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OUR PHILOSOPHY

WE BELIEVE
Coffs Harbour Family Day Care believes in providing children with high quality care and
education in a nurturing and natural home environment.

OUR CHILDREN
Children have the right to feel safe, valued and respected. They are competent and capable
learners, and they will be empowered to participate in making decisions.

AUTHENTIC EXPERIENCES

We recognise and value how play and authentic experiences can influence the whole child.
We challenge children to be curious and creative by providing interesting and natural play
spaces that allow for exploration, problem solving and risk taking.

BELONGING

Everyone is unique and deserves the right to feel a sense of belonging at our service. We
form collaborative partnerships with children, families, staff and communities through
mutual respect, trust and open communication. We establish connections with the local
community through active participation.

RECOGNISE AND RESPECT

We acknowledge and pay respect to the traditional custodians of the land on which we live
and work, the Gumbaynggirr people, and recognise their continuing connections to the land,
water and community. We pay respect to the Elders, past, present and emerging.

ENVIRONMENT
We foster as sense of respect and curiosity for the natural environment while recognising our
environmental responsibilities in working towards a sustainable future.

ALWAYS IMPROVING
We are committed to continual improvement, engaging in ongoing learning and reflective
practice.



CHILD SAFE ORGANISATION

Coffs Harbour Family Day Care aims to support the active participation of children in our
Family Day Care (FDC) Service. We support and respect our children, their families and our
educators. We support each FDC educator and educator assistant to provide a child safe
environment that is inclusive, transparent and promotes children’s participation.

Children’s safety is paramount, and we aim to take all practical steps to protect children from
all types of abuse, harm and neglect. We understand our responsibilities and statutory duty
of care to comply with both the Child Safe Standards and the Reportable Conduct Scheme to
build our capacity as an organisation to prevent and respond to allegations of child abuse.

All FDC staff, educators, educator assistants, students and volunteers carry out their
responsibilities as mandatory reporters as required by law under the Children and Young
Persons (Care and Protection Act 1998) and maintain up to date with knowledge of child
protection law and the Child Safe Standards.

Our educators are recruited through a rigorous and consistent screening and selection
process to ensure they display the right personal qualities and experiences to provide high
quality supervision and care to children. All educators are required to provide a current
Working With Children Check before beginning employment.

CODE OF ETHICS

I. IN RELATION TO CHILDREN, I WILL

+ Actin the best interests of all children

+ Create and maintain safe, healthy, inclusive environments that support children’s agency
and enhance their learning

* Provide a meaningful curriculum to enrich children’s learning, balancing child and
educator-initiated experiences

+ Understand and be able to explain to others how play and leisure enhance children’s
learning, development and wellbeing.

+ Ensure childhood is a time for being in the here and now and not solely about preparation
for the future. Collaborate with children as global citizens in learning about our shared
responsibilities to the environment and humanity. Value the relationship between children
and their families and enhance these relationships through my practice

+ Ensure that children are not discriminated against on the basis of gender, sexuality, age,
ability, economic status, family structure, lifestyle, ethnicity, religion, language, culture, or
national origin

+ Negotiate children’s participation in research, by taking into account their safety, privacy,
levels of fatigue and interest

+ Respect children as capable learners by including their perspectives in teaching, learning
and assessment

« Safeguard the security of information and documentation about children, particularly
when shared on digital platforms.



V.

V.

IN RELATION TO FAMILIES, | WILL

Support families as children’s first and most important teacher and respect their right to
make decisions about their children

Listen to and learn with families and engage in shared decision making, planning and
assessment practices in relation to children’s learning, development and wellbeing
Develop respectful relationships based on open communication with the aim of
encouraging families’ engagement and to build a strong sense of belonging

Learn about, respect and respond to the uniqueness of each family, their circumstances,
culture, family structure, customs, language, beliefs and kinship system

Respect families’ right to privacy and maintain confidentiality.

IN RELATION TO COLLEAGUES, | WILL

Encourage others to adopt and act in accordance with this Code, and take action in the
presence of unethical behaviours

Build a spirit of collegiality and professionalism through collaborative relationships based
on trust, respect and honesty

Acknowledge and support the diverse strengths and experiences of colleagues in order to
build shared professional knowledge, understanding and skills

Use constructive processes to address differences of opinion in order to negotiate shared
perspectives and actions

Participate in a ‘lively culture of professional inquiry’ to support continuous improvement
Implement strategies that support and mentor colleagues to make positive contributions
to the profession.

Maintain ethical relationships in my online interactions.

IN RELATION TO COMMUNITIES AND SOCIETY, | WILL

Learn about local community contexts and aspirations in order to create responsive
programs to enhance children’s learning, development and wellbeing

Collaborate with people, services and agencies to develop shared understandings and
actions that support children and families

Use research and practice-based evidence to advocate for a society where all children
have access to quality education and care

Promote the value of children’s contribution as citizens to the development of strong
communities

Work to promote increased appreciation of the importance of childhood including how
children learn and develop, in order to inform programs and systems of assessment that
benefit children

Advocate for the development and implementation of laws and policies that promote the
rights and best interests of children and families.

IN RELATION TO MYSELF AS A PROFESSIONAL, | WILL

Base my work on research, theories, content knowledge, practice evidence and my
understanding of the children and families with whom | work



+ Take responsibility for articulating my professional values, knowledge and practice and
the positive contribution our profession makes to society

« Engage in critical reflection, ongoing professional learning and support research that
builds my knowledge and that of the profession

+  Work within the scope of my professional role and avoid misrepresentation of my
professional competence and qualifications

« Encourage qualities and practices of ethical leadership within the profession

+ Model quality practice and provide constructive feedback and assessment for students as
aspiring professionals

+ Mentor new graduates by supporting their induction into the profession

+ Advocate for my profession and the provision of quality education and care. [Source: ECA
Code of Ethics (2019) Early Childhood Australia]

SERVICE DETAILS

Coffs Harbour Family Day Care Service provides support and guidance to each FDC educator
as they provide education and care for children within their own homes. A role of the FDC
Service is to engage and register FDC educators and educator assistants who are
appropriately qualified, are passionate early childhood educators and are committed to
ongoing training and professional learning with the support of our coordinators and
management team.

