


  

 Artist CV– Michele McFarland (Hollister)  

436 Foster’s Road, 

Inglewood, Qld. 4387 

STUDIO- 40 Greenup Limevale Rd 

Inglewood, Qld. 4387 

PH: 0407733533 

mihardwork@gmail.com 

    

Glass Artist with 30 years of related work experience, as well as portfolio of varied accomplishments 
including public and private commissions, and academic achievements. Possess a strong sense 

of artistry and forward-thinking, that is 
consistently displayed across all art pieces. Capable of communicating with clients regarding 

specifications for customized art pieces 
  

EDUCATION  

   

  

Bachelor of Arts (Visual Arts) 1990  QUT 

Brisbane  

Graduate Diploma in Teaching 1991  

  

QUT 

Brisbane  

PROFESSIONAL EXPERIENCE  

  

  

SELF-EMPLOYED  Ipswich, Qld  

Artist (Freelance)   1992 – Present  

• Design, develop, and deliver art pieces to clients according to specifications  

• Create stained glass and leadlight windows to be displayed in local establishments  

• Restore Heritage listed windows to local churches  

• Deliver regular high quality instruction of various glass disciplines to students across multiple ages   

• Participate and display at Ipswich Home Show                                                                 2001-2006  

• Restoration Project of windows at Ipswich Central Mission                                                                   2013  

Relocation of studio to 65 Albert Street Inglewood, Qld                                                                             2014  

• Deliver regular high-quality instruction of glass art skills in leadlighting, mosaics, kiln formed glass, 

and lampwork beadmaking to local and wider regional communities                         2012 - present  

• Appointed Leadlight Artisan to Cobb N Co Museum Toowoomba              2021 - present  

Relocation of Studio to Greenup Meeting Place, Coolmunda Qld                            2022 - present  

  

EXHIBITIONS/ MAJOR COMMISSIONS    

   

• Recipient of Ipswich City Council Christmas Tree Commission                                      2005   

• Inglewood Children’s Little Theatre Mosaic Workshop – Creation of glass mosaic        2015 

mural on the Driver Reviver building, Inglewood. Qld  

• Inglewood State School Mosaic Workshop – Creation of Mosaic sign displaying the 2016 

school’s values   

• Facing West – Solo exhibition Texas Regional Art Gallery, Texas Qld                                 2018  

• The Fragile Balance - Solo exhibition Gallery 107, Dalby Regional Art Gallery, Dalby       2021  

• The Bookshelf Mural – Inglewood State School                                                              2022  

• Acciona Mural – Lions Park Inglewood Toilet Block                                                         2023  

   



MASTER CLASSES    

   

• Antrim School – Painting I – Tutor Dick Millard (5-day masterclass), held at Geoffrey Wallace 

Stained Glass Studio, Melbourne 2010.                                    

 

• Powders: Colour, Components and Crackle – Bob Leatherbarrow (5-day masterclass), held at 

Blue Dog Glass, Morrabin. Vic 2011.                                                                              

 

• Surface Textures – Karri Minnick (5-day masterclass), held at Blue Dog Glass, Mordialloc Vic 

2017.  

 

• Murrini and Twisted Came – Nathan Sandberg (5 day masterclass), held at Blue Dog Glass, 

Mordialloc, Vic                                                                                

 

 

• Perfect Imperfections – Peter Nilssen held at Canberra Glassworks (5-day masterclass)  

 

• Glass Guilding – Will Lynes held at Canberra Glassworks (3 day masterclass)  
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Item 4.12 Multicultural Policy 

 
EXECUTIVE SUMMARY 
Australia is an increasingly multicultural society and as we recognise more cultural and ethnic 
diversity, it is imperative we lead children in recognising, respecting and accepting similarities 
and differences in cultures. The cultural beliefs, linguistic and religious diversity represented 
within our Out of School Hours Care Service (OSHC) and wider community helps to form the 
foundation of the program being implemented to ensure we are promoting an inclusive 
environment for all children. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Multicultural Policy as presented.  
 

