

 

Work Place Health And Safety In Australia 

 

http://www.safeworkaustralia.gov.au/
https://www.safeworkaustralia.gov.au/law-and-regulation/model-whs-laws#model-whs-act
https://www.safeworkaustralia.gov.au/law-and-regulation/model-whs-laws#model-whs-act
https://www.safeworkaustralia.gov.au/doc/model-work-health-and-safety-regulations
https://www.safeworkaustralia.gov.au/doc/model-work-health-and-safety-regulations
http://www.youtube.com/watch?v=nygEiM5pAYQ
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What Is A ‘Business’ Or ‘Undertaking’?  

The WHS Act does not define a ‘business’ or ‘undertaking’. Whether a person conducts a business 

or undertaking is a question of fact to be determined in the circumstances of each case. (Safe Work 

Australia- Interpretive Guideline 2012) 

  

 

  

 

 

Businesses 

 

Enterprises usually conducted with a view to 

making a profit and have a degree of 

organisation, system and continuity  

 

Undertakings  

 

May have elements of organisation, systems, 

and possibly continuity, but are usually not 

profit-making or commercial in nature  

Reading Time 

 

Please take a moment to read the above documents 

relevant to your workplace located at  

https://www.safeworkaustralia.gov.au/ 

 

https://www.safeworkaustralia.gov.au/law-and-

regulation/model-whs-laws#model-whs-act 

 

https://www.safeworkaustralia.gov.au/resources-

publications/model-codes-of-practice 

 

https://www.safeworkaustralia.gov.au/
https://www.safeworkaustralia.gov.au/law-and-regulation/model-whs-laws#model-whs-act
https://www.safeworkaustralia.gov.au/law-and-regulation/model-whs-laws#model-whs-act
https://www.safeworkaustralia.gov.au/resources-publications/model-codes-of-practice
https://www.safeworkaustralia.gov.au/resources-publications/model-codes-of-practice
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Rights and Responsibilities 

Responsibilities of PCBU: 

Work, health and safety(WHS) requires a person conducting a business or undertaking (PCBU) to, 

so far as is reasonably practicable, ensure the health and safety of workers it engages, or workers 

whose work activities it influences or directs, while they are at work in that business. The PCBU must 

also ensure the health and safety of other persons, such as visitors, is not put at risk by the activities 

of the business. 

 

PCBU’s responsibilities include:  

• The work environment 

• The work systems  

• The building structure and site 

• All equipment 

• The substances/chemicals used- the storage and handling of 

chemicals 

• Providing PPE (personal protective equipment) to all workers 

• Ensuring adequate training, information, instruction and supervision for workers 

• Providing up to date information/policies and procedures 

• Upholding their duty of care: a business must use risk management to, so far as is reasonably 

practicable, ensure the health and safety of workers and other people exposed to your 

business operations 

 

Responsibilities of Workers 

Under WHS law, workers and other persons at a workplace, such as visitors; have duties and 

responsibilities. These include:  

• Taking reasonable care 

• Ensuring their acts or omissions do not adversely affect the health and safety of others 

• Complying to any reasonable instruction by their PCBU 

• Reporting dangerous practices that effect the welfare of work colleagues 

• Reporting any bullying, intimidation and or harassment by 

peers 

• Reporting any levels of stress and/or fatigue 

• Using PPE provided 
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• Acting within the centres/workplaces policies, procedures and guidelines 

• Completing and following up on risk assessment reports 

 

What Are the Duties of a Person Conducting A Business Or Undertaking (PCBU)? 

The duties of a PCBU are set out in the WHS Act. The objective of a PCBU is to ensure the health and 

safety of the workers, customers and visitors by eliminating or minimising (only where elimination is 

not possible) the risks in their work environment.    

 

What is Workers Compensations NT?  

NT Worksafe is the regulatory authority that is responsible for promoting productive, healthy and 

safe workplaces for workers and employers in NT https://worksafe.nt.gov.au/workers-compensation 

The workers' compensation scheme is legislated through the: 

• Return to Work Act 1986 

• Return to Work Regulations 1986 

The legislation establishes that the Northern Territory has a no fault workers' rehabilitation and 

compensation scheme. If a worker suffers an injury or disease in the course of employment they 

may be eligible for entitlements such as: 

• payment of medical and other reasonable expenses 

• weekly payments of income maintenance while away from work 

• rehabilitation services 

• assistance to return to work 

Additionally, if a work accident results in the death of a worker, the family of the worker may be 

entitled to a lump sum payment and / or income maintenance. 

Coronavirus (COVID-19) and workers' compensation 

NT WorkSafe acknowledges concerns raised in relation to the impact of the 2019 Coronavirus 

(COVID-19) on workers’ rehabilitation and compensation. We are currently giving careful 

consideration to the potential impacts pertaining to workers’ compensation and will closely monitor 

the situation and provide further updates for all stakeholders within the scheme as it becomes 

available. 

• Advice on Coronavirus COVID-19 

• Coronavirus COVID-19 Frequently asked questions 

• COVID-19 Vaccine 

Changes to the Return to Work Legislation 2020 

The Northern Territory Legislative Assembly has passed amendments to the Return to Work Act 

1986 and Return to Work Regulations 1986. 

https://worksafe.nt.gov.au/workers-compensation
https://legislation.nt.gov.au/Legislation/RETURN-TO-WORK-ACT-1986
https://legislation.nt.gov.au/Legislation/RETURN-TO-WORK-REGULATIONS-1986
https://worksafe.nt.gov.au/forms-and-resources/news-and-events/news/2020/advice-on-coronavirus-covid-19#rgworkerscomp
https://worksafe.nt.gov.au/workers-compensation/?a=806577
https://worksafe.nt.gov.au/workers-compensation/covid-19-vaccine
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This Act commenced on the 29th of July 2020, as fixed by Government Gazette. 

The Return to Work Legislation Amendment Act 2020 reversed a number of changes made to the 

legislation in 2015 and improves the operation of the NT Workers Compensation Scheme. 

Changes to the Return to Work Legislation 2020 

Information for businesses 

In the Northern Territory, workers' compensation insurance is compulsory for every employer who is 

not a self-insurer. Despite the best intentions, accidents can happen. As a business owner, you 

want to protect yourself - and your employees. 

Any business that employs or hires workers on a full-time, part-time or casual basis, under an oral or 

written contract of service or apprenticeship, must have workers' compensation insurance that 

covers all workers. 

If you are a director of a company, you are only covered if your company has taken out a 

workers' compensation policy with an approved insurer and your personal details and your 

remuneration have been disclosed to the insurer. 

If the business is owned by an individual or partnership (not a company), immediate family 

members of those individuals are only covered if their personal details and their remuneration are 

disclosed to the insurer at the time the person commences employment, when a policy is 

obtained or at the renewal of a policy. 

If a worker suffers a workplace injury or disease, the employers’ workers' compensation insurance 

policy may provide the injured worker with weekly benefits, medical and hospital expenses, 

rehabilitation services, certain personal items and a lump sum payment for permanent 

impairment on the basis set by the particular scheme. 

Only insurance companies approved by NT WorkSafe are able to sell employers in the Northern 

Territory a workers' compensation insurance policy. 

Insurance premiums are market driven and set by individual insurers based upon claims 

performance. 

If a worker suffers a workplace injury or disease, the NT WorkSafe 'workers' compensation claim 

form' is the only approved form for lodging a workers' compensation claim in the Northern 

Territory. 

Both the injured worker and the employer must complete the claim form by following the 

instructions included with the form. 

Breaches to WHS 
Under the Work Health and Safety Act 2011 (WHS Act) there are three categories of offences for 

breach of a health and safety duty which relate to the relative seriousness of the breach: 

• Category 1 offence – Reckless conduct 

• Category 2 offence – Failure to comply with health and safety duty (Category 2)  

• Category 3 offence – Failure to comply with health and safety duty (Category 3) 

https://nt.gov.au/__data/assets/pdf_file/0009/906453/g28.pdf
https://worksafe.nt.gov.au/workers-compensation/?a=796458
https://worksafe.nt.gov.au/workers-compensation/insurers
https://worksafe.nt.gov.au/forms-and-resources/forms/workers-compensation-claim-form
https://worksafe.nt.gov.au/forms-and-resources/forms/workers-compensation-claim-form
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• The level of severity and the conditions for determining which category of an offense can 

be found in the Act along with a guideline for consequences of such 

 

Consequences of being found guilty of a 

breach 

• Fines 

• Closure of business/undertaking until issue 

resolved 

• Loss of employment 

• Work improvement notices 

 

 

 

 

  

Territory WHS requirements  
 

Google the WHS requirements for the Northern Territory 
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Chapter 2 

 

Follow Safe Work Practices 

WHS requirements in Early Childhood Education and 

Care Services  

Before reading chapter 2 please take time to read ACECQA’s 

2021 Risk Assessment and Management tool. This is a new tool 

which outlines WHS requirements to children services. You will 

be using the templates from ACECQA  within your assessment 

and workplace.  

 

 

 

  
ACECQA Risk Management Tool  

 

https://www.acecqa.gov.au/media/32166 

 

 

Visit ACECQA’s website for a range of Risk Assessment 

templates: 

 

Risk Assessment and Management template- Excursions 

Risk Assessment and Management template- Transporting 

children 

Risk Assessment and Management template- indoor and 

outdoor environment safety checklist 

Risk Assessment and Management template- Learning 

Experiences plan – educators/teachers 

 

https://www.acecqa.gov.au/media/22736https://www.acecqa.

gov.au/media/22736 

 

https://www.acecqa.gov.au/media/32166
https://www.acecqa.gov.au/media/32166
https://www.acecqa.gov.au/media/22736
https://www.acecqa.gov.au/media/29841
https://www.acecqa.gov.au/media/29841
https://www.acecqa.gov.au/media/32156
https://www.acecqa.gov.au/media/32156
file:///C:/Users/CRA/Dropbox/2019%20CHC%20Training%20Package/2021%20Final%20Version/Chris%20completed%20proof%20reads%20Archived/Learning%20guides%20Version%202/Proofed/Risk%20assessment%20and%20management%20–%20Learning%20experience%20plan%20–%20Educators/Teachers
file:///C:/Users/CRA/Dropbox/2019%20CHC%20Training%20Package/2021%20Final%20Version/Chris%20completed%20proof%20reads%20Archived/Learning%20guides%20Version%202/Proofed/Risk%20assessment%20and%20management%20–%20Learning%20experience%20plan%20–%20Educators/Teachers
https://www.acecqa.gov.au/media/22736https:/www.acecqa.gov.au/media/22736
https://www.acecqa.gov.au/media/22736https:/www.acecqa.gov.au/media/22736
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Follow workplace policies and procedures for safe 

work practices  

Policies and Procedures 

Policies are documents that, in order for them to be 

effective, need to be tailored to meet the needs and 

address the issues of each service as an individual. For 

policies to be effective they need to be regularly 

reviewed and updated to ensure that they reflect upon 

current research and best practice. The regulations state 

that policies must be reviewed annually, or as new 

information, recommendations or guidelines are introduced. 