FDC educators and educator assistants are engaged by the FDC Service as an independent
self-employed contractor. The FDC Service will apply for and authorise CCS payments on
behalf of educators as per the Family Assistance Law and related legislation. Coffs Harbour
FDC Service is licensed and approved to operate under the National Quality Framework and
Family Assistance Law. The owner of the FDC Service take on all roles and responsibilities as
the Approved Provider under the Education and Care Services National Law (National Law)
and Education and Care Services National Regulations (National Regulations). A Nominated
Supervisor oversees the day-to-day management of the FDC Service. Each FDC educator and
educator assistant must operate according to the Education and Care Services National Law
and National Regulations. Coffs Harbour FDC Service will employ an Educational Leader and
FDC Coordinators to monitor, oversee and support each FDC educator and educator
assistant.

THE ROLE OF THE SERVICE

Coffs Harbour FDC Service and FDC Coordinators will assist FDC educators and educator

assistants by guiding the direction of the service, ensuring that its goals and objectives are

met in line with the philosophy, and all legal and regulatory requirements governing the

operation of the service. Coffs Harbour FDC Service will support FDC educators and educator

assistants through:

+ Recruitment and engagement of suitably qualified FDC educators, educator assistants,
coordinators, Educational Leader and Nominated Supervisor

+ Providing policies and procedures to ensure compliance of the National Law, National
Regulations and Family Assistance Law



+ Conducting relevant background checks for all staff, FDC educators, educator assistants
and adult residents of the FDC residence

+ Develop and review a service philosophy

+ Develop and review a Quality Improvement Plan

* Provide enrolment and waitlist support to FDC educators and families

+ Conduct induction and orientation programs for new FDC educators and educator
assistants

+ Conduct Performance Management for FDC educators and educator assistants

+ Support FDC educators to provide a successful FDC education and care program

* Administer Child Care Subsidy on behalf of families and FDC educators

+ Assist FDC educators and families through grievance and complaint management

« Ensuring a Child Safe Organisation for all children within the FDC Service

+ Support for educators in development of a Business Plan

ENGAGEMENT AND REGISTRATION OF EDUCATORS

All our educators that are engaged by Coffs Harbour Family Day Care Service are assessed

and their residence/venue is assessed at least annually to ensure they are able to provide a

high standard of care and education. Coffs Harbour FDC Service engages and employs staff

to support educators with the delivery of high-quality education and care for children.

All potential educators are required to submit a written application stating relevant

qualifications, interest, suitability and availability. All FDC educators and educator assistants

will register with the Department of Education, Skills and Employment (DESE) through the

Provider Digital Access Portal (PRODA) and maintain registration as part of their employment

by our service to provide care for children and record attendance information for Child Care

Subsidy purposes. A job description will be provided upon engagement to describe key

performance indicators relating to the role and position of FDC educator. All educators are

early childhood education and care professionals who hold or are actively working towards a

Certificate Ill level of an early childhood qualification.

Working towards an approved qualification must be completed by July 2024 and educators

must show satisfactory evidence towards completing the course.

Working towards evidence and progress will be monitored monthly.

The Engagement or Registration of Family Day Care Educators’ Policy and Ethical Conduct Policy

provides details to establish a common understanding of workplace standards and ethics

expected of all educators of the Service.

Family Day Care Educators should be expected to:

+ Have adequate knowledge and understanding of the provision of education and care to
children

+ Have knowledge and competence in ensuring the safety, health and wellbeing of all
children being educated and cared for in their residence or approved venue

+ Have knowledge of child protection law and understand their responsibilities as
mandatory reporters

+ Maintain current approved first aid and approved anaphylaxis and asthma management
training

+ Ensure their public liability insurance is kept current



+ Have the proposed residence or venue assessed and approved by the provider prior to
commencement of providing education and care to children

+ Notify the approved provider of all family members residing in their residence including
their names and dates of birth

* Notify the approved provider if any person over 18 years of age is residing in the
residence and provide a WWCC clearance check

+ Ensure to provide a smoke, drug and alcohol-free environment.

+ Be prepared to allow coordinators to regularly visit their residence or approved venue to
assess safety and compliance and review the educational program.

+ Have policies and procedures available at the residence or approved venue and be readily
accessible by all educators, educator assistants, coordinators, volunteers and families and
regulatory officers

+ Be prepared to self-assess their performance in delivering care and education to children
in their care and plan for future improvements in their Quality Improvement Plan

+ Implement the FDC Services' policies and procedures

+ Abide by the Code of Conduct at all times.

+  Complete a minimum of 2 training sessions annually with Coffs Harbour FDC Service

+  Comply with the requirements set out in the Coffs Harbour Family Day Care Handbook

GOVERNING BODIES

Our industry’s national body that ensures high quality early childhood education and care is
ACECQA (Australian Children’s Education and Care Quality Authority). ACECQA facilitates the
National Quality Framework that is underpinned by the National Quality Standard, Education
and Care Services National Law, Education and Care Services National Regulations, Belonging,
Being and Becoming the Framework for Early Years Learning (EYLF) - and My Time Our Place
(MTOP) the Framework for School Age Care in Australia.

EDUCATION AND CARE SERVICES NATIONAL
REGULATIONS

The Education and Care Services National Law (National Law) and Education and Care
Services National Regulations (National Regulations) set of regulations guides our practices
when considering and developing our policies, practices and procedures. It is vital that each
educator is aware of the Regulations and Amendment Regulations. There are copies available
in our office or online:

Education and Care Services National Law Act 2010. (Amended 2018).

Education and Care Services National Regulations. (2011)

NATIONAL QUALITY STANDARD

The National Quality Standard was informed by research about best practice and the way in
which high quality education and care contributes to positive outcomes for children. It


https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653?query=((Repealed%3DN+AND+PrintType%3D%22act.reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+PrintType%3D%22reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+(PrintType%3D%22epi.reprint%22+OR+PrintType%3D%22epi.electronic%22)+AND+PitValid%3D@pointInTime(20200831000000)))+AND+Content%3D(%22early%22+AND+%22childhood%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3ERegulations%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3EEPIs%3C/span%3E%22,+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3EAll+Content%3C/span%3E%22,+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Eearly+childhood%3C/span%3E%22,+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E31/08/2020%3C/span%3E%22

comprises quality areas, standards and concepts. The seven quality areas in the National
Quality Standard are:

1. Educational program and practice

Children's health and safety

Physical environment

Staffing arrangements

Relationships with children

Collaborative partnerships with families and communities

Governance and leadership

N o v s~ W

Within these quality areas sit Standards and Elements that guide FDC Educator practice. We
will be assessed by this document and ranked with:

+ Significant improvement required

+  Working towards National Quality Standard

+ Meeting National Quality Standard

+ Exceeding National Quality Standard
If we are rated at ‘exceeds National Quality Standard’ we are then able to apply to receive the
rating of ‘Excellent’.
As part of the National Quality Framework Coffs Harbour FDC Service is assessed and rated
by the regulatory authority in line with the National Quality Standards. FDC educators
participate in a self-assessment process to reflect practices against the National Quality
Standards. During the Assessment and Rating process a selection of FDC educators will be
observed and have an opportunity to discuss their program and practices with the assessor.
The quality rating we receive must be displayed at our Service and is published on the
national registers on the ACECQA website.
To achieve our expected level of quality in our Service, FDC educators and educator assistants
must be aware of the National Quality Framework and Standards. There is a copy of the
Guide to the National Quality Standards in our office or online:
https://www.acecqa.gov.au/ngf/national-quality-standard. Educators are supported to
contribute to the service Quality Improvement Plan and self-assessment process.