 
Budget & Resource Implications 
Nil 
 
Background 
Nil 
 
Consultation (Internal/External) 
N/A 
 
Attachments  
Attachment T – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Coordinator) 
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MULTICULTURAL POLICY 
Australia is an increasingly multicultural society and as we recognise more cultural and ethnic diversity, it 

is imperative we lead children in recognising, respecting and accepting similarities and differences in 

cultures. The cultural beliefs, linguistic and religious diversity represented within our Out of School Hours 

Care Service (OSHC) and wider community helps to form the foundation of the program being 

implemented to ensure we are promoting an inclusive environment for all children. 

There were never in the world two opinions alike, any more than two hairs or two grains. Their most 
universal quality is diversity.  
 

Michel De Montaigne, 1533–1592 
 

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 1:  EDUCATIONAL PROGRAM AND PRACTICE 

1.1.1 Approved learning 
framework  

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

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

1.1.3 Program learning 
opportunities  

All aspects of the program, including routines, are organised in ways 
that maximise opportunities for each child’s learning. 

1.2.2 Responsive teaching 
and scaffolding  

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

1.2.3 Child directed 
learning  

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

QUALITY AREA 3:  PHYSICAL ENVIRONMENT 

3.2 Use  The service environment is inclusive, promotes competence and 
supports exploration and play based learning.  

3.2.1 Inclusive 
environment  

Outdoor and indoor spaces are organised and adapted to support 
every child's participation and to engage every child in quality 
experiences in both built and natural environments. 

QUALITY AREA 5:  RELATIONSHIPS WITH CHILDREN 

5.1 Relationships 
between educators 
and children 

Respectful and equitable relationships are maintained with each 
child. 

5.1.1 Positive educator to 
child interactions 

Responsive and meaningful interactions build trusting relationships 
which engage and support each child to feel secure, confident and 
included. 

5.1.2 Dignity and rights of 
the child 

The dignity and rights of every child are maintained. 
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QUALITY AREA 6:  COLLABORATIVE PARTNERSHIP WITH FAMILIES 

6.1 Supportive 
relationships with 
families  

Respectful relationships with families are developed and 
maintained and families are supported in their parenting role. 

6.1.1 Engagement with 
the service  

Families are supported from enrolment to be involved in the service 
and contribute to service decisions. 

6.1.2 Parents views are 
respected 

The expertise, culture, values and beliefs of families are respected 
and families share in decision-making about their child’s learning 
and wellbeing 

6.1.3 Families are 
supported  

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

6.2 Collaborative 
partnerships 

Collaborative partnerships enhance children’s inclusion, learning 
and wellbeing. 

6.2.2 Access and 
participation  

Effective partnerships support children's access, inclusion and 
participation in the program. 

6.2.3 Community 
engagement  

The service builds relationships and engages with its community 

 

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS 

155 Interactions with children  

156 Relationships in groups  

168 Education and care service must have policies and procedures 

170 Policies and procedures to be followed 

 

RELATED POLICIES  

Additional Needs Policy 
Anti-Bias and Inclusion Policy  
Celebrations Policy  
Educational Programming Policy  
English as an Additional Language or Dialect 
(EAL/D) Policy 

Family Communication Policy 
Interaction with Children, Family and Staff Policy  
Orientation of Families Policy 
Physical Environment Policy  
Respect for Children Policy 
 

 

PURPOSE 

To develop affirmative attitudes, concepts, and beliefs towards the acceptance of diversity and 

knowledge of other cultures. Respect for diversity is a key element of quality care. Recognising, 

understanding and respecting cultural practices and beliefs are essential for the development of identity 

and self-esteem. Our cultural diversity in Australia is one of our greatest strengths and part of our 

national identity. Facilitating a sense of identity is a key outcome from My Time, Our Place Framework for 
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School Age Care in Australia (V2.0) 

 

SCOPE 

This policy applies to children, families, staff, educators, approved provider, nominated supervisor, 

students, volunteers and visitors of the OSHC Service. 

 

IMPLEMENTATION 

Our OSHC Service values and celebrates multicultural diversity by building respectful partnerships with 

families and local communities. We promote and embrace cultural and linguistic differences and provide 

an inclusive and equitable environment for children to develop their sense of belonging and enhance 

their learning and well-being. 