 

It is the responsibility of all workers to follow the WHS policies and procedures in the workplace. There 

are also policies and procedures in place that guide and support workers.  Services are required to 

develop and implement an alcohol and drug policy, return to work policy and procedure and 

worker’s compensation. Clear and relevant information regarding work health and safety matters 

are required to be available to all workers at work at all times in various ways and it is your 

responsibility to read and keep up to date. For example, via newsletters, noticeboards in staff rooms, 

memos and formally during staff meetings. 

  

 

 

 

 

 

 

The National Quality Standards state that 

‘the Regulatory Authority is notified of any 

relevant changes to the operation of the 

service, of serious incident and any 

complaints which allege a breach of 

legislation’. 

 

Reading Time 
Please read Quality Area 2 and Quality Area 7 of the 

National Quality Standards located at 

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

http://www.acecqa.gov.au/Childrens-health-and-safety
http://www.acecqa.gov.au/Leadership-and-service-management
http://www.acecqa.gov.au/
http://www.acecqa.gov.au/
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The NQS also states that ’Service practices are based on effectively documented policies and 

procedures that are available at the service and reviewed regularly’. It also lists a range of policies 

and procedures which need to be available to families. These are:   
• Health and safety policies and procedures, including delivery and collection of children  

• Excursions  

• Refusal of authorisation for a child to leave the service  

• Dealing with infectious disease  

• Dealing with medical conditions  

• Emergency and evacuation  

• Health and safety, which covers nutrition, food and beverages, dietary requirements: 

✓ Sun protection  

✓ Water safety  

✓ The administration of first aid  

✓ Incident, injury, trauma and illness  

A child-safe environment that includes: 

✓ Staffing policies and procedures, including: a code of conduct  

✓ Determining the responsible person present  

✓ The participation of volunteers and students  

✓ Relationships with children policies and procedures, including interactions with children  

✓ Service management policies and procedures, including governance and 

management of the service, and confidentiality of records  

✓ Enrolment and orientation  

✓ Payment of fees  

✓ Dealing with complaints 

 

It is every workers responsibility to ensure that they participate in work, health and safety policy and 

procedure reviews regularly with other staff and family and community members. Policies and 

procedures need to be written very clearly and outline an exact procedure to be followed. These 

may also outline whose responsibility it is to complete different tasks. 

 

 

 

 

 

 

 

 

Reading Time 

Please read information about policy and procedure development in the Education and 

Care Service National Regulations and the National Quality Standards  

 

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

 

https://esb.sa.gov.au/resources/policies-and-procedures-early-childhood-services
http://www.acecqa.gov.au/
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Here is a list of some of the policies and procedures that relate to WHS that early childhood and 

school age care services must have available to workers to ensure their health and safety in the 

workplace. 

     

• Work Health and Safety (WHS) policies and procedures 

• Hand washing procedure 

• Nappy change/toileting procedure 

• Health and hygiene: handling of bodily fluids  

• Children’s health and safety 

• Emergency Response Procedures and Lockdown Response Procedure 

• First Aid Policy 

• Workers’ Voluntary Vaccination Policy  

• Child Protection Policy 

• Workers’ Induction Procedures 

• Manual Handling Procedures 

• Alcohol and Drug Policy 

• Bullying and Harassment Policy 

• Smoking policy 

• WHS Housekeeping policy and procedures- Identify, report and eliminate or minimize 

hazards 

 

Risk management cycle 
The following graphic by ACECQA identifies the risk management cycle which starts by identifying 

potential hazards. 
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What Is A Hazard? 

‘A situation or thing that has the potential to harm the health, safety, welfare of people or a person 

at work’. 

Workplace hazards can be divided into a number of groups.  

For example:  

• Physical hazard: such as noise, lighting and electrical. 

• Chemical hazard: substances used or produced in a chemical process e.g. cleaning 

agents or spills of hazardous waste 
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• Ergonomic hazard:  equipment and facilities in relation to the human body e.g. height of 

equipment, manual handling techniques. 

• Psychological hazard: hazards that affect mental health such as bullying, stress and 

harassment. 

• Biological hazard: refers to the effects of living organisms such as viruses and bacteria e.g. 

infection, illness 

• External hazard: refers to pressure and stresses from outside the work environment but 

which may impact upon the work environment 

How to Find Hazards 

Inspect the workplace is a good place to start, take notice of your surroundings at work. Regularly 

walking around the workplace and observing how things are done can help you predict what 

could or might go wrong. Look at how people work, how equipment is used, what chemicals are 

around and what they are used for, what safe and unsafe work practices are happening as well as 

the state of general housekeeping. While you are doing this think about this question ‘Does the work 

environment allow me, as a worker, to carry out my work without risks to my health and safety?’ 

Hazards are not always obvious. Some hazards can affect health over a long period of time, such 

as poor manual handling techniques and constant twisting and turning, resulting in damage to 

backs and hips. Straight forward hazards can be eliminated on the spot e.g. spills and trip hazards. 

Below are examples of hazards that you may find in your work environment. 
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Potential Hazards 
in a Children 

Service

Temperature

Rubbish

/Waste

Slips/Falls/

Trips

Lifting e.g. 
Manual 

Handling

Stress and 
Fatigue

Biological 

e.g. Illness, 
Germs and 

Infection

Building and 
Equipment 

Ergonomics/ 
Lighting

Chemical

Environmental 
e.g. Weather

Noise
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Common Workplace Hazards Related to Early 

Childhood Services 

The most common hazards are: 

Biological causes such as infection, illness and disease are commonly spread through: 

• Airborne droplets from sneezing or coughing 

• Body fluids such as faecal, throat and nose discharge 

• Illness and infection 

Skin Contact 

• With blood and body fluids 

• With chemicals  

Ergonomics 

• Sitting or standing for long periods of time  

• Equipment that is not fit for the task, e.g. chairs that are too small 

• Manual Handling e.g. repetitive bending, turning, twisting and lifting 

• Slips e.g. slipping over on floor spills and wet floors such as bathrooms 

• Trips e.g. tripping over equipment on the floor 

Lifting – Hazardous Manual Tasks 

• Incorrect manual handling techniques 

• Repetitive lifting  

 

 Bullying and Harassment  

• Persistent ill treatment of an individual at work by 

one or more people 

• Threats, humiliation, stalking, sabotaging, insults, excluding colleagues and unreasonable 

expectations beyond duty statement etc.  

Chemicals  

• Allergic reactions  

• Burns 

• Flammability of substances 
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Stress  

 Stress and fatigue will be discussed in more detail in chapter 5 

Report Hazards to designated persons and record them according to workplace 

procedure  

Who is responsible for reporting hazards? 

Anyone who identifies a hazard is responsible for the reporting of that hazard to the nominated 

supervisor or Director. 

How to Report a Hazard 

As a worker it is your responsibility to follow the early childhood services policies and procedures for 

reporting the hazard.  

• Learn as much as we can about the hazard 

• Observe  

• Ask questions 

• Examine documentation in order to identify the 

extent of the risk and hazards 

• Talking to WHS Representatives or workplace 

superior/director 

• Liaising with others 

• Completing appropriate reports  

• Be realistic and use common sense! Assess the situation based on the facts and the situation at 

hand. Is it realistic for you to deal with the situation? E.g. If a cup of water has been spilt would 

you mop up the spill and display a ‘wet floor’ sign or cordon off and evacuate the area?  

• Ensure the health and safety of all involved and implement any immediate actions for this to 

occur e.g. Displaying wet floor signs, evacuating an area, removing faulty materials 

A hazard identification form is only required when the hazard cannot be eliminated immediately 

e.g. Wasp nest. 

 

See next page for an example of a Hazard Identification Form used by a centre: 
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Template: Example Hazard Identification Form 
Please report any potential risks or hazards using this form 

Name of person 

completing form 

 

 

Mandy Miller 

 

Date 

 

 

2.3.2020 

 

Signature  

 

Name of person 

identifying risk 

 

Mandy Miller 

 

Time 

1.35pm 

 

 

 

 

Date 

 

 

 

2.3.2020 

 

Person reporting risk  Participant     X Staff         visitor        other ________________________________ 

Nature of risk/hazard 

 

 

 

There is a wasp infestation under eaves outside the outdoor storeroom. When staff walk 

past to access the storeroom they may be stung by wasps. 

 

 
 
 

 

 

 

 

Investigation (WHS or Training Manager - trainers if urgent) 

Person Responsible for 

investigation 

 

Dili Marange Date 

Received 

 

 

2.3.2020 

Position Director Date 

Investigated 

 

2.3.2020 

Action taken to 

investigate the  hazard/ 

risk 

 

 
▪ Make staff aware of hazard, verbally, written notice in communication book and 

note in staff pigeon holes in staff room. 

▪ Area visited and examined from a safe distance to see the level of infestation 

▪ Area roped off to prevent anyone accessing the storeroom 

 

 
 

 

Outcome of Investigation 

Action taken Date Actioned Signature 

Area closed off until pest control arrives tomorrow to 

remove nest 

2.3.2021 0at 4pm  

Signage added to area around storeroom 2.3.2021 at 4.15pm  

Pest control agent contacted to remove/ exterminate 

nest after service is closed to workers, children and 

families 

2.3.2021 at 4.30 pm  

   

Further action  required X Yes                  No   

Details of further action required Date Actioned Signature 

 

Regular daily  inspections of the outdoor area for insect 

nests or infestations to be recorded on outdoor safety 

checklist before the service opens each day and signed 

off by staff 

3.3.2020  
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Was hazard/ risk recorded in non-conformance register?  