EDUCATIONAL PROGRAM

Under the National Law and National Regulations, approved Family Day Care Services are
required to base their educational program on an approved learning framework. The
program should focus on addressing the developmental needs, interests and experiences of
each child, while considering the individual differences of each child.

The Nominated Supervisor, FDC coordinators and Educational Leader will ensure that a
suitable program based on an approved learning framework is delivered to all children at all
FDC Services. There are two nationally approved learning frameworks which outline practices
that support and promote children'’s learning:

* Belonging, Being and Becoming: The Early Years Learning Framework for Australia- Early
Years Learning Framework (EYLF): https://www.education.gov.au/early-years-learning-
framework-0

* My Time, Our Place: Framework for School Age Care in Australia (MTOP):
https://www.education.gov.au/my-time-our-place



https://www.acecqa.gov.au/nqf/national-quality-standard
https://www.education.gov.au/early-years-learning-framework-0
https://www.education.gov.au/early-years-learning-framework-0
https://www.education.gov.au/my-time-our-place

FDC Coordinators will assist the Educational Leader to ensure educators and educator
assistants follow the Educational Program and Practice Policy to enhance children’s learning
and development through pedagogical practices while providing a positive learning
environment in line with the National Quality Standards.

CHILDREN’S HEALTH AND SAFETY

SAFE SLEEPING PRACTICES

Our Family Day Care educators and educator assistants will ensure that all children have
appropriate opportunities to sleep, rest and relax in accordance with their individual needs.
FDC Coordinators will monitor and ensure educators provide a safe sleeping environment for
all children at all times in accordance with our comprehensive Sleep and Rest Policy in line with
National Regulations and recommendations from Red Nose Australia.

NUTRITION

Our Family Day Care Service recognises the importance of safe food handling and healthy
eating to promote the growth and development of young children. Coffs Harbour FDC
Coordinators will support and monitor FDC educators and educator assistants ensure healthy
eating messages and recommendations are followed, in accordance with National
Regulations and recommendations from the Australian Dietary Guidelines and the Australian
guide to Healthy Eating. Meals prepared by educators will endeavour to provide children
with 50% of the recommended dietary intake for all nutrients.

MEDICAL CONDITIONS

To support children’s wellbeing and manage specific healthcare needs, allergy or relevant
medical condition our Family Day Care Service and educators will work in accordance with the
National Regulations and our Medical Conditions Policy to ensure health related policies and
procedures are implemented. We aim to take every reasonable precaution to protect
children’s health and safety by explicitly adhering to individual medical management and risk
management plans and responding to any emergency situation should they arise.

Medical condition plans, risk assessments and communication plans will be completed for all
children who enrol with an identified medical condition, including Asthma, Anaphylaxis and
other medical conditions. FDC Coordinators will provide support to educators to ensure the
medical condition plans, risk assessments and communication plans are implemented at all
times the child is in care.



FIRST AID

The ability to provide prompt basic first aid is particularly important in the context of a Family
Day Care Service where educators have a duty of care and obligation to assist children who
are injured, become ill, or require support with administration of medication. All educators
are to hold current approved first aid qualifications, have undertaken current approved
anaphylaxis management training and current approved emergency asthma management
training that meet the requirements of the Education and Care Services National
Requlations and are approved by ACECQA. Our Administration of First Aid Policy outlines the
emergency aid or treatment that is to be provided to persons suffering illness or injury
following an accident and prior to obtaining professional medical services. It includes
emergency treatment, maintenance of records, dressing of minor injuries, recognition and
reporting of health hazards, and participation in safety programs.

INCIDENT, INJURY, TRAUMA AND ILLNESS

Our Family Day Care Service is committed to effectively manage our physical environment to
allow children to experience challenging situations whilst preventing serious injuries. Coffs
Harbour FDC Service requires FDC educators and educator assistants to implement risk
management planning to identify any possible risks and hazards in their learning
environments and practices. Where possible, educators have eliminated or minimised these
risks as is reasonably practicable by implementing risk management strategies and providing
adequate supervision to ensure children are protected from harm or hazards. Educators will
follow our Incident, Injury, Trauma and Illness Policy and procedures to minimise the impact of
incidents and injury to children.

All educators are to hold and maintain a current approved first aid qualification, have
undertaken current approved anaphylaxis management training and current approved
emergency asthma management training

Educators will refer to the Administration of First Aid Policy to assist children who are injured,
become ill, or require support with administration of medication. Families are to be
contacted immediately if a child has had a head injury whilst at the FDC Service. Families are
notified within 24 hours if their child is involved in an incident, injury, trauma or illness at the
FDC Service and details recorded on the Incident, Injury, Trauma and lllness Record. An
Incident, Injury, Trauma and Iliness Record for staff is to be completed in the event of an
educator having an Incident, Injury, Trauma or lliness, this record is to be submitted to the
FDC Service.

In the event of a serious injury or accident, an ambulance will be called immediately, and the
educator will follow any instructions provided by emergency services. The educator is to
notify the FDC Service and families as soon as practical following an incident which involved
emergency services and a serious incident reported to the Regulatory Authority as required.
Educators will discuss possible situations for emergency situations with the FDC coordinator,
including procedures to be undertaken if the educator was to become ill or required medical
treatment. If the educator is required to seek medical attention while education and care for


file:///G:/Users/karenevans/Downloads/Education%20and%20Care%20Services%20National%20Regulations.%20(2011)
file:///G:/Users/karenevans/Downloads/Education%20and%20Care%20Services%20National%20Regulations.%20(2011)

children is taken place the FDC coordinator is to be contacted as soon as immediately
possible to ensure the supervision, health, safety and wellbeing of children.