 

THE APPROVED PROVIDER/ MANAGEMENT/ NOMINATED SUPERVISOR WILL ENSURE: 

• educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy and 

associated procedure 

• all new employees are provided with a copy of this policy as part of their induction process  

• families are aware of this Multicultural Policy 

• equitable access to the Service is provided to children and families from all cultural and linguistic 

backgrounds 

• to build culturally safe and secure environments where all children and young people are respected 

regardless of background, ethnicity, languages spoken, religion, family makeup or gender (MTOP, 

V2.0. p. 15) 

• the OSHC Service communicates, engages and consults with our culturally diverse communities 

• specific programming and cultural awareness activities and experiences, identifying similarities and 

differences and learning about a variety of cultural celebrations 

• inclusive teaching practices recognise and respect the cultural, linguistic and religious backgrounds of 

all children and families 

• all staff and educators display cultural responsiveness by learning about multiple perspectives and 

diversity such as Aboriginal and Torres Strait Islander peoples, ethnic, cultural, linguistic, family and 

individual’s diversity 

• to engage Aboriginal and Torres Strait Island people about how to embed Aboriginal and Torres Strait 

Islander perspectives into the philosophy of our Service and the planning and implementation of the 

curriculum  
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• the OSHC Service builds and maintains cultural resources to appropriately reflect cultures within the 

service and community 

• children, staff, and families’ cultural backgrounds are reflected in developing routines and programs 

consistent with best practice and that foster positive outcomes for all stakeholders 

• positive community relations are promoted and methods of communication with families are 

translated into home languages as required 

• the capacity of staff to meet the specific learning and wellbeing needs of children and young people  

from culturally diverse backgrounds is met through professional learning opportunities for educators  

• cultural responsiveness is demonstrated by learning about multiple perspectives and diversity such as 

Aboriginal and Torres Strait Islander peoples, ethnic, cultural, linguistic, family and individual’s 

diversity 

• the unique cultural and social perspectives of each family is acknowledged and celebrated 

• all staff follow the principles of the Early Childhood Australia Code of Ethics.  

 

WHEN WORKING WITH CHILDREN AND FAMILIES, EDUCATORS WILL: 

• create and maintain an inclusive and culutally safe environment that enhances children’s 

development, self-worth and dignity 

• act in the best interests of all children at all times 

• take responsibility to be culturally responsive and be respectful of everyone’s backgrounds, beliefs, 

values, customs, knowledges, lifestyles and social behaviour 

• respect and value the diversity of families, and communities and the aspirations they hold for their 

children (MTOP, V2.0) 

• engage parents and families in planning cultural days, events or celebrations 

• embed Aboriginal and Torres Strait Islander knowledge and perspectives into their planning and 

implementation of the curriculum  

• seek to protect the integrity of Aboriginal and Torres Strait Islander cultural expressions and language 

• encourage children and young people to respect and value others, including those who are different 

from themselves. 

• ensure children and young people do not exclude others on the basis of differences such as race, sex, 

or ability 

• work to ensure that the self-identity of each child is valued and respected 

• encourage children to explore and accept diversity 

• challenge bias and stereotypes 
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• address bias or comments about difference and treat as an opportunity to increase children’s 

understandings 

• model inclusive practices 

• use unbiased language: avoid racist, sexist, discriminatory, and/or stereotyped remarks or comments 

• ensure own interactions are caring and responsive to all children in the OSHC service  

• demonstrate respect for all children and families 

• ensure displays, posters, children’s books, and other materials are monitored to ensure they are 

culturally inclusive 

• use picture books and other resources for intercultural understanding [see link below for resources] 

• be sensitive and respectful to specific cultural behaviour or dress, which may be different to their 

own 

• ensure each child’s current knowledge, ideas, culture, abilities, and interests are consistently, actively 

and appropriately incorporated into all aspects of the program 

• develop deep understanding in the culture and language of the OSHC Service families and in that of 

the broader community, without compromising their cultural identities.  