X Yes                  No 

 

Has this hazard caused an injury?  Yes                X No 

Has an Accident and injury report form been 

completed? 

 Yes                  No         X Not applicable 

 

 

Hazard identification provides us with information that MUST be recorded using 

• Internal Audit Information - Workplace Audit 

• Workplace Hazard Checklist 

 

Once you have completed your risk assessment then the hazard needs to be addressed in relation 

to the risk indicator scale. The report needs to be given directly to your supervisor and to your health 

and safety representative (HSR). You have a responsibility (duty of care) to eliminate or reduce the 

chance of harm to yourself or anyone else entering the environment. If you identify a hazard you 

need to determine the best course of action and seek guidance and advice from your 

representative.  

Each workplace is required to have policies, procedures and guidelines for workers to follow to 

ensure the health, safety and wellbeing of all entering their work environment. 

Documentation/ Reporting Hazards in a Childcare Centre or Service 

When reporting hazards, it is important to use 

common sense and if it’s not a serious hazard then 

try rectifying it yourself. Remember it all depends on 

the hazard! For example, re-positioning equipment 

in the storeroom to ensure that it will remain on the 

shelf safely or cleaning up water spills as they occur, 

ensuring water play is on the grass rather than a 

slippery surface such as tiles.  

 

Reporting hazards within the environment is a protection method that will help in providing a safe 

workplace for all. There should always be a risk assessment form available for workers to be able to 

clearly identify risks. When you complete the risk assessment form, you then give this to your 

supervisor, and they are used by management to rectify risks and ensure an ongoing safe 

environment for everyone. 
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If you are the designated person to which risks need to be reported it is up to you to notify the 

Nominated/Certified Supervisor as well as the owner and take all practical solutions to 

eliminate/minimise and address the risk or hazard. This is your duty of care. 

 

For example, if a small amount of water had been spilt on the floor, you could dry the floor and 

display a wet floor sign. If however, the tap in the bathroom was continually leaking water onto the 

floor you would need to section off the area and call a plumber. If the leak became worse you may 

need to turn off the water at the mains, call a plumber and depending on how long it will take the 

plumber to arrive and repair the leak then the children may have to be evacuated from the centre 

as toilet and hand washing facilities would no longer be available.   

 

It is the reporter’s responsibility to complete relevant reports and pass them onto the relevant 

person. It is then that person’s duty to determine the best course of action. Once this is determined 

Managing 
Risk 

1. Identify 

Workplace

Hazard

2. Assesses level 
of risks 

3. Identify 
designated 

persons to whom 
hazard is 
reported

4. Report hazard 
to designated 

person

5. Follow 
workplace 

procedures as 
instructed for 

assessing 
controlling risks

6. Where possible 
follow 

procedures to 
deal with hazard, 

incidents and 
emergencies
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they need to communicate with all staff and people involved. People involved may include staff, 

emergency services personnel, licensed professionals e.g. electricians, plumbers and/or families. 

The National Quality Standards state that “the Regulatory Authority is notified of any relevant 

changes to the operation of the service, of serious incident and any complaints which allege a 

breach of legislation”. If your supervisor does not act to rectify the hazard remind them of their 

obligation, ensure the hazard identification form is completed accurately, and notify the regulatory 

authority in your state or territory.   
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What Is A Risk Assessment? 
Below is a copy of a risk assessment grid.  This grid is used to determine the level of severity of harm, 

injury and illness. As a worker you may be asked to participate in a risk assessment because you as 

a worker would have a greater understanding of hazards in your work role. 

Example: ACECQA WHS Risk Matrix 

 
 

 

When using the risk matrix you need to consider the likelihood of an incident and then the severity 

of the consequence if the incident occurred. The incident is then given a ranking indicating the 

severity of the hazard, the higher the ranking, the higher the risk. 

 

A risk assessment involves making decisions about probability and consequences of identified 

hazards. 

 

Risk assessment involves determining the level of risk associated with each task so that the actions 

to control the risk can be prioritised.  

The method of assessing risk involves considering the likelihood and consequences of an incident 

occurring.  

  

Risk Matrix 

C
o

n
se

q
u

en
ce

s 

Likelihood 

 Rare Unlikely Possible Likely Almost Certain 

Major Moderate High High Critical Critical 

Significant Moderate Moderate High High Critical 

Moderate Low Moderate Moderate High High 

Minor Very low Low Moderate Moderate Moderate 

Insignificant Very low Very low Low Moderate Moderate 
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Likelihood 

You can estimate the likelihood of an incident occurring if 

you consider the following aspects:  

• How often the action is undertaken.  

• The number of people performing the same or a 

similar action. 

• the duration of time for which the action is performed. 

• Distractions. 

• The environment. 

• The availability and use of equipment. 

• The capacity and characteristics of the people in the environment. 

• The characteristics of the child 

Consequences 

To be able to estimate the consequences of an incident, the severity of a potential injury or illness 

that could result from performing a task can be considered.  

The grid below can be used to help prioritise the risks. 

  

Helpful Websites 
 

Visit ACECQA’s website for a range of Risk Assessment 

templates: 

 

Risk Assessment and Management template- Excursions 

Risk Assessment and Management template- Transporting 

children 

Risk Assessment and Management template- indoor and 

outdoor environment safety checklist 

Risk Assessment and Management template- Learning 

Experiences plan – educators/teachers 

 

https://www.acecqa.gov.au/media/22736https://www.acecqa.

gov.au/media/22736 

 

 

 

 

https://www.acecqa.gov.au/media/22736
https://www.acecqa.gov.au/media/29841
https://www.acecqa.gov.au/media/29841
https://www.acecqa.gov.au/media/32156
https://www.acecqa.gov.au/media/32156
file:///C:/Users/CRA/Dropbox/2019%20CHC%20Training%20Package/2021%20Final%20Version/Chris%20completed%20proof%20reads%20Archived/Learning%20guides%20Version%202/Proofed/Risk%20assessment%20and%20management%20–%20Learning%20experience%20plan%20–%20Educators/Teachers
file:///C:/Users/CRA/Dropbox/2019%20CHC%20Training%20Package/2021%20Final%20Version/Chris%20completed%20proof%20reads%20Archived/Learning%20guides%20Version%202/Proofed/Risk%20assessment%20and%20management%20–%20Learning%20experience%20plan%20–%20Educators/Teachers
https://www.acecqa.gov.au/media/22736https:/www.acecqa.gov.au/media/22736
https://www.acecqa.gov.au/media/22736https:/www.acecqa.gov.au/media/22736
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How to use the matrix to find the risk rating 

You can identify the risk rating by moving across the top of the matrix and down to the likely hood. 

Please see video below. 

 

 

 

 

 

 

 

What are control measures?  

Control measures are the actions you can put in place to minimise or eliminate the hazard.  

 

Below are some examples from ACECQA of control measures which are referred to as Hierarchy of control 

measures.  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Videos  

 

Check out our quick video on how to read and use the matrix 

How to use the matrix? 

 

This is a general video which explains what a matrix is  

Risk and How to use a risk Matrix 

 

https://vimeo.com/623955731
https://www.google.com/search?q=how+to+use+a+risk+matrix+australia&rlz=1C1GGRV_enAU751AU751&oq=how+to+use+a+risk+matrix+australia+&aqs=chrome..69i57j33i160.8802j0j15&sourceid=chrome&ie=UTF-8#kpvalbx=_2L1bYaGGJYWX4-EPyPab2Aw30
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Using a Risk assessment table  

Below we have adapted ACECQA’s Risk management table to include a WHS risk rating using the 

Risk Matrix. Have a look at the example of a hazard and how to use.  

 

 

Risk Assessment Template 
Consequence: Major (Fatality); Significant (Serious Injury/Illness); Moderate (Medical treatment); 

Minor (First Aid;) Insignificant (No injury/illness) 

Likelihood: Rare; Unlikely; Possible; Likely; Almost Certain 

Risk Rating: Very Low (VL); Low (L); Moderate (M); High (H); Critical (C) 

 

 

 

Adapted from ACECQA (2021)  

 

 

 

 

 

 

Risk Assessment 

Area of 

Hazard/ 

Activity 

Hazard 

Identified 

Risk Assessment 

(use matrix) 

Control Measures/ 

Hierarchy of Control 

Level 1: Elimination 

Level 2: Substitution/ 

Isolation/Engineering 

Level 3: 

Administrative/ 

Personal Protective 

Equipment  

Who When 

L
ik

e
li
h
o
o
d
  

C
o
n
s
e
q
u
e
n
c
e
  

 

R
is

k
 R

a
ti

n
g
  

 

Lego  Toddlers 

choking on 

Lego 

brought 

from home 

Possible  Major High Level 1: Toddler do not 

have access to Lego  

Families of Pre-schoolers 

asked not to bring Lego 

from home into toddler 

room in the morning 

Level 2: Substitution 

Duplo 

All 

educators  

Morning 

safety 

check and 

afternoon 

between 

rooms 
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Chapter 3 

Infection Control  

Cleaning and Infection Control 

To minimise the risk of infection and contagious disease, 

services must take extra precautions to ensure all areas in 

an Early Childhood Service is cleaning thoroughly and on 

a regular basis. A variety of equipment is used in cleaning 

a centre. This includes, although is not limited to, buckets, 

mops, brooms, colour coded cloths, cleaning solutions 

and importantly, gloves. 

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 

 

 

 
 

Educators and staff must respond to incidences of illness or spills, promptly and with respect to the 

ill child. Staying Healthy Preventing Infectious Diseases in Early Childhood Education and Care, 

provides services with information on how to handle incidences of illness to reduce the spread of 

the illness.  

 

Educators must ensure that they act promptly to incidences of illness to reduce the risk of infection.  

Educators must ensure that they  

• Comfort the ill child  

• Exclude the ill child from other children  

• Notify parents/caregivers of illness  

• Parents/caregivers collect child and are notify of exclusion periods 

• Educators thoroughly clean play spaces  

The following information discusses the principles of infection control.  