SUPERVISION

Family Day Care educators and educator assistants have a duty of care to ensure children are
supervised at all times, maintaining a safe and secure environment adhering to National Law
and National Regulations. Supervision, together with thoughtful design and arrangement of
children’s environments, assists in the prevention and severity of injury to children.
Educators will actively supervise children, identifying risks and taking all necessary steps to
prevent or minimise injury. Effective supervision of children also provides educators with the
opportunity to support and build on children’s play experiences.

Risk assessments and supervision plans are completed to take into consideration the layout
of the premises and grounds, any higher risk activities, the presence of any animals, the
location of activities and the location of bathroom and nappy change facilities.

ARRIVAL AND DEPARTURE

Arrival and departure times are planned to promote a smooth transition between home and
our Family Day Care Service. The opportunity to build secure, respectful and reciprocal
relationships between children and families is promoted during arrival and departure times
where educators have the opportunity to engage in conversations with families and support
each child's well-being.

Our educators and educator assistants will ensure the safety of children at Coffs Harbour FDC
Service and ensure our Arrival and Departure Policy is strictly adhered to, allowing only
nominated authorised persons to collect children at any time throughout the day. The daily
sign in and out register is not only a legally required document to record children’s
attendance as per National Law and National Regulations but also used as a record of the
children on the premises should an emergency evacuation be required to be implemented.

EMERGENCY MANAGEMENT

Family Day Care educators and educator assistants will be provided with information about
emergency evacuation procedures, management plans, risk assessments and evacuation
plans during the initial induction to ensure requirements are met to provide a safe and
healthy working environment.

Emergency and evacuation situations in early education and care services may arise for a
variety of reasons, often suddenly and unexpectantly. Ensuring that educators and children
know what to do in an emergency situation requires vigilant planning and practice. Regularly
practicing the drills for emergency situations also provides an opportunity to help support
and build on children’s coping mechanisms and resilience. The Emergency Evacuation Policy
provides guidance and procedures for educators to confidently manage emergency



situations effectively and efficiently, while maintaining the safety and wellbeing of children,
families and visitors.

CHILD PROTECTION AND CHILD SAFE ENVIRONMENTS

Our Family Day Care Service is committed to providing a child safe environment where
children’s safety and wellbeing is supported and children feel respected, valued and
encouraged to reach their full potential. Our Child Safe and Child Protection Policy outlines how
Coffs Harbour FDC Service embeds the National Principles for Child Safe Organisations and
promotes a culture of safety and wellbeing to minimise the risk of child abuse or harm to
children whilst promoting children’s sense of security and belonging. We will ensure all
management, educators, students and volunteers understand the meaning, importance and
benefits of providing a child safe environment and critically, understand their obligations and
requirements as Mandatory Reporters. At all times, management, staff, educators, students
and volunteers will treat children with the utmost respect and understanding.

All FDC educators, educator assistants, coordinators and other staff are committed to
identifying possible risk and significant risk of harm to children and young people at FDC
residences and/or approved venues as per our Child Protection Policy. We comprehend our
duty of care responsibilities to protect children from all types of abuse and neglect and will
adhere to our moral and legislative obligations at all times.

We aim to implement effective strategies to assist in ensuring the safety and wellbeing of all
children. Coffs Harbour FDC Service will act in the best interest of each child, assisting them
to develop to their full potential in a secure and child safe environment.

A Child Protection ‘refresher’ training course is to be attended by each educator every 24
months to ensure knowledge is current. Each educator will know responsibilities as a
Mandatory Reporter and be aware of the responsibility to report an allegation of reportable
conduct of any employee or volunteer as part of the Reportable Conduct Scheme.

HEALTH AND SAFETY PRACTICES (CONTROL OF
INFECTIOUS DISEASES)

Our Family Day Care Service will minimise children’s exposure to infectious diseases by
ensuring FDC educators and educator assistants adhere to the Infectious Disease Management
Policy and all recommended guidelines from relevant authorities regarding the prevention of
infectious diseases, promoting practices that reduce the transmission of infection, ensuring
the exclusion of sick children and educators, supporting child immunisation, and
implementing effective hygiene practices.

Coffs Harbour FDC coordinators will support educators to minimise the spread of infectious
diseases and viruses by implementing recommendations as stated in the Staying healthy:
Preventing infectious diseases in early childhood education and care services (Fifth Edition)
developed by the Australian Government National Health and Medical Research Council and
advice provided from the Australian Health Protection Principal Committee (AHPPC).



SAFE TRANSPORTATION OF CHILDREN (INCLUDING CAR
SEAT INSPECTIONS)

Educators and educator assistants working within our Family Day Care Service often provide
transportation of children as part of our education and care service. This may include
transporting children between the FDC residence or approved venue and other locations to
participate in regular outings such as play groups, library visits, walks in the park or collecting
children from homes or schools. Our Transportation Policy provides guidance to ensure that
all children being educated and cared for by educators are adequately supervised at all times.
This includes ensuring educator to child ratios are met whenever and wherever education
and care is provided to children and including providing transportation as part of our service
activity.

Appropriate documentation must be completed prior to any excursion, incursion or regular
outing that requires transportation including risk assessments and parental permission as
per our Transportation Policy and Excursion Policy.

All vehicles used to transport children while being cared for by educators must be
roadworthy, registered and insured. Drivers must hold a current driver’s license and the
vehicle fitted with the required child restraints, approved by the Roads and Traffic
Authorities.

SUN SAFE PRACTICES

Our Family Day Care Service will work in compliance with the National sunsmart Early
Childhood Program to ensure children’s health and safety is maintained at all times whilst at
the Service. Our Sun Safe Policy applies to all activities at a FDC residence or approved venue,
or whilst engaging in regular outings and excursions. UV levels vary across Australia and
throughout the year. FDC educators and educator assistants will use a combination of sun
protection measures whenever UV Index levels reach 3 and above. Please check the daily local
sun protection times and UV levels to be sure you are using sun protection when it is required for
your location. The sun protection measures are to be used for all outdoor activities during the
daily local sun protection times. A combination of sun protection measures is considered
when planning all outdoor activities such as excursions and water play.

MANUAL HANDLING PROCEDURE

The correct manual handling procedure is as follows:

I. Assess therisk
+ How heavy is the object?
+ Do | need help to move the object?
Is the path clear of obstacles?
+ Can I move this object safely?