 

RESOURCES 

Aboriginal Early Childhood Cultural Protocols 

Early Childhood Australia’s Reconciliation Story Time Collection 

NSW Department of Education Learning and Teaching Using picture books for intercultural 

understanding. Learning across the curriculum 

NSW Government Deadly Resources for Quality Services 

Reconciliation Australia- Reconciliation Action Plans (RAP)  

Victorian Aboriginal Education Association Inc. Early Years Unit 

Walking Together 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

Our Multicultural Policy will be reviewed on an annual basis in consultation with children, families, staff, 

educators and management.  

 

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES 

Multicultural Guide and Procedure Reconciliation Action Plan Guide 

SOURCES 
 
 Australian Children’s Education & Care Quality Authority. (2025). Guide to the National Quality Framework 

https://www.vaeai.org.au/wp-content/uploads/delightful-downloads/2020/06/2020Cutural_Protocols_VAEAI-1.pdf
https://www.earlychildhoodaustralia.org.au/our-work/reconciliation/story-time-collection/
https://education.nsw.gov.au/content/dam/main-education/teaching-and-learning/curriculum/key-learning-areas/hsie/media/documents/geography-history-english-creative-arts-es1-s1-s2-s3-s4-s5-picture-books-intercultural-understanding.pdf
https://education.nsw.gov.au/content/dam/main-education/teaching-and-learning/curriculum/key-learning-areas/hsie/media/documents/geography-history-english-creative-arts-es1-s1-s2-s3-s4-s5-picture-books-intercultural-understanding.pdf
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/working-in-early-childhood-education/media/documents/Deadly-Resources-for-Quality-Services.PDF
https://www.reconciliation.org.au/reconciliation-action-plans/
https://www.vaeai.org.au/wp-content/uploads/delightful-downloads/2020/06/FinalProof2020.pdf
https://www.acecqa.gov.au/sites/default/files/2025-01/Guide-to-the-NQF-250101.pdf
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Australian Government Department of Education. (2022). Belonging, Being and Becoming: The Early Years Learning 
Framework for Australia.V2.0. 
Australian Government. Department of Home Affairs. (2024) Harmony Week  https://www.harmony.gov.au/about 
Early Childhood Australia. (2023). Reconciliation in children’s education and care:What is it? And why does it 
matter? 
Early Childhood Australia Code of Ethics. (2016). 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023).     
NSW Government. Department of Education. Aboriginal Children’s Early Childhood Education Strategy 2021-2025 
Reconciliation Australia, Narragunnawali: Reconciliation in Education, (2019). 
https://www.narragunnawali.org.au/about 
Scarlet, R. R. (Ed.). (2016). The anti-bias approach in early childhood (3rd ed.). Australia: Multiverse.  
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012  

 

REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  April 25  

POLICY REVIEWED MARCH 2025 NEXT REVIEW DATE MARCH 2026 

VERSION NUMBER V12.03.25 

MODIFICATIONS 
• annual policy review 
• sources checked for currency and broken links repaired as required 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

MARCH 2024 

• annual policy review 
• inclusion of statements for diversity, 

cultural responsiveness from MTOP V2.0, 
2022 

• deleted/reworded statements to ensure 
consistency of policy 

• sources checked for currency and broken 
links repaired as required 

MARCH 2025 

 

 

 

 

https://www.acecqa.gov.au/sites/default/files/2023-01/EYLF-2022-V2.0.pdf
https://www.acecqa.gov.au/sites/default/files/2023-01/EYLF-2022-V2.0.pdf
https://www.harmony.gov.au/about
https://www.earlychildhoodaustralia.org.au/wp-content/uploads/2024/05/RIA-brochure-FA.pdf
https://www.earlychildhoodaustralia.org.au/wp-content/uploads/2024/05/RIA-brochure-FA.pdf
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
https://www.narragunnawali.org.au/about
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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Item 4.13 Physical Activity Policy 

 
EXECUTIVE SUMMARY 
Physical activity is vital for young children’s health, wellbeing and development and lays the 
foundation for a healthy active life. All children and young people benefit from a mix of physical 
activity, inactivity and sleep. Our Out of School Hours Care (OSHC) Service recognises the 
important role educators and staff have in promoting children’s physical activity in appropriate 
ways ensuring children’s comfort and wellbeing requirements are being met. We are 
committed to supporting the Australian 24-Hour Movement Guidelines for children and young 
people (5 to 17 years)- An Integration of Physical Activity, Sedentary Behaviour into our 
curriculum. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Physical Activity Policy as presented.  
 