Reading Time 
 

Staying Healthy: Preventing Infectious Diseases In Early Childhood 

Education And Care Services (5thed) 

 

https://nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases
https://nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases
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Principles of Infection Control 

The following information has been taken from Staying 

Healthy: Preventing Infectious Diseases in Early 

Childhood Education and Care 

Cause of infection  

Microscopic living things (known as germs) are all 

around us. Some of these germs can cause disease in people, other animals or plants. There are 

four major types of germs: bacteria, viruses, fungi and protozoa. More information of these four 

major types of germs can be found in Staying Healthy. 

How infections are spread  

The chain of infection refers to the way in which germs 

spread. All the steps in the chain need to occur for 

germs to spread from one person to another. By 

breaking the chain, you can prevent and control 

infections. It is important to remember that the chain 

can be broken at any stage 

The three steps in the chain of infection  

1. The germ has a source.  

2. The germ spreads from the source.  

3. The germ infects another person.  

can break the chain of infection at any stage. 

 

The way in which a germ spreads is known as its mode of transmission. The modes of transmission 

that are most likely to affect education and care services are described below. 

• Coughing or sneezing (droplets which can spread the infectious disease) 

• Breathing contaminated air (This is classified as airborne as your breathe contaminated air)  

• Direct Contact (Contact transmission) 

• Animals  

• Food – (transmitted within food/touching food) 
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Methods used to prevent infection  

The most important ways to break the chain of infection and stop the spread of diseases are: 

• Effective hand hygiene  

• Exclusion of ill children, educators and other staff 

• Immunisation.  

Other strategies to prevent infection include:  

• Cough and sneeze etiquette  

• Appropriate use of gloves  

• Effective environmental cleaning. 

Handwashing Hygiene  

Hand hygiene is one very effective way to control the spread of infection. Hand hygiene is a general 

term that refers to washing hands with soap and water or 

using an alcohol based hand rub. Please refer to Chapter 1 

where we discussed the correct steps for handwashing. 

PPE  

PPE refers to personal protective equipment and in 

regard to illness is used to minimise the spread of 

infectious disease. Fully PPE is generally seen in hospitals and is used for highly contagious or deadly 

diseases.  

In Early Education PPE can refer to the use of 

• Face masks  

• Gloves  

• Goggles 

• Safety Shoes  

• Gowns  
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Immunisation  

Immunisation is a reliable way to prevent some 

infections. Immunisation works by giving a person a 

vaccine—often a dead or modified version of the 

germ—against a particular disease. This makes the 

person’s immune system respond in a similar way to 

how it would respond if they actually had the 

disease, but with less severe symptoms. If the person 

comes in contact with that germ in the future, their 

immune system can rapidly respond and prevent 

the person becoming ill. 

 

 

 

Responding to spill of bodily fluid  

Accidental spills of bodily fluids include 

• Blood 

• Vomit 

• Urine 

• Faeces 

• Nasal Discharge  

 

Spills of bodily fluids require prompt management of removing the spilled substance, cleaning and 

disinfecting the area and reducing the potential risks to children and educators. If spills do occur 

educators must ensure, they avoid direct contact with the body fluid. Educators must first protect 

themselves and make sure that any cuts or abrasions on hands are covered with waterproof 

dressing and gloves are worn. 

 

Reading Time 

Please read Staying Healthy Preventing Infectious Diseases in Early 

Childhood Education and Care for more detail on how to clean up 

bodily fluids in Early Education and Care  

Pg. 48 

https://www.nhmrc.gov.au/sites/default/files/documents/reports/clinic

al%20guidelines/ch55-staying-healthy.pdf 

 

https://www.nhmrc.gov.au/sites/default/files/documents/reports/clinical%20guidelines/ch55-staying-healthy.pdf
https://www.nhmrc.gov.au/sites/default/files/documents/reports/clinical%20guidelines/ch55-staying-healthy.pdf
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Spill kits should be readily available for educators and should 

include  

• Disposable gloves 

• Paper towel 

• Disposable cloths or sponge 

• Detergent 

• Disposable scraper and pan to scoop 

• Bleach (sodium hypochlorite)  

• Bucket with water available 

• Mop and bucket – designated for bodily fluids and only used once before washing.  

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.  

 

The Australian Government has brought in guidelines to help Early Childhood Education and Care 

Services. These guidelines can differ depending on which State or Territory you reside in but have 

all been developed to prevent and manage and outbreak our Covid-19. An increase in hygiene 

practices and social distancing within services, are encouraged to prevent the spread.  

 

The follow information and actions, assist ECEC services in preparing, preventing and managing a 

potential outbreak. These are just a few examples of what may have been implemented. More 

information can be found on your relevant Government Website.  

 

• All services policies and procedures regarding dealing with infection diseases and illnesses must 

be reviewed (Regulation 85, 88 and 168). Staying Healthy – Preventing infection diseases in early 

childhood education and care services, must be referred too when updating.  

• Educators and staff must be update on these reviewed policies and procedures and ensured 

that are followed throughout the whole centre.  

• Any staff or 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). 

http://www.dubuque.k12.ia.us/Prescott/Handwash/images/Step1WarmWater_jpg.jpg
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• Implement social distancing. Encourage staff to keep distance from others if possible. Children 

are encouraged to keep distance if possible (spacing of seats at lunch) 

• Minimise incursions to only essential personnel E.g.  NDIS, Allied Health 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. Place used tissues in bins  

• Do not share food or drink 

• Avoid touching your eyes, nose or mouth 

• Display health and hygiene materials from your relevant Government. E.g. Hand-washing 

poster form NSW Government in bathrooms. 

• Temperature checks have been implemented at some centres, however, are not essential 

 

Safe Work Australia has introduced Risk Assessment for Early Childhood Education to assist in the 

prevention of Covid-19. Risk management is a proactive process and involves continuous 

improvement to assist in their hazard and its associated risks.  

A risk assessment has been developed to consider the steps if someone if exposed to a hazard 

(Example – COVID-19). The risk assessment can assist in determining  

• How severe the risk could be? 

• What existing control measuring are effective?  

• What action can and should be taken to control the risk?  

• How urgently the action should be undertaken? 
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Below is an example from Safe Work Australia of a template for a Covid-19 risk assessment that can 

be used in Early Education and Care 

 

 

 

 

 

 

 

 

 

 

Helpful Websites 
 

Please follow the link for information on Covid-19 from SafeWork Australia  

 

https://www.safeworkaustralia.gov.au/covid-19-information-

workplaces/industry-information/early-childhood-education/risk-

assessment#heading--1--tab-toc-when_should_i_do_a_risk_assessment? 

 

 

 

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.safeworkaustralia.gov.au%2Fsites%2Fdefault%2Ffiles%2F2020-04%2FCOVID-19-Risk-Register.docx&wdOrigin=BROWSELINK
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/early-childhood-education/risk-assessment#heading--1--tab-toc-when_should_i_do_a_risk_assessment
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/early-childhood-education/risk-assessment#heading--1--tab-toc-when_should_i_do_a_risk_assessment
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/early-childhood-education/risk-assessment#heading--1--tab-toc-when_should_i_do_a_risk_assessment
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Safe Disposal of Sharps  
In Early Education and Care Services you may come across some children who may require 

injections for certain medical conditions. It is important that educators who are performing these 

duties, have completed all of the necessary training and are certified to 

be performing this task. 

 

Example – Some children in Early Education and Care Services may be 

required to have daily injections for epilepsy. Educators who are going 

to be responsible for giving these injections must be trained by a 

registered nurse on how to administer them correctly and undergo 

regular training.  

Any sharps must be disposed off correctly in an Australia Standard Sharps 

container. Sharps containers should also be used to dispose of any used 

EpiPen’s for children who have anaphylaxis.  

 

 

  

Helpful Websites 
 

Please follow the link for information  

http://www.epilepsyaustralia.net/epilepsy-training/ 

 

https://www1.health.gov.au/internet/publications/publishing.nsf

/Content/illicit-pubs-needle-audit-review-toc~illicit-pubs-needle-

audit-review-lit~illicit-pubs-needle-audit-review-lit-cur 

 

https://diabetesnsw.com.au/helpful-resources/resources/sharps-

disposal/ 

 

 

 

http://www.epilepsyaustralia.net/epilepsy-training/
https://www1.health.gov.au/internet/publications/publishing.nsf/Content/illicit-pubs-needle-audit-review-toc~illicit-pubs-needle-audit-review-lit~illicit-pubs-needle-audit-review-lit-cur
https://www1.health.gov.au/internet/publications/publishing.nsf/Content/illicit-pubs-needle-audit-review-toc~illicit-pubs-needle-audit-review-lit~illicit-pubs-needle-audit-review-lit-cur
https://www1.health.gov.au/internet/publications/publishing.nsf/Content/illicit-pubs-needle-audit-review-toc~illicit-pubs-needle-audit-review-lit~illicit-pubs-needle-audit-review-lit-cur
https://diabetesnsw.com.au/helpful-resources/resources/sharps-disposal/
https://diabetesnsw.com.au/helpful-resources/resources/sharps-disposal/
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Chapter 4 

Implement Safe Work Practices 

 

Identify and implement WHS procedures and work instructions 

As mentioned in Chapter 2, in Early Education and Care we have multiple policies and procedures 

relating to Workplace Health and Safety that all educators and staff must adhere to on a daily basis. 

These are extremely important for the health and wellbeing of all children, educators, staff and 

families that enter the centre.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your Turn! 
 

Identify one policy/procedure relating to Workplace Health and 

Safety (WHS), that you must follow. 

 

What are the work instructions of this policy?  

What must you follow to ensure WHS? 
 