Il.  Prepare
+ Assess object to be lifted, path to be followed and final placement of object.
+ Clear path of obstructions
+ Check load for sharp edges, staples etc.
+ Assess load to see if suitable to carry without assistance
+ Seated work - never lifts loads in excess of 4.5 kg
+ Standing Position - as the load increases so does the risk of injury. Therefore, more care is
required for heavy weights. Only lift weights that you can safely handle.
+ No employee will lift, lower or carry loads in excess of each individual's safe working load.
* Never lift loads which are too heavy for you - seek assistance if required

lll.  Then Lift

+ The front foot should be beside the object and pointing in the direction of travel.

+ The back foot should be slightly behind and a hip width from the front foot.

+ Hands should be diagonally opposite full length of fingers and if possible, the palms of the
hands should be used.

+ Bend your knees and use your legs to lift the load.

* Your back should be as near to straight as possible (raise head with chin in just before
lifting this will keep your spine straight).

+ Arms should be kept as straight as possible with elbows close to your sides.

Follow the procedure for nappy changes, with the child using the ladder to climb up to the

table and down, not you lifting.

Do not stand on tables, chairs or other items to hang things in a room or reach items stored

above.

V. REMEMBER

DON'T change your grip while carrying.

DON'T twist. Always use your feet to move your body.
DO face the spot on which the load will rest.

WORK HEALTH AND SAFETY

A workplace health and safety induction will form a part of the general induction for
educators and educator assistants and will consist of an introduction to the related policies
and procedures that you will need to be familiar with prior to commencing your engagement.
This will include hazard and incident forms, reporting procedures, use of PPE equipment,
location of fire safety equipment, Work Cover information, security procedures and location
of first aid kids. WHS checklists for indoor and outdoor environments, bathrooms and
kitchens will also be included in the induction.

Our Family Day Care Service is committed to supporting educators create and maintain a safe
and healthy environment for educator assistants, coordinators, children, families and visitors.
We ensure that FDC educators and educator assistants within our organisation, are aware of
and meet their legal and ethical responsibilities as clearly documented in current National
Regulations and Work Health and Safety laws.



Our Work Health and Safety Policy aims to provide guidance for educators to ensure the
health, safety and welfare of children, families, educators, educator assistants and visitors by
adhering to moral and legal obligations outlined in Work Health and Safety (WHS) laws. We go
beyond compliance with all relevant legislation and work towards best practice to ensure a
safe work environment within our principal office and also within each approved FDC
residence or venue. Coffs Harbour FDC Service is committed to continuous improvement in
all areas of workplace health, safety and wellbeing.

STAFFING ARRANGEMENTS

INDUCTION/ ORIENTATION

A comprehensive induction and orientation will occur at the commencement of each Family
Day Care educator and educator assistant engagement, which will include our commitment
to ensuring a child safe organisation. It will be an introduction to our facilities, our
philosophy, policies, colleagues and families, familiarisation with programming and
documentation.

PROBATIONARY PERIOD

All new educators are subject to a probationary period of three (3) months. This ensures
assessment for both the educator and Family Day Care Service to ensure suitability of the
role for the educator. Probationary meetings will be scheduled within the first week of
engagement and at the end of the probationary period. Educators are expected to follow all
National Regulations, National Standards and service policies and procedures during the
probationary period. All educators will receive ongoing training and support from the FDC
coordinators during the 3-month probation period. A FDC Coordinator will conduct a
performance review before the 3-month probation period has expired and advise if the
probation period has been successful or if a further probationary period is required.

PUBLIC LIABILITY INSURANCE

It is a requirement of the National Regulations for FDC educators and educator assistants to
hold insurance against public liability with a minimum cover of $10,000,000. Evidence of the
insurance must be produced for inspection upon request by the Family Day Care Service,
Regulatory Authority, or an authorised officer under the Education and Care Services National
Law.

SMOKING

Smoking is NOT permitted in or on surrounding areas of the Family Day Care residence or
approved venue when education and care is being provided for children. It is expected that at



all times your clothes will be smoke free. If, after adequate warning an educator is found
smoking, their engagement at the FDC Service may be terminated.

Educators are reminded that smoking or vaping is NOT permitted in or on the surrounding
areas of the FDC residence or approved venue when care is taking place. (The smoking ban
extends to an area of up to 5m around the land the service is approved to provide education
and care). Educators must ensure that children being educated and cared for as part of the
FDC Service remain in an environment that is free from tobacco, drugs and alcohol. This
includes when transportation for regular outings or excursions is provided for children.

ALCOHOL AND DRUGS

Coffs Harbour Family Day Care is bound by the Education and Care National Regulations.
Working in line with the Ethical Conduct Policy, Work Health and Safety Policy and Drugs and
Alcohol Policy. Our Family Day Care Service aims to provide a tobacco, drug and alcohol-free
environment with clear guidelines to ensure environments are safe for all children, educators
and visitors. Alcohol, drugs, or other substance abuse by educators can have serious adverse
effects on their own health and the safety of others. As such, all educators must not:

+ Consume alcohol nor be under the influence of alcohol while working

+ Use or possess illegal drugs at any FDC residence

+ Drive a vehicle, having consumed alcohol or suffering from the effects of illegal substances
+ Bring any illegal drugs onto the FDC residence or approved venue

Educators undergoing prescribed medical treatment with a controlled substance that may
affect the safe performance of their duties are required to report this to the FDC Nominated
Supervisor. All issues pertaining to these matters shall be kept strictly confidential. FDC
educators and educator assistants must ensure that children being educated and cared as
part of a FDC Service are provided with an environment that is free from the use of tobacco,
illicit drugs and alcohol.

A breach of this policy may initiate appropriate action including the termination of
engagement.

LEAVE AND HOLIDAYS

Coffs Harbour Family Day Care Service is committed to providing a safe and healthy
workplace that understands educators and educator assistants will be required to take
planned and unplanned leave from their FDC Service at times. Coffs Harbour FDC Service will
aim to provide alternative care where possible for children if the primary educator is unable
to provide care during a period of absence, whether planned or unplanned.

In an emergency or event due to illness, including infectious illness within the educator’s
family, the educator is to notify the FDC Coordinator and families at the earliest opportunity.
The FDC Coordinator will arrange alternative care for children where possible.

As educators are engaged by the service as an independent self-employed contractor there is
no provision for annual leave or personal leave. Any planned or unexpected leave is to be
unpaid.