 
Budget & Resource Implications 
Nil 
 
Background 
Nil 
 
Consultation (Internal/External) 
N/A 
 
Attachments  
Attachment U – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Coordinator) 
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PHYSICAL ACTIVITY POLICY 

Physical activity is vital for young children’s health, wellbeing and development and lays the 

foundation for a healthy active life. All children and young people benefit from a mix of physical 

activity, inactivity and sleep. Our Out of School Hours Care (OSHC) Service recognises the important 

role educators and staff have in promoting children’s physical activity in appropriate ways ensuring 

children’s comfort and wellbeing requirements are being met. We are committed to supporting the 

Australian 24-Hour Movement Guidelines for children and young people (5 to 17 years)- An Integration 

of Physical Activity, Sedentary Behaviour into our curriculum. 

 

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 1: EDUCATIONAL PROGRAM AND PRACTICE 

1.1 Program  The educational program enhances each child’s learning and 
development. 

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

1.2.1 Intentional 
teaching  

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

1.2.3 Child directed 
learning  

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

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY 

2.2 Safety  Each child is protected.  

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

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

QUALITY AREA 3:  PHYSICAL ENVIRONMENT 

3.1.2 Upkeep Furniture and equipment are safe, clean and well maintained. 

3.2 Use The service environment is inclusive, promotes competence and 
supports exploration and play-based learning. 

3.2.1 Inclusive 
environment 

Outdoor and indoor spaces are organised and adapted support every 
child’s participation and to engage every child in quality experiences in 
both built and natural environments. 

3.2.2 Resources 
support play-
based learning 

Resources, materials and equipment allow for multiple uses, are 
sufficient in number, and enable every child to engage in play-based 
learning. 
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EDUCATION AND CARE SERVICES NATIONAL REGULATIONS 

73 Educational Program 

76 Information about educational program to be given to parents 

86 Notification to parents of incident, injury, trauma and illness 

103 Premises, furniture and equipment to be safe, clean and in good repair  

113 Outdoor space—natural environment 

115 Premises designed to facilitate supervision 

155 Interactions with children 

156 Relationships in groups 

168 Education and care service must have policies and procedures  

 

RELATED POLICIES 

Additional Needs Policy 
Adventurous (Risky and Nature) Play Policy 
Child Safe Environment Policy 
Code of Conduct Policy 
Educational Program Policy  
Family Communication Policy 
Incident, Injury, Trauma and Illness Policy 

Physical Environment Policy 
Privacy and Confidentiality Policy 
Professional Development Policy 
Respect for Children Policy  
Sun Safety Policy 
Supervision Policy 
Technology Policy 

 

PURPOSE 

Our Out of School Hours Care (OSHC) Service aims to promote children’s physical activity and 

development of their gross and fine motor skills through a range of spontaneous and intentionally 

planned active play experiences that are both child initiated and educator led. We aim to form 

respectful partnerships with families and help them gain a deeper understanding of the benefits of 

physical activity and wellbeing for children.  

 

SCOPE 

This policy applies to children, educators, approved provider, nominated supervisor, families, staff,  

management, students, volunteers and visitors of the OSHC Service. 
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IMPLEMENTATION 

To promote healthy growth and development, young children should participate in a range of  

developmentally appropriate, enjoyable and safe play-based and structured physical activities in a 

variety of environments, both independently as well as interacting with adults and other children. 

Developing fundamental and tactical movement skills provides children with the opportunity to 

acquire and master a range of movement skills and dispositions to participate in a lifetime of physical 

activity as confident, competent and creative movers. 

 

 

PHYSICAL ACTIVITY 

OSHC Services need to support planned physical activity and child initiated free play.  

‘Being physically active is good for children’s health, as well as being a great way for them to make 

friends and develop physical and social skills. Physical activity strengthens children’s bones, muscles, 

hearts and lungs and improves children’s coordination, balance, posture and flexibility.’ Eat Smart, Play 

Smart (2020).  