Compare your ideas  
 

Here are some links to policies and procedures from Early Education 

Centres, relating to WHS 

http://www.aspleyeastkindy.com.au/uploads/2/9/1/8/29189361/aspley_east_workplace_he

alth_and_safety_policy__procedures_manual_0.pdf 

 

https://recc.com.au/testing15/wp-content/uploads/2017/10/RECC-MANUAL-HANDLING-

POLICY-July-2015.pdf 

 

https://www.goodstart.org.au/getattachment/Policies-and-procedures/BM10-Workplace-

Health-and-Safety-POLICY_2.pdf.aspx 

 

 

 

http://www.aspleyeastkindy.com.au/uploads/2/9/1/8/29189361/aspley_east_workplace_health_and_safety_policy__procedures_manual_0.pdf
http://www.aspleyeastkindy.com.au/uploads/2/9/1/8/29189361/aspley_east_workplace_health_and_safety_policy__procedures_manual_0.pdf
https://recc.com.au/testing15/wp-content/uploads/2017/10/RECC-MANUAL-HANDLING-POLICY-July-2015.pdf
https://recc.com.au/testing15/wp-content/uploads/2017/10/RECC-MANUAL-HANDLING-POLICY-July-2015.pdf
https://www.goodstart.org.au/getattachment/Policies-and-procedures/BM10-Workplace-Health-and-Safety-POLICY_2.pdf.aspx
https://www.goodstart.org.au/getattachment/Policies-and-procedures/BM10-Workplace-Health-and-Safety-POLICY_2.pdf.aspx
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Below are some examples of daily practices educators follow to ensure Workplace Health and 

Safety and implement daily. 

 

Safety Checklists 

 

 

 

 

 

 

 

 

A useful tool to ensure that your centre is ‘safe’ for children and families to enter is known as a safety 

checklist. This checklist guides staff through different areas of the premises to ensure each area is 

free from risks and hazards. Each centres checklist should be slightly different as the environment 

and equipment for each will vary. An example of items these may include is provided following: 
 

 

Safety checklists form a guide to assist less experienced staff 

or to act as a reminder for areas to be mindful of and daily 

completion of safety checklists encourage you to develop 

best practice habits. The environment and items within it 

change over time and it is important to observe any 

changes. Items and equipment deteriorate so we need to 

check before use that they are still safe and will not cause 

harm.  

 

 

Helpful Websites 
 

Please follow the link ACECQA Indoor and outdoor Templates.  

 

https://www.acecqa.gov.au/media/32156 

 

 

 

 

https://www.acecqa.gov.au/media/32156


 

 

 

 

Children’s Activities 

There are some activities which carry more risk than 

others. As an educator you do not need to undertake 

a risk assessment on all activities. Only those which 

may provide an additional risk such as: 

• Water play 

• Woodwork 

• Cooking 

• Gardening/compost  

 

ACECQA have provided some reflective questions in their Risk Assessment and 

Management Tool in relation to the physical environment and areas of practice.  

 

  
Helpful Websites 

 

Read the reflective questions related to areas of practice and 

the physical environment in the ACECQA Risk Assessment and 

Management Tool.  

 

https://www.acecqa.gov.au/media/32166 

 

 

 

ACECEQA Learning Experiences Plan  

 

https://www.acecqa.gov.au/media/32161 

 

 

 

 

 

https://www.acecqa.gov.au/media/32166
https://www.acecqa.gov.au/media/32161
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General hazards 

As well as day to day hazards, we also need are 

also concerned with those in the wider 

environment which we may have a more limited 

control over. These include drainage, parking, 

surrounding businesses. Also, things like the height 

of fences (min height of 1.2 metres required), 

adequate soft fall and appropriate floor space 

for to accommodate the number of children in 

your care.  

 

When examining our environments, as well as the safety aspects we need to ensure that 

our environments meet the children’s needs. Have a look at the questions below which 

may help you evaluate your environment and ask yourself: 

• Is there a balance between active and passive areas and activities? 

• Does the environment allow for the development of each category of play? 

• Is there adequate supervision to cover the whole environment and the number 

and type of activities offered? 

• Are there a range of textures to explore? 

• Are all the dimensions of play included? 

• Is the environment stimulating? 

• Does the environment encourage exploration and independence? 

• Is there appropriate shade and shelter? 

• Is each area easy to access? 

 

Any equipment, furniture or item that is added to the environment or require moving, 

removing or relocating need to be done after consultation and planning has occurred. 

For example, lifting and moving a table, opening side gates to receive a load of sand to 

refill the sand pit. 
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Signage 

Safety is crucial when working in early childhood, but it isn’t just the children we need to 

keep safe. As workers we, and anyone entering our centre, needs to be aware of any 

areas which may have been identified as risks and the strategies put in place to minimise 

these. Signs are a great way to communicate with everyone as they provide clear 

information.   

 

Some WHS signs frequently used in childcare include: 

• Wet floor signs 

• Fire extinguisher locations 

• Personal Protective Equipment (PPE) required e.g. wearing gloves 

• Where poisons are stored 

  

Fire extinguishers located here 

  

Danger: Poisons are stored here 

  

Caution: The floor is slippery when 

wet 

  

Caution: Wear gloves in this area or 

to perform a task e.g. nappy 

changing, first aid 
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Other signage that can be displayed includes: 

• Emergency evacuation maps and guides 

• Where first aid kits are located 

• Sign in 

• Show Vaccination 

• Entry and exits signs to the building 

•  reminders to families on arrival and departure e.g., Signing children in and out 

each day 

• A visitors register 

• Manual handling procedures e.g., Safe lifting 

• Infection control e.g., Hand washing procedures, nappy change and toileting 

procedures 

Material Safety Data Sheets (MSDS) 

Material safety data sheets have information regarding the nature of chemicals in the 

work environment including; how to read the labels on chemical bottles and containers;  

how to store chemicals and first aid action to be taken if there is a spill  and/or contact 

with skin, eyes and inhalation or ingestion. 

If chemicals are decanted into containers or plastic bottles with lids for use by workers, 

labels are required to be added to the containers or bottles to advise workers of: 

 

• The name of the chemical or substance stored in the bottle or container  

• The contents of the bottle/container 

• Where the bottle or chemical needs to be stored to be out of reach of children. 

 

  

 

Caution: Biohazard, needle sharps 

are contained here. 
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Sun Safety  

Early childhood education centres have policies 

which relate to clothing requirements to protect 

children within their care. Some policies that 

relate to clothing are: 

 

• Sun safety – which requires children to have 

sleeves on their clothing to protect their skin 

from UV exposure, use of sunscreen, 

wearing of wide brim hats etc. 

• Health and safety - most centres have a 

policy relating to the clothing and footwear a child should wear at the centre to 

ensure that the risks to the child are minimised. For example, at many children’s 

services it is not considered appropriate for children to wear singlets, as they are 

non-sun-safe. 

• Appropriate clothing – some centres provide children with or require children to 

wear a specific uniform. Remember if it is written in the policies that families sign to 

abide by on enrolment then it must be followed. Consideration also needs to be 

given to the practicality of clothing and educators may choose to discuss this with 

families should the need arise. 

• Children’s skin is particularly vulnerable to the harmful effects of the sun. Every 

children’s service is required to have a Sun Safety Policy outlining the actions the 

centre will take to protect children exposure to UV rays. 

• Many centres chose to comply with the guidelines set out by the Cancer Council of 

Australia to have their centre labelled as a “Sun Safe Centre”. The Cancer Council 

provides advice on sun protection for 

children as well as sample policies. 

Centres sun safe policies should 

encourage all educators and children to 

wear shirts with sleeves, wear sun 

protection when outdoors e.g. apply 30 + 

sunscreen, wear a wide brimmed hat 

and limit the times of outdoor play to 

times when the UV index is low.  
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Accessing the website below will give you access to the daily weather as well as 

providing you what hours sun protection is needed and the UV index. You can also find 

copies of sample sun safe policies and information for educating children from childcare 

to primary and OSHC.  

 

 

 

 

  

 

 

  

Helpful Websites 
 

Please access these websites for information on reducing risks, 

shade and sun smart strategies located at 
 

www.cancercouncil.com.au  

 

http://www.cancercouncil.com.au/
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Identify and report incidents and injuries to designated persons according 

to workplace procedure 

Responding to An Incident/accident/Injury 

There are many forms of incidents and injuries that could occur in an Early Education 

Service and they differ in severity 

Child falling down and grazing knee 

Educator tripping and hitting a piece of 

furniture, splitting their chin  

Child being bitten by another child and 

breaking the skin 

Educator being hit in the face with a plastic 

shovel and resulting in their had splitting  

Child being scratched by another child  

Parent/Caregiver tripping and landing awkwardly on their back  

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 injury, it is important to ensure that the person 

performing first aid, has the relevant and in-date qualifications. Educators should refer to 

their services policies and procedures on performing first aid.  

 

Notifying designated person about an incident/injury  

All incidents and Injuries must be reported to the Nominated Supervisor or Responsible 

person (if NS is absent). Depending on the cause and nature of the incident/injury, your 

centre’s identified Workplace Health and Safety officer or Health and Safety 

Representative may be notified, if the injury was a result of a hazard at the centre.  

 

If the injury/incident was a result of a hazard, then a Hazard Identification Form must be 

completed (please see in above chapter). This form will then be given directly to your 

supervisor and to your health and safety representative (HSR).  
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Each workplace is required to have policies, procedures and guidelines for workers to 

follow to ensure the health, safety and wellbeing of all entering their work environment. 

Different types of reporting documents for an incident/injury may include: 

• Hazard Identification Form 

• Risk Assessment  

• incidences, injuries, trauma or illness Form 

• Notification of serious accident Form 

 

Reporting  

It is a requirement for all regulated children services to report any incident involving 

serious illness or injury of a child to the Australian Education and Care Quality Authority. 

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

circumstance arising at the service that poses a risk to the 

health, safety or wellbeing of a child (Regulation 

175(2)(c), Regulation 176(2)(c)) within 24 hours. 

 

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).  
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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. 

 

 

Take action to maintain safe housekeeping practices in own work area 

 

 

Facilities and Housekeeping  

An untidy workplace can cause injuries in particular, injuries resulting from slips and trips,  

therefore, good housekeeping practices are essential for all workplaces. For example: 

• Spills on floors should be cleaned up immediately 

• Walkways should be kept clear of obstructions 

• Work materials should be neatly stored 

• Any waste should be regularly removed. 

 

Helpful Websites 
ACECQA Incident, Injury, Trauma and Illness Record 

 

 https://www.acecqa.gov.au/sites/default/files/2021-

03/Incident_injury_trauma_and_ilness_record_interactive_final.pdf 

 

 

https://www.acecqa.gov.au/sites/default/files/2021-03/Incident_injury_trauma_and_ilness_record_interactive_final.pdf
https://www.acecqa.gov.au/sites/default/files/2021-03/Incident_injury_trauma_and_ilness_record_interactive_final.pdf
https://www.acecqa.gov.au/sites/default/files/2021-03/Incident_injury_trauma_and_ilness_record_interactive_final.pdf
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It is much easier to keep the service clean and tidy if it is well laid out with sufficient space 

for storage and for the movement of educators, workers, children and other adults in the 

service. 