RELATIONSHIPS AND FAMILIES, CHILDREN AND THE
COMMUNITY

RATIOS

To ensure our Family Day Care Service adheres to the Education and Care Service National
Regulations we engage FDC educators, educator assistants, coordinators and staff who are
suitably qualified and adhere to regulated educator to child ratios. Adequate supervision is a
critical consideration for all FDC educators and educator assistants in the residence or
approved venue where children are educated and cared for and is part of every educator’s
Duty of Care. Educators are required to ensure that children are in sight and/or hearing at all
times, demonstrating that the best interest of children is being provided for. This includes
toileting, sleep, rest, nappy changing, transition routines and whenever the educator provides
or arranges transport for children.

Coffs Harbour FDC Service will meet the minimum child ratio requirements as stated below:

EDUCATOR TO CHILD

AGE RATIO

A maximum of 4 children preschool age or under
Ratio includes educator’s own children younger than 13 years | 1:7
of age if there is no other adult to care for them

These minimum ratio requirements are to be met while on an excursion or regular outing.
Consideration should be taken if additional supervision is required, for example during
excursions or activities involving water.

There are rules around providing care for educator’s own child or children and children of
relatives including nieces, nephews, cousins and grandchildren (including great
grandchildren). Educators are unable to claim CCS or ACCS for their own children or siblings.
Educators are not entitled to CCS or ACCS if using FDC for their own child on a day they are
providing care, unless an exemption has been met as detailed in the Childcare Provider
Handbook.

Ratio rules apply when caring for a relative’s child or children. Educators must ensure care
provided to children of a relative is less than 50% of children cared for across the fortnight
(See Childcare Provider Handbook for further information).

NETWORKING AND PLAYGROUPS

As our educators are in an environment where they are working by themselves it is very
important to build networking relationships and participate in regular networking
opportunities. Our Family Day Care Service arranges a monthly playspace session for
educators and children. This is an opportunity to meet the other educators within the service
and share knowledge. Coffs Harbour FDC Service also offers regular meetings with educators
and training sessions. Our Play Space sessions allow children to mix with other children and
engage with the FDC community. Play Space sessions are an opportunity for educators to
share knowledge, gather ideas around the educational program.



Coffs Harbour FDC Policies and Procedures apply to all playgroup sessions. The FDC
Coordinator is available during the playgroup sessions to support educators and children.
Educators are expected to maintain professional, respectful and positive interactions with
other educators and children at all times during playgroup and networking sessions.

ENROLMENT CONDITIONS

Enrolment and orientation can be an exciting and emotional time for children and families. It
is important to manage this time with sensitivity and support, building partnerships between
families and the Family Day Care Service and engaged FDC educators. Such partnerships
enable the FDC Service, educators and families to work toward the common goal of
promoting consistent quality outcomes for individual children and the FDC Service. Our
Enrolment Policy outlines information to ensure the maximum daily attendance does not
exceed the licensed capacity for each family day care educator engaged, vacancies are
available for the booking required and that the adult to child ratio is maintained at all times.
Coffs Harbour FDC service will discuss with interested families and provide the following
information:

+ The service philosophy, enrolment link, Medical Conditions, Sleep and Rest Policy
sunsmart requirements, regulations and the licensing and assessment process for our
State, Family handbook.

Our coordination unit arranges child care placement with our educators and administers
Child Care Subsidy (CCS) for families. Once an initial enrolment interview has been
conducted by the FDC Coordinator families will be referred to individual educators who may
be available to meet their needs.

Families will be provided with a Family Handbook which provides important information to
ensure the best possible start to quality education and care at Coffs Harbour FDC service. An
orientation visit will be organised for families and their child/ren. Families are requested to
complete an enrolment form which the FDC service will process and provide relevant
information to the FDC educator.

Families are to provide upon enrolment the following documents as part of the enrolment
process.

+ The child’'s Medicare number (if available), copies of any court order, parenting orders
or parenting plans and an Immunisation History Statement from the Australian
Immunisation Register. The Immunisation History Statement must show that the child
is up to date with vaccinations for their age OR the child is on a recognised vaccine
catch up schedule OR has a medical condition preventing them from being fully
vaccinated. Medical Management Plans if relevant.

Families are to provide details of authorised nominees and emergency contacts on the
enrolment form. The enrolment form will include additional authorisations for Coffs Harbour
FDC service to seek medical treatment and emergency transportation for children if required.
Authorisations will also be requested for application of sun cream, permission to administer
emergency medication to children in the case of an asthma or anaphylaxis emergency
(Ventolin or Epi-pen), permission for the educator to administer paracetamol in an
emergency and permission to access medical treatment and transport in case of an
emergency.



VISITORS

Under the Education and Care Services National Regulations, an approved provider of a
Family Day Care service must take all reasonable steps to ensure a record is kept of all
visitors to a FDC residence or approved venue while children are being educated and cared
for by an educator. This record assists FDC Services to clarify who is in attendance at a
residence at any given time and ensures the continued safety of children who are being
educated and cared for at the service. Although visitors are welcomed and encouraged into
the FDC residence or approved venue, it is imperative that supervision strategies are
implemented to ensure children’s safety at all times. Adequate supervision of children must
be maintained at all times children are being educated and cared for in a service. The Visitors
to FDC Residence and Venues Policy states FDC educators and/or educator assistant must
ensure a child or children are never left alone with a visitor, student or volunteer.

RESPECTFUL AND AUTHENTIC RELATIONSHIPS WITH
FAMILIES AND COLLEAGUES

Our Family Day Care service is renowned for its warm, friendly and professional approach by
our educators. Coffs Harbour FDC Service strives for a happy working environment amongst
all families and educators. Please treat families and fellow educators with the respect and
courtesy you would like to receive yourself. Please do not use obscene or offensive language
within the workplace. Coffs Harbour FDC Service offers an equal opportunity workplace free
from discrimination or harassment. Those found using obscene or offensive language,
practicing discrimination, harassment, or vilification based on gender, race or religion will
have their engagement contract terminated.

GOVERNANCE AND LEADERSHIP

DEALING WITH COMPLAINTS
Coffs Harbour Family Day Care Service will always aim to provide a fair and equitable
workplace; this includes procedures for settling grievances. We should all work together to
ensure a safe, healthy and harmonious work environment. We acknowledge that conflict is a
natural part of the work environment. It is important that all conflict is resolved. Unresolved
conflict leads to tension, stress, low productivity, sour relationships, excess time off, ill health,
anxiety and many other destructive emotions. When conflict is addressed and handled
constructively the outcomes are feelings of relaxation, openness, high productivity, vitality,
good health, empowerment, a sense of achievement etc.