 

THE APPROVED PROVIDER/ MANAGEMENT/ NOMINATED SUPERVISOR WILL: 

• ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this 

policy 

• ensure families are aware of this Physical Activity Policy 

• ensure risk assessments are conducted to identify potential hazards, assess the risks and minimise 

any risks that could potentially cause harm or injury to children 

• ensure children are adequately supervised at all times and protected from harm and hazards 

• ensure all educators and staff adhere to the Sun Safety Policy  

• ensure playground surfaces and equipment meet Australian Standards and guidelines 

• encourage educators to engage in critical reflection as a team and with the children about the 

risks and benefits of new activities or processes 

• reflect on our OSHC Service’s physical environment, layout and design to ensure it is supporting 

children’s active play, sedentary play and sleep and rest time 

• consider the ways moveable and fixed equipment are utilised in the outdoor physical 

environment to encourage physical activity and adventurous (risky) play 

• communicate regularly with families about cultural practices for physical activity and sleep 

requirements 
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• liaise with local Aboriginal and Torres Strait Islander communities to seek advice about traditional 

children’s games and dances that would be appropriate for use in the service  

• ensure equitable access is provided to support children with additional needs. Consult with other 

health professional including the local Inclusion Support Agency to support children’s physical 

development. 

• promote physical activity and reduced screen time (e.g., watching TV, playing on computers or 

small hand-held games devices) with families through fact sheets and newsletter articles. 

 

EDUCATORS WILL: 

• provide opportunities in the daily program for children to be active every day through a balance of 

planned and spontaneous active play experiences that are both educator led and child initiated 

(including everyday physical tasks), in the indoor and outdoor environments 

• adhere to our Sun Safety Policy and ensure children have access to water before, during and after 

any physical activity experience 

• include children’s voices in the development of the physical environment to provide opportunities 

for physical activity, risky play and creativity 

• collaborate with families and other professionals to provide active play experiences for all 

children inclusive of children with additional needs 

• encourage children to be accepting and understanding of the different abilities of other children 

• encourage children to engage in physical activity and challenge themselves  

• seek to promote children’s physical activity by supporting the development of their gross motor 

skills and fostering the emergence of their fundamental movement skills (FMS) through a range of 

intentionally planned and spontaneous active play learning experiences 

• provide positive instruction, role modelling, and advice to children as they develop and improve 

their FMS 

• encourage children to try a range of activities including obstacle courses, balancing, kicking, 

dancing and skipping, jumping, rolling, catching and throwing 

• actively role model appropriate physical activity behaviours to children 

• ensure active play experiences are play based, varied and creative 

• ensure all equipment is developmentally appropriate and well maintained 

• ensure that an appropriate balance between inactive and active time is maintained each day 

• encourage productive sedentary experiences for rest and relaxation- reading, storytelling, 

puzzles, singing 
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Item 4.14 Cyber Safety Policy 

 
EXECUTIVE SUMMARY 
Cyber safety is the safe and responsible use of Information and Communication Technologies 
(ICT). It involves being respectful of other people online, using good 'netiquette' (internet 
etiquette), and above all, is about keeping information safe and secure to protect the privacy 
of individuals. Our Out of School Hours Care Service (OSHC) is committed to create and 
maintain a safe online environment with support and collaboration with staff, families and 
community. As a child safe organisation, our Service embeds the National Principles for Child 
Safe Organisations and continuously address risks to ensure children are safe in physical and 
online environments. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Cyber Safety Policy as presented.  
 

 
Budget & Resource Implications 
Nil 
 
Background 
Nil 
 
Consultation (Internal/External) 
N/A 
 
Attachments  
Attachment V – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Coordinator) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://childsafe.humanrights.gov.au/national-principles/download-national-principles
https://childsafe.humanrights.gov.au/national-principles/download-national-principles
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THE APPROVED PROVIDER/ NOMINATED SUPERVISOR/ MANAGEMENT WILL ENSURE: 

• that obligations under the Education and Care Services National Law and National Regulations are 

met 

• educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy and 

associated procedure 

• all staff, families and visitors are aware of the OSHC Service’s Code of Conduct and Confidentiality and 

Privacy Policies 

• the OSHC Service works with an ICT (Information and Communication Technology) security specialist 

to ensure the latest security systems are in place to ensure best practice. These can block access to 

unsuitable web sites, newsgroups and chat rooms. However, none of these tools are fool proof - they 

cannot be a substitute for active parental involvement in a child's use of the Internet. 