 

Participating in training for all workers in good housekeeping procedures and their co-

operation with the policies and procedures for 

housekeeping is necessary to keep the workplace tidy. 

 

Suitable containers for waste such as bins for food 

waste and recyclable bins should be conveniently 

located and regularly emptied.  

 

All facilities in an early childhood and school age care 

service should be clean, safe, accessible and in good working order. Consumable items, 

including soap and toilet paper, should be replenished regularly. Equipment and 

furniture such as toasters, fridges, lockers or seating should be maintained in good 

working order. 

The cleaning schedule of facilities such as eating areas, staff rooms, offices, kitchens, 

toilets, hand basins and bathrooms should take into account the type of work performed 

and the service; the likelihood of contamination and the number of workers using them.  

All services and facilities should be cleaned regularly, usually on a daily or weekly basis.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Reading Time 

Please read about safe housekeeping as it relates to WHS in 

Managing the work environment and facilities: Code of Practice 

Located at 

https://www.safework.nsw.gov.au/search?query=Managing+the+wor

k+environment+and+facilities%3A+Code+of+Practice 

 

https://www.safework.nsw.gov.au/search?query=safe+housekeeping 

  

https://www.safework.nsw.gov.au/search?query=Managing+the+work+environment+and+facilities%3A+Code+of+Practice
https://www.safework.nsw.gov.au/search?query=Managing+the+work+environment+and+facilities%3A+Code+of+Practice
https://www.safework.nsw.gov.au/search?query=safe+housekeeping
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Chapter 4 

Contribute to safe work practices in the 

workplace 

Raise WHS issues with designated persons according to organisational 

procedures 

In the previous chapters we discussed policies which 

centres are required by ACECQA to have and 

maintain as well as the procedure for recording and 

reporting hazards which will assist you to understand 

your role in terms of work health and safety (WHS) 

 

As an educator you are required to identify, 

report/document and eliminate (where possible) or minimise the hazard. Depending on 

the number of staff employed by a centre, you may have a WHS Representative (Work 

Health and Safety) and/or this may be the responsibility of the nominated supervisor. You 

also have a duty of care to ensure that the risk assessment form you have completed is 

followed up on and the hazard eliminated, or appropriate precautions implemented to 

prevent harm. 

Participate in workplace safety meetings, inspections and consultative 

activities  

As an educator you have a responsibility for the health and safety of the children in your 

care. You also have the responsibility to identify and report any hazards that may have 

the potential to cause injury to children, staff, families and community members.  

To be able to identify workplace risks and hazards, you must first have the training in what 

workplace risks and hazards look like.  

 

Educators have the responsible to actively participate in workplace safety meetings, 

inspections and consultative activities.  
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Safety Checklists – Inspection  

As mentioned above in Chapter 3, Safety 

Checklists are an effective way for educators 

to undertake inspections of the workplace 

environments to reduce the risk of any hazards 

for children, staff and families. 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 at ‘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.  

 

Safety checklist can include checking that: 

• 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 

 

Following Up from Findings of Safety Checklists 

If an educator undertaking a safety checklist identifies a risk or hazard, they have a duty 

of care to act upon this. If the risk identified is easily repairable then they should act to 

rectify the situation immediately- if not they must conduct a risk assessment to determine 

the impact that such risk may have upon anyone entering the centre. If the risk is a major 

hazard, then appropriate action must be taken – this may mean not opening the centre 

until appropriate action has been taken to address the risk. For example, if the educator 

conducting the safety checklist identified that a power point cover was missing, they 

would document this on the checklist and comment that a replacement was found 

therefore eliminating the hazard. If however the educator noted that the toilets were not 
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working then appropriate documentation would be completed and the centre would 

not be able to operate until the problem had been rectified.  

 

Contributing at staff meetings 

Best practice recommends that WHS is included in 

every staff meeting to ensure awareness for all 

workers and identify any hazards. 

As a worker it is your responsibility to contribute to 

these meetings. This could include: 

• Attending 

• Contributing verbally 

• Discuss any risks observed and assisting to review any risks which have 

occurred.  

• Recommending changes to policy 

 

Staff meetings are a wonderful way to get educators talking about Workplace Health 

and Safety and to assist in developing skills to recognise potential hazards.  

Hazardous Manual Tasks – Safe Lifting  

Educators must ensure that they keep their backs and bodies protected. Due to the 

physical nature of Early Education, educators must ensure that they following correct 

lifting techniques, particularly for babies and toddlers.  

An example of WHS in Early Education that could be discussed at a staff meeting 

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. 

 

In a staff meeting reflection questions could include: 

“Can you show me how to safety pick up a baby?” 

“Can you explain the steps in picking up a heavy piece of furniture?” 
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How to safely pick up and hold babies and toddlers of different ages  

 

It is important to provide support to babies and 

toddlers when picking them up and holding 

them. The amount of assistance a baby may 

need with neck support all depends on their 

cepholaudal development. Cephalocaudal 

development refers to the general pattern of 

physical development that follows from 

infancy into the toddler years. It is based on 

development as progressing from head to toe.  

 

For example, a newborn baby, does not yet have neck control, therefore you must hold 

their neck. As the baby develops, you can then move your hand down the babies back 

to offer support. The more the baby develops the less support you will need to offer.  

 

When being handed a baby never assume. Start with your hand at the top of the babies’ 

neck and move your hand slowly down. This will give you an indication that the baby 

can sit unassisted and has neck control. Never assume that the baby has control, 

especially if you haven’t been informed this by another educator.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Recommended Videos - Babies 

How to pick up and put down a baby  

https://www.youtube.com/watch?v=DB1L0HkmKls 

 

How to properly pick up a baby 

https://www.youtube.com/watch?v=S8fSnJk6cx8 

 

https://www.youtube.com/watch?v=DB1L0HkmKls
https://www.youtube.com/watch?v=S8fSnJk6cx8
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Safely picking up and holding toddlers 

Before lifting children is it important to remember  

• Keep your back straight  

• Avoid twisting  

• Hold the child close to your body  

• Stand up or move smoothly  

 

 

Step 1: Start by placing your feet shoulder-width apart. It is important to try and position 

the child you will be picking up between your feet.  

 

Step 2: Squat down with your breastbone elevated and brace your stomach muscles. 

Resist the urge to bend at the waist, as this can put strain on your back.  

 

Step 3: Move the child closer towards your body before standing. 

 

Step 4: Lift the child with one arm under their buttocks and the other arm supporting 

their back, with the child facing you.  

 

Step 5: Keep the child close to your body and engage and lift with your thighs, not your 

back.  

 

Step 6: Keep your back straight and with your 

head facing forward, engage your legs and 

straighten them into a standing position. 

 

Step 7: Carry the toddler facing you with one hand 

under the buttock and one hand supporting their 

back. Refrain from carrying the toddler on your hip. 

 

Minimise the need to pick up toddlers by: 

• Kneeling where possible  

• Sitting with the child on the floor or getting to their level when they are upset 
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• Assisting the child to walk with your by holding your hand 

• Support order children in climbing change table steps for nappy changes  

 

Remember to follow WHS guidelines and keep your backs safe! 

 
 
 

 
 
 
 

 

 

Contribute to the development and implementation of safe workplace 

policies and procedures in own work area  

Participating in WHS  

Participating in work health and safety as a valuable practice promotes positive attitudes 

to implementing policies and procedures and keeps everyone safe in the workplace. 

Remember, reciprocal relationships with colleagues, workers are at the foundation of the 

Early Years Learning Framework (EYLF) and are reflected in the Code of Ethics. You can 

be involved in the process by: 

• Collaborating with colleagues to follow WHS policies and procedures 

• Participate in regular and or daily safety checks both inside and outside the service 

• Keep up to date with current guidelines and regulations and changes as they occur 

• Receive training on induction to the centre  

• Regularly participate in relevant training 

• Participate in and contribute to discussions during meetings related to WHS 

• Are aware of the process and procedure for reporting hazards, risks and controlling 

risks 

 

 

 

 

 

 

Recommended Videos  

How to lift a child from the floor  

https://www.youtube.com/watch?v=eCyHG7dq8HA 

 

 

https://www.youtube.com/watch?v=eCyHG7dq8HA
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Not only is it important for educators to be involved in contributing to the development 

of policies and procedures, it is important that they also ensure that these policies and 

procedures are followed in their own work areas. As an educator, you must ensure that 

your practices relating to Workplace Health and Safety are consistent.  

E.g. I know it is not safe and against policy to stand on a chair to hang this picture on the 

wall, but I can’t be bothered going to collect the ladder.  

 

 

 

 

 

 

 

 

 

 

  

Helpful Websites 

Lifting, pushing and pulling – Manual Handling 

https://www.safeworkaustralia.gov.au/manual-

handling  

Your Turn! 

Locate one policy or procedure in your workplace that you 

believe could be improved. 

 

What improvements could be made? 

Why do you suggest these improvements? 
 

https://www.safeworkaustralia.gov.au/manual-handling
https://www.safeworkaustralia.gov.au/manual-handling
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Chapter 6 

Reflect on Own Safe Work Practices 

Identify ways to maintain currency of safe work practices in regard to workplace systems, 

equipment and processes in own work area 

Identify ways to maintain currency  

In Early Childhood Education and Care, it is 

important that educators are aware of current 

safe work practices. As leaders, Approved 

providers and Nominated Supervisors are 

responsible for ensuring that policies and 

procedures are updated regularly to reflect 

current safe work practice and standards.   

 

Currency can be maintained by ensuring that the most current version of Workplace 

Health and Safety documentation is followed. This includes the most relevant: 

• Acts 

• Standards  

• Regulations 

How to keep up to date with WHS 

• Attend training provided by organisation 

• Read information on work cover website for latest practices 

• Use website as a resource 

• Undertake accredited training 

• Network with other organisations 

 

When checking on the most current information it is important to be aware of the content 

and what information has changed/been adapted.  