It is every educator’s responsibility to contribute to the development of an open, healthy and
constructive work environment. All grievances, whether considered minor or not, are to be
dealt with promptly and thoroughly. Coffs Harbour FDC educators and educator assistants
are expected to look at conflict in a positive way, ready to learn something new or improve
work relationships.



Educators are also to be aware of their responsibility to provide good role models for
children in their handling not only of conflict with work colleagues, but with children, parents
and other associates.

Educators should reflect on the service Complaints/ Grievance Handling Policy and Early
Childhood Australia’s Code of Ethics for guidance and direction of appropriate behaviour.

CONFIDENTIALITY

Privacy is acknowledged as a fundamental human right. Our Family Day Care Service has an
ethical and legal responsibility to protect the privacy and confidentiality of children,
individuals and families as outlined in Early Childhood Code of Ethics, National Regulations
and the Privacy Act 1988 (Cth). As per our Confidentiality Policy all educators and educator
assistants will maintain confidentiality of personal and sensitive information to foster positive
trusting relationships with families.

Educators must ensure that all records and information are held in a secure place and are
only retrieved by or released to people who have a legal right to access this information.
Coffs Harbour FDC Service takes data integrity very seriously, we strive to assure all records
and data is protected from unauthorised access and that it is available to authorised persons
when needed. Educators are to ensure volunteers and families are aware of the
Confidentiality Policy.

All information shared with families and professionals is STRICTLY CONFIDENTIAL. Educators
and management will respect the privacy of children and their families by keeping all
information about child protection concerns confidential and only share information to
promote child wellbeing or safety and /or manage risk of family violence with other
Information Sharing Entities (IES) as per state/territory legislation. Unless authorised to do so
by legislation, educators and educator assistants must not disclose or use any confidential
information without appropriate approval.

PROFESSIONAL DEVELOPMENT AND ONGOING LEARNING

We believe that ongoing professional development is one of the most important ingredients
in a high quality and effective service. Our responsibility is to ensure FDC educators are
properly trained to embrace the role you are expected to undertake. The Family Day Care
Service's Educational Leader will work with educators to identify areas of strengths and areas
for further development as part of your Professional Development Plan. Educators will engage
in critical reflection, ongoing professional learning and support research that builds
knowledge and that of the profession.

It is a condition of engagement that all educators keep their First Aid, CPR, Asthma and
Anaphylaxis emergency training (as required) current and supply the FDC Service with valid
certificates. Educators are to ensure Child Protection training is valid and updated every 24
months to maintain skills and knowledge required by National Regulations and best practice.
Educators are to attend a minimum of 2 professional development and/or in-service courses
over a 12-month period



STUDENT AND VOLUNTEERS

Our Family Day Care Service values the participation of students and volunteers. Having
students and voluntary workers with FDC educators and educator assistants helps to inform
the community about our program and the value of the work we do. Students and voluntary
workers are welcome at the FDC Service; however, the children’s care and safety are our first
priority.

We have a strong commitment to provide a range of opportunities for family members,
volunteers and students to participate in programs and activities while adhering to clear
guidelines regarding appropriate interactions and communication with staff, and other adults
and children at the FDC Service. The FDC Service will ensure all students and volunteers hold
the current WWCC verifications before placement begins.

Students or volunteers are directly supervised at all times during children’s nappy change
times and never left alone with children at any time. As per the Volunteers and Students Policy,
Students and Volunteers must complete the visitor sign in/out register upon arrival and
departure from the FDC residence/venue.

EQUIPMENT, RESOURCES AND ENVIRONMENT SAFETY
CHECKS

As part of the registration and engagement process all educator residence and approved
venues will be subjected to a pre-opening environment compliance check. The Family Day
Care Coordinator will arrange a home safety check prior to children starting care to assess
the physical environment. Each proposed FDC residence and proposed approved venue must
be assessed (including a risk assessment completed) before education and care is provided
to children at the residence or venue. Records of all assessments will be maintained to
ensure that the health, safety and wellbeing of children who are educated and cared for by
the service are protected. By conducting comprehensive risk assessments, potential hazards
that may cause injury or harm to children are identified and actions to minimise potential risk
are clearly documented and action taken to ensure compliance. Educators will conduct daily
safety checks and regular WH&S inspections.

The FDC Coordinator will conduct regular spot checks to ensure a safe, secure education and
care environment is provided that poses minimal risks to the health, safety and wellbeing of
children. Comprehensive risk assessments will be completed on an annual basis. The FDC
Coordinator will provide continuous and ongoing monitoring of the environment through
regular home visits and provide recommendations to ensure compliance and safety for
children at all times as per the Assessment, Approval and Re-assessment of Approved FDC
Residence and/or Approved Venue Policy. The educator and educator assistants will ensure a
safe environment is provided at all times children are educated and cared for, while meeting
all regulatory standards.

REGISTRATION OF HOUSEHOLD MEMBERS



Coffs harbour family day care service will ensure a register is completed for each fdc
residence to ensure each household member is consider ‘fit and proper’. Any person over
the age of 18 years who resides or frequently visits the fdc residence is required to hold a
current working with children check and have details recorded on the register. A household
members register which records household members wwcc number and date of birth is to be
maintained and up-to-date at all times. Updated registers are to be submitted to the fdc
service if there are changes to the household members i.e., new members or frequent
visitors to the service.

FEES, CHARGES AND LEVIES

Coffs Harbour Family Day Care Service will ensure all reporting requirements for claiming and
administering CCS payments will be maintained. As per our Fees Policy, we have effective
compliance systems in place to ensure childcare funding is administered appropriately and
our approved educators adhere to their responsibilities as ‘fit and proper persons’ under
Family Assistance Law.

Approved educators operate as self-employed small business owners and set their own fees,
days of operation and minimum hours for provision of education and care under Coffs
Harbour FDC Service. Families will be provided with a fee schedule for each session of care
for individual educators at time of enrolment.

Educator fees may vary due to educator qualifications, location, hours of care provided
including casual and permanent fees, overnight fees, weekend rates and the age of the child.
Some educators provide food, nappies and transport and these will be added to the hourly
fees. Late fees will be detailed on the fee schedule.

CCS is paid directly to the FDC Service, and this is used as a fee reduction (visible on a family’s
statement). Families are generally liable to pay the co-contribution for child care fees.
Families are required to pay Coffs Harbour Family Day Care the difference between the fee
charged and the subsidy amount- the ‘gap’ amount. Coffs Harbour Family Day Care will
distribute CCS and the gap fee to educators.

Families are required to pay fees using the FDC Service's direct debit system. Redpay. Families
are required to provide banking details to facilitate set up of the direct debit account prior to
the commencement of care.