Being aware of our own personal safety 

Workers in early childhood and school age care services often do not think about their 

own personal safety in the workplace because most of time they are concerned about 

the safety and wellbeing of the children in their care.  
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Everyone within the workplace environment should be aware of the policies and 

protocols of the WHS systems. WHS involves a participatory process where everyone is 

involved in: 

• Assessing the nature of a hazard or risk 

• Explaining how the risk/hazard shall be managed 

• Identifying the potential impact, the risk, and 

management of such, is likely to have on the 

individuals within the work environment e.g. If a 

chair is broken removing the chair and placing a sign on it inform people not to use  

• Completing the relevant reports and if action is required, ensuring the actions are 

implemented and followed up on. 

 

Responsibilities of Workers 

Under WHS law workers and other persons at a workplace such as visitors have duties 

and responsibilities. These include:  

• Taking reasonable care 

• Ensuring their acts or omissions do not adversely affect the health and safety of 

others 

• Complying to any reasonable instruction by their PCBU 

• Reporting dangerous practices that effect the welfare of work colleagues 

• Reporting any bullying, victimizations by peers  

• Acting within the centres/workplaces policies, procedures and guidelines 

• Completing and following up on risk assessment reports 

• Using PPE provided 

 

In an Early Childhood service, PPE (personal protective equipment) may include: 

• Gloves 

• Appropriate precautions and handling of chemicals – breathing masks, thick 

rubber gloves, safety glasses 

• Aprons  

• Enclosed footwear 
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• Sun safe precautions e.g. Sunscreen, clothing including hats, sunglasses, long 

sleeved shirts 

Reflect on own levels of stress and fatigue, and report to designated 

persons according to workplace procedures 

Stress affects all people in the 

workplace. Causes include: 

• Over worked and underpaid 

• Time pressures 

• Physical demands 

• Emotional demands 

• Mental demands 

• Not having regular breaks 

• Lack of experienced staff  

 

As an Educator it is important to monitor your own levels of stress. We all have levels of 

stress in our lives; good or positive stress is created by learning a new skill or beginning a 

new job. Our knowledge is increased, and our self-esteem is boosted when we are 

successful, but it is important that your work demands don’t exceed your ability to cope. 

Ongoing negative stress can lead to illness, frustration and have harmful impacts on your 

interactions with children as well as colleagues.  

 

At work you can experience the stress of: 

• Time pressures 

• Mental demands 

• Physical demands 

• Emotional demands 

 

It is important that you take regular breaks at work; this helps to recharge you mentally, 

physically and emotionally. If you feel that your work demands are creating a level of 

negative stress  that is exceeding your ability to cope, please talk to your supervisor  or 

Director to devise strategies to minimise the negative impact that stress might be having 
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on you in order to maintain your health and safety and prevent burnout. Other strategies 

could include: 

• Exercise- releases endorphins which reduce stress levels in the body 

• Meditation- quieten the mind 

• Bush walks or gardening- nature has been found to reduce stress 

• Discussing work requirements with supervisors 

• Counselling  

• Taking allocated breaks 

• Not taking work home 

• Write a list of things to do for the next day and leave at work 

• When at home –focus on “being” in the now with your family. Leave work at 

work 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Reading Time 

Please read the fact sheets about alcohol & drugs in the 

workplace, anti-bullying, harassment, illness and infections, stress 

and fatigue located at: 

https://www.safework.nsw.gov.au/safety-starts-here/mental-

health-at-work-the-basics/workplace-stress 

www.nhmrc.gov.au 

 

Helpful Websites 

 

Read the reflective questions related to areas of practice and 

the physical environment in the ACECQA Risk Assessment and 

Management Tool.  

 

https://www.acecqa.gov.au/media/32166 

 

https://www.safework.nsw.gov.au/safety-starts-here/mental-health-at-work-the-basics/workplace-stress
https://www.safework.nsw.gov.au/safety-starts-here/mental-health-at-work-the-basics/workplace-stress
http://www.nhmrc.gov.au/
https://www.acecqa.gov.au/media/32166
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Chapter 7  

 

Follow Workplace Emergency Procedures 

Emergency Responses 

It is a requirement of all early childhood and 

school age care services to have an 

evacuation policy and to display exit routes 

from the building. 

There are a number of types of emergencies 

that can occur in a service. An emergency 

may or may not require the implementation of 

the evacuation of the centre. An example of an emergency NOT requiring evacuation 

of the centre would be if a child suffered a severe allergic reaction. Emergency services 

(ambulance) would need to be contacted but evacuation of the centre would not be 

required. Another example would be when a parent attempts to remove a child from a 

centre when there is a court order in place prohibiting them from doing so. In this case a 

lock-down procedure would be used rather than the evacuation procedure. 

Examples of emergencies that could occur in a Children’s Service 

• Serious injury or illness to a child or caregiver 

• Fire 

• Bomb threat  

• Chemical or gas spill 

• Flood 

• Severe storm 

• Earthquake 

• Abduction 

• Threats 

• Death 

• Radioactivity 
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Emergency Evacuations 

What is an evacuation procedure? 

An evacuation procedure is the removal of people from immediate danger to a safe 

area.  

Determining a ‘Safe Area’ as an Evacuation/assembly Point 

There are a number of things to take into account when determining a suitable area to 

gather after an evacuation. During the evacuation at a service, the primary concern of 

educators and workers should be that of ensuring the health and safety of the children 

in their care, as well as the safety of themselves and their colleagues. When locating a 

suitable evacuation point the following must be considered in regards to its location: 

• Practicality - can the children safely access the area, can cots (if needed) be 

pushed to the evacuation area 

• Safe distance away to avoid some smoke inhalation 

• Shade/shelter from the weather (fires occur in the rain!) 

• Access to amenities (including toilets and water) 

• Safety- away from water and other hazards such as major roads or the centres 

driveway which emergency vehicles will need to access 

• Access for parents/caregivers to safely collect their child/children 

• Appropriate size- enough room for all staff and children 

• Bag containing vital medicines and equipment including baby bottles, key to open 

any locked gates, contact details of parents and stakeholders.  

• A secondary location and transport if needed as the centre/ service may be 

evacuated for hours to ensure safety from authorities before re-entry 
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Implementing Evacuations 

Emergency evacuations can be very stressful 

for staff and children. It is important for staff to 

remain calm and focused. Children will look to 

you for guidance and reassurance so 

remaining composed is highly important. All 

centres are required to have an emergency 

evacuation policy written.  These policies 

should outline the responsibilities and steps of 

ALL staff and provide a clear procedure to follow. As an early childhood educator/staff 

member you are required to be familiar with this procedure and your roles and 

responsibilities during the process.  

Policies should include information on the: 

• Location of the evacuation point 

• How the alarm will be raised 

• The method of evacuation: the route to travel as well as an alternate route in case 

one is blocked, how will infants and non-mobile children be evacuated 

• The roles and responsibilities of staff: who will call the emergency services? Who will 

collect the emergency provisions, roles, phone etc.? When will parents/caregivers 

be contacted and by who? 

Emergencies are not predictable! 

We as early childhood educators are very good at being flexible and adaptable. When 

evacuating the centre, we need to consider the following: 

• The age and stage of the children- assess the abilities of the children are they able 

to walk independently, do they need to be placed in a cot/pram/wheelchair  

• Ensuring you have gathered the required equipment – phone, list of emergency 

contacts, first aid kit, water, medication required 

• Ensuring no one re-enters the building until the emergency services have given all 

clear  

• The level of training and experience of the staff 

• Any visitors in attendance (students/parents/caregivers/salespeople/delivery 

personnel) 
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Alarm systems for emergencies evacuations 

When an emergency situation occurs in a centre, it is important to notify everyone in the 

centre of the situation. There are a number of ways to raise the alarm, some services use 

these tools listed below while others use a combination. Examples include: 

• Whistles   

• Horn 

• Loud calm voice 

• Bells     

• Drums                                                                       

• Built in alarms 

• Sirens 

• Flashing lights 

• Loudspeaker 

 

Exit points 

Exit points are a passage and safe way out. Exit points locate the safest way to exit the 

building in case of an emergency and include doors and windows.  

It is important that all exits are kept clear and free from clutter. Main exit points should 

be labelled and maps showing their locations and how to get to the assembly 

evacuation points must be displayed in each area of the centre. 

 

National Education and Care Services Regulations (2011) 

All Early Childhood and School Age Care services must comply with the Education and 

Care Services National Regulations: 

 

The regulations states that: 

• The licensee of a children’s must ensure that a written emergency plan for fire and 

other emergencies are kept up to date 

• Emergency evacuations need to be practiced every 3 months with all rehearsals 

being documented 

• There must be an evacuation plan that is clearly displayed which outlines the 

emergency exits and assembly points   
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• Emergency evacuation procedures must include instructions, a drawn floor plan 

clearly displaying exit points must be displayed in prominent positions near each 

exit, all staff, educators,  

• Volunteers must be trained and participate in the rehearsal of the emergency 

evacuation drills  

Your Role as a Certificate III Educator in an Emergency Evacuation 

It is your role to participate in all WHS requirements as specified in your centres policy and 

procedures. This could include:  

• Following procedure and policies relevant to the Certificate III Educator  

• Participating and leading evacuation drills as outlined in your policies and 

procedures. 

• Leading an evacuation 

• Completing documentation 

• Caring for children ensuring safety and 

that of other staff if in a room leader 

role.  

• Administering first aid as required 

• Call for emergency services 

• Alerting  

• Collecting evacuation kit 

• Evacuation of children 

• Supervision at assembly point 

• Calming children  

 

It is important that all staff working in children’s services are familiar with the emergency 

evacuation policy and procedure to ensure safety. 

The most common major emergency children and staff should be familiar with is fire 

safety and the evacuation procedure.  

Participating in training and talking to children about the evacuation procedure will help 

them to know what to do in an emergency.  
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There may be times in a service where a worker is seriously injured and requires medical 

attention from an emergency service. For example, if a worker was seriously injured, 

breaking a bone, bleeding a lot or losing consciousness an emergency response plan 

must be followed. Workers have a duty of care to their colleagues to act in this instance. 

This includes administering first aid, contacting emergency services, such as an 

ambulance and offering support until the ambulance arrives. Staff and workers in early 

childhood services and school age care settings are not qualified to offer medical 

advice or make medical decisions and must always follow the service policies and 

procedures in this situation.  