Fees and charges associated with direct debit system are outlined upon enrolment.

Fees will be debited and receipted fortnightly from the families nominated bank account by
the service.

A dishonour fee will apply for direct debit transactions where there are insufficient funds to
cover the fees.

Families will be issued with a Statement of Entitlement on a fortnightly basis in accordance with
the fee payment and Regulatory requirements.

The Statement of Entitlement will include details of the sessions of care provided and the
resulting fee reduction amounts.

The Statement of Entitlement is generated using our CCS Software which meets all
requirements as per Family Assistance Law legislation.

Educators are to ensure daily attendance records are submitted correctly each week through
our CCMS Software - Harmony. This ensures timely and correct payments to educators. Any



changes to attendance or fee information is to be emailed through to the service as soon as
possible to reduce delays in payments.

Coffs Harbour FDC Service charges an educator levy and a child care management levy.
Educators must ensure they are providing care for the full session charged, if care is not
available for the full session length, then the session must be amended accordingly. (See
Childcare Provider Handbook for further information).

Educators are required to comply with obligations as outlined within the Childcare Provider
Handbook to prevent fraud and corruption within the FDC Service

CCS SOFTWARE AND OBLIGATIONS

Our Family Day Care Service aims to comply with the Child Care Subsidy legislative
requirements associated with operating a fee reduction Service for eligible families. As
outlined within the CCS Governance Policy, Coffs Harbour FDC Service and all educators accept
the legal responsibilities associated with claiming Child Care Subsidy within the Family
Assistance Law. Families are required to register for CCS through their mygov account linked
to Centrelink and provide documentation to support the CCS payment.

Educators are to purchase a subscription to our CCS Software Harmony. CCS Software is
used to report attendance and fee information directly to CCS for receiving, passing on
and/or remitting CCS subsidy payments. Educators are to attend any training or courses
provided by the CCS Software to ensure correct use when reporting attendance and fee
information. The FDC Service is responsible for submitting enrolment details through the CCS
Software. Families are to advise the FDC Service directly any changes to the family or child’s
enrolment.

Educators are to use the CCS Software to report all attendances, absences and change to fee
schedule. Educators are to ensure quality control systems are in place to ensure any
anomalies are detected and rectified as soon as possible. Educators are to ensure
attendances are submitted at the end of each week to ensure prompt payment of CCS, at
times there may be delays of CCS payments which are out of the FDC Service control, for
example Public Holidays. Families are to be issued with a Statement of Entitlement and
invoices on a fortnightly basis in accordance with the fee payment and Regulatory
requirements.

RECORD KEEPING

The Family Day Care Service and educators are required to maintain and manage appropriate
documentation in a private and confidential manner working in accordance with legislation
requirements, regulations and best practice. Records that are to be kept by individual
educators may include; complaint records, attendance records, absences, statements,
invoices, receipts, WWCC check records, records relating to Child Protection, child
assessments or evaluations, incident, injury, trauma, illness records, medication records,
records relating to the death of a child, enrolment records, records of
visitors/students/volunteers, record of service compliance, record of assessment of FDC


https://my.gov.au/LoginServices/main/login?execution=e2s1

residence/approved venue, evidence of public liability). Educators are required to provide
copies of records upon request to the FDC Service or relevant authority as required.

POLICY MANAGEMENT

To ensure compliance with the National Quality Framework, our Family Day Care Service will
review our policies and procedures on an annual basis, or more frequently if required due to
changes having occurred within the FDC Service, or if considered best practice in respect of
current research. We aim to work in collaboration with our Family Day Care educators and
families, gathering feedback when updating our policies and procedures to ensure that the
needs of children being educated and cared for are always being met.

All educators and educator assistants will receive a copy of the Policy folder upon
engagement of service and any updates will be communicated to families and educators in a
timely manner. Policy development and review will be made in consultation with
management, staff and families of children attending the FDC Service. Management will
ensure our policies and procedures are underpinned by the Early Years Learning Framework
and ECA Code of Ethics and address the Education and Care Services National Law and National
Regulations, National Quality Standard, Family Assistance Law and other state/territory laws as
applicable. Educators are to acknowledge, in writing, they have received and understood all
policies Coffs Harbour FDC Service hold and they agree to abide by all policies and
procedures as part of their term of engagement with the FDC Service. Educators are to
ensure that copies of the current policies and procedures are available for inspection at the
FDC residence or approved venue upon request.

CESSATION/TERMINATION OF ENGAGEMENT

Family Day Care educators and educator assistants are engaged by the FDC Service as an
independent contractor and are required to adhere to Coffs Harbour FDC Service policies and
procedures,



ACKNOWLEDGEMENT FORM

By signing this page, you acknowledge:

1. Thatyou have read and will abide by the Educator Handbook

2. Thatyou have read and will abide by the FDC Service's Policy Manual in its entirety

3. You adhere to the Child Safe Standards

4. Thatyou have been introduced to the FDC Service’s WHS Procedures and Reporting
including:

a. Storage of Hazardous Products
b. Incident, injury, trauma and iliness reporting

5. Thatyou have been introduced to the FDC Service’s Programming Procedure and

documentation including.
a. Programming Cycle
b. Observations and evaluations
c. Documentation/Portfolios

6. You are aware of individual children’s medical management plans for allergies, asthma,
diabetes, epilepsy or other medical requirement. You are aware of children with additional
needs or behaviour plans.

7. You are respectful and inclusive of all children and demonstrate cultural awareness and
respect for Aboriginal and Torres Strait Islander children and children from culturally
and/or linguistically diverse backgrounds

8. Thatyou are aware of administrative commitments such as;

a. Timesheet procedure
b. Record keeping procedures

9. You have provided copies of your current First Aid Certificate, Child Protection Training,
Asthma and Anaphylaxis Emergency Management Certificate, Industry Qualifications and
relevant certificates for In-services that relate to the industry

10. You have provided evidence of current Immunisation status

11. You have successfully completed a Working with Children’s Check and provided the
number and expiry date to management.

12.

I hereby acknowledge having received a copy, read and
understood the Educator Handbook and Procedures and Policies of Coffs Harbour Family
Day Care and | agree to abide by these requirements at all times.

| agree to abide by the National Quality Framework including, the National Quality
Standard, the Early Years Learning Framework, Education and Care Services National Law,
Education and Care Services National Regulations, Family Assistance Law and Early
Childhood Australia’s Code of Ethics.

SIGNED DATE

WITNESS DATE
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