Emergency Evacuation Procedures 

Children as well as adults need to practice evacuation procedures, so they know what 

to do in an emergency or if an evacuation of the centre is needed. 

Children’s services are required to practice emergency evacuations every three months 

and detailed floor plans depicting the evacuation route must be displayed clearly 

around the centre. Please refer to your regulations to ensure that you are familiar with 

current guidelines. 

Fire equipment includes: 

• Smoke alarms 

• Fire blankets 

• Fire extinguishers 

• Fire brigade (000) 

Fire Safety Education for Children 

Fire safety can be introduced to children in a 

variety of ways: 

• Practicing evacuation drills 

• Reading books on fire safety 

• Singing songs 

• Explaining simple first aid with the 

children 

• Having a fire person come into the service to explain about fire safety 

• Teaching the children to call triple zero in an emergency 

• Teaching children their address and not to hang up the phone in an emergency 
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• Discussions with children about safety and hazards 

• Providing information to families regarding planning an evacuation route at 

home, installing and checking smoke alarms  

 

As mentioned above, under regulations, it is a requirement that all centres have 

emergency evacuation policies and procedures in place. The regulations also state that 

the emergency evacuation drill needs to be practiced at least every 3 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.  

 

A centres policy and procedures for an emergency evacuation need to contain the 

following: 

• Location of the evacuation point 

• The method used to raise the alarm 

e.g. whistle, alarm  

• The method of evacuation: the route 

to travel as well as an alternate route in 

case one is blocked 

• Strategies for evacuating infants and 

non-mobile children 

• The roles and responsibilities of staff: who will call the emergency services? Who 

will collect the emergency provisions, roles, phone etc.? When will 

parents/caregivers be contacted and by who? 

• Assigned roles for differing positions e.g. 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. 

 

Communication is crucial in an emergency. When clear and calm lines of 

communication are used each educator will have a clear understanding of their role 

and tasks they are required to undertake. 
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Contacting the Emergency Services 

In the event that an emergency evacuation 

occurs you are required to complete a report 

after the event, evaluating and reflecting on the 

process. This allows for feedback about what 

processes worked, what areas need to be 

addressed and what could be done to improve 

the procedure in the future. Evaluating and 

documenting practice drills will also assist with this process.  

 

When evacuating the service, it is important to ensure that you have means e.g. a 

charged mobile phone to contact the emergency services as well as the emergency 

contact details for children. 

 

What to Take in an Emergency Evacuation 

An emergency evacuation kit should contain the following items: 

• Phone – charged, with credit and coverage 

• Children’s contact details and emergency contact details 

• Staff emergency contacts   

• First aid kits 

• Drinking water 

Reading time 

Please read about emergency evacuations  and 

emergency plans, fire safety in the Education and Care 

Services National Regulations located at: 

Managing emergency services in Education and Care 

services  

Safeworkaustralia.gov.au  

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

standard/quality-area-2-childrens-health-and-safety 

http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+653+2011+cd+0+N
http://www.safeworkaustralia.gov.au/sites/swa/about/publications/pages/emergency-plans-fact-sheet
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+653+2011+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+653+2011+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+653+2011+cd+0+N
https://www.acecqa.gov.au/sites/default/files/2021-01/ManagingEmergencySituationsInEducationAndCareServices.PDF
https://www.acecqa.gov.au/sites/default/files/2021-01/ManagingEmergencySituationsInEducationAndCareServices.PDF
http://www.safeworkaustralia.gov.au/
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• Medications e.g. Ventolin, EpiPen, Insulin  

• Emergency Asthma Kits 

• Personal protective Equipment (PPE) e.g. gloves, alcohol based hand sanitiser 

 

Often in early childhood services there is an emergency evacuation kit available for 

each room or group of children. For example in a service with 5 rooms there should be 5 

emergency evacuation kits. The kits need to be audited each week to make sure the 

phone is charged and the items are included and up to date. This information can be 

recorded on the daily inspection list. 

 

It is the supervisor’s responsibility or to delegate the responsibility to check evacuation 

bags frequently to ensure all details are up to date. 

 

 

 

 

 

 

 

 

 

Responding to An Incident 

You are 

here 

Reading Time 

 
Please read about first aid kits in the Education and Care 

services National regulations located at  

Division 2 Incidents, injury, trauma and illness (89) 

https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-

2011-0653#sec.89 

 

http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+653+2011+cd+0+N
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653#sec.89
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653#sec.89
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There are many forms of accidents that could occur in an early childhood centre. It is 

important to remember that incidents, injuries or medical emergencies 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.  

 

 

 

 

 

 

 

 

It can be very distressing for a young child to understand what is happening during an 

evacuation. It is your responsibility to keep them safe and protect them from physical 

and psychological danger.  

 

Imagine what it may be like if you were a child in an early childhood service being woken 

from your sleep by someone blowing a whistle and screaming. Your friends are crying 

and someone is screaming at you to get up and hurry but you were nice and 

comfortable and cosy asleep on your bed. People are running around and you can hear 

some sort of loud alarm. You are dragged down the hallway (usually you are never 

allowed out there without your mum) and marched across the car park. Where are they 

taking me? My mum won’t know where I am, I want my mum!  Picturing this scene is 

distressing! 

  

Reading Time 

Please read about the legal requirements for incident reporting 

and instructions for reporting and serious incidents located at 

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

 

https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-

0653#ch.4-pt.4.2-div.2 

http://www.acecqa.gov.au/
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653#ch.4-pt.4.2-div.2
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653#ch.4-pt.4.2-div.2
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Responding to Children 

An emergency evacuation or witnessing an 

accident can cause stress and confusion for all 

involved. As educators we have developed a 

range of skills for dealing and coping with 

stressful situations. We also have 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 security, support, reassurance, 

comfort and guidance. It is crucial that, even during an emergency situation, you remain 

calm and deal appropriately with the incident at hand.  Children and less experienced 

staff will look to you for guidance and reassurance. 

 

During an emergency situation ensure you: 

Remain calm (even if you don’t feel calm!) 

Follow instructions and directions 

Role model appropriate behaviour 

Reassure children 

Look to your supervisor for advice/instruction 

Respond to children’s questions in an honest 

manner (it is ok 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 the centres policies and procedures 

Be aware of children’s location for supervision 

Monitor for signs of distress or shock 

Participate in a roll call  and  head counts of children and workers  

 

After an Emergency 

After an emergency you may not be allowed back into the building until emergency 

services, such as police or fire brigade tell you that you are able to. Don’t assume that 

once the emergency is over that the building is safe, follow the direction of the 
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emergency services at all times and if you are unsure, ask questions. You may be able to 

enter or return to the building until much later. 

 

After an emergency situation in a centre has occurred it is important to talk to the families 

involved so that they can discuss the incident with their children and answer any 

questions they may have. Depending on the situation you may need to offer counselling 

to children and/or staff who were involved or witnessed an incident. 

 

It is important for staff to debrief and reflect upon their practices during the emergency 

to determine strategies to make the evacuation or management of accidents more 

effective. It is important to amend any policies and procedures in line with 

recommendations from such feedback. 

 

Everybody deals with stress in a different way. It 

is important that you as a supervisor are aware 

of how each staff member may respond and 

utilize their strengths. Some people feel faint at 

the sight of blood while others may have a fear 

or snakes. Shock is a very real and life 

threatening condition which can affect anyone 

no matter the age or gender. It may be 

triggered straight away or may hit later when you have had time to process your thoughts 

and examine what could have been. It is up to you to identify the impact that such 

situations can have and seek support and ensure emotional comfort are provided. 

 

 After an emergency educators/workers need to: 

Provide comfort and reassurance for children and co-workers 

Meet with all involved to discuss the event- debrief and assess the level of stress each 

person may be feeling 

Adults to meet and review current policies and procedures- looking at what worked, 

what didn’t, what could be improved 

Provide counselling or further debriefing 

 

 
Reading Time 

Please read about communicating about emergencies in the 

Education and Care Services National Regulations   

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

Division 5 Emergencies and communication (97, 98) 

 

https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-

http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+653+2011+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+653+2011+cd+0+N
http://www.acecqa.gov.au/
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653#ch.4-pt.4.2-div.5
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653#ch.4-pt.4.2-div.5
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Communicating with Parents About an Emergency 

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. 

 

Some of the reactions you as a worker/educator may experience when telling a parent 

such news maybe: 

• Relief - that their child is ok 

• Anger - why did this happen? Were you watching them? How could you?  

• Frustration - why me? Why now? How can I leave work right now? 

• Guilt - I shouldn’t have left them. I should of stayed at home rather than going 

shopping/to work/out for coffee 

• Jealousy - someone else comforted their child - that’s a parent role 

• Fear- what are the long term effects of this incident? What if the situation is worse 

than first perceived? 

 

A parent may go through a series of emotions 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). 
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Resource Guide  

 

Resources related to the topic: 

 

Online Reading Resources: 

 
 

Work place health and safety in Australia 

Work place health and safety acts and regulations (2014) 

ACECQA Guide to NQF online  

www.acecqa.gov.au 

 

Education and Care Services National Law, Regulations and Standards 

www.acecqa.gov.au 

 

Websites: 

 

www.earlychildhoodaustralia.org.au  

www.safeworkaustralia.gov.au 

https://www.safework.nsw.gov.au/ 

https://www.sira.nsw.gov.au/ 

https://www.icare.nsw.gov.au/ 

 

 

ACECQA Australian Children’s Education and Care Quality Authority 

www.acecqa.gov.au 

Children Services Central 

www.cscentral.org.au 

Early childhood Australia Association   

www.earlychildhoodaustralia.org.au 

 

  

http://www.youtube.com/watch?v=nygEiM5pAYQ
http://www.youtube.com/watch?v=jCxqqH-4P2g
http://www.acecqa.gov.au/
http://www.acecqa.gov.au/
http://www.safeworkaustralia.gov.au/
https://www.safework.nsw.gov.au/
https://www.sira.nsw.gov.au/
https://www.icare.nsw.gov.au/
http://www.acecqa.gov.au/
http://www.cscentral.org.au/Resources/101-education-and-care-acronyms.pdf
http://www.earlychildhoodaustralia.org.au/
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