• backups of important and confidential data are made regularly (monthly is recommended) 

• backups are stored securely either offline, or online (using a cloud-based service) 

• software and devices are updated regularly to avoid any breach of confidential information 

• families are referred to the Dealing with Complaints Policy and procedure when raising concerns 

regarding digital technologies and personal data 

• all staff are aware that a breach of this policy may initiate appropriate action including the 

termination of employment 

• notification is made to the Office of the Australian Information Commissioner (OAIC) by using the 

online Notifiable Data Breach Form.  in the event of a possible data breach. This could include: 

o a device containing personal information about children and/or families is lost or stolen 

(parent names and phone numbers; dates of birth, allergies, parent phone numbers). 

o a data base with personal information about children and/or families is hacked 

o personal information about a child is mistakenly given to the wrong person (for example: 

child developmental report, confidential information) 

o this applies to any possible breach within the Service or if the device is left behind whilst on 

an excursion 

• a review of practices related to Cyber Safety will be conducted following any breaches of data 

security as per Data Breach Response Procedure. 

 

EDUCATORS WILL: 

• ensure to use appropriate netiquette and stay safe online by adhering to OSHC Service policies and 

procedures 

• keep passwords confidential and not share with anyone 
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• log out of sites to ensure security of information 

• never request a family member’s password or personal details via email, text, or Messenger 

• report anyone who is acting suspiciously or requesting information that does not seem legitimate or 

makes you feel uncomfortable (See ‘Resources’ section for where to report) 

• obtain permission for children to use computers is obtained by parent/guardians as part of the 

enrolment procedure  

• ensure that children are never left unattended whilst a computer or mobile device is connected to 

the internet 

• personal mobile phones are not used to take photographs, video or audio recordings of children at 

the OSHC Service or whilst participating on excursions (vacation care outings) 

• only use educational software programs and apps that have been thoroughly examined for 

appropriate content prior to allowing their use by children 

• provide parents and families with information about the apps or software programs accessed by 

children at the OSHC Service 

• participate in professional development regarding online safety  

• provide online safety for children by adhering to policies and procedures that align to the National 

Principles for Child Safe Organisations and Child Safe Standards Queensland.  

• ensure that appropriate websites are sourced for use with children prior to searching in the presence 

of children 

• use a search engine such as ‘Kiddle’ rather than Google to search for images or information with 

children (See ‘Resources’ section) 

• ensure privacy filters and parental control settings are turned on and used when children are 

accessing digital technologies online  

 

FAMILIES WILL: 

• be aware that when sharing anything using technologies such as computers, mobile devices, email, or  

any device that connects to the internet, you and everyone else invited to your account understands  

about netiquette and staying safe online and ensures privacy laws are adhered to 

• be aware that when it comes to your own children, it is your choice what you share outside of the 

OSHC Service. Remember though that young children cannot make their own decisions about what 

gets published online so you have a responsibility to ensure that whatever is shared, is in your 

children's best interests 

• be mindful of what you publish on social media about your child as this may form part of their lasting 

digital footprint 
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• consider installing Family Friendly Filters to limit access to certain types of content on devices such as 

mobile phones and computers 

• consider installing parental controls on streaming services to ensure children are not able to access 

inappropriate material 

• consider developing a Family Tech Agreement to establish rules about use of devices at home 

• be aware that sometimes other children in the Service may feature in the same photos, videos, 

and/or observations as their children. In these cases, families are never to duplicate or upload them 

to the internet/social networking sites or share them with anyone other than family members  

• access further information about eSafety to help protect their children and be cyber safe.  

 

CYBER BULLYING 

Schools in all jurisdictions have policies related to bullying, including online, or cyber bulling. Our OSHC 

Service has a duty of care to children under various legislative frameworks to ensure the environment is 

safe, inclusive, respectful and free from risk of harm.  

We reject all forms of bullying behaviour. 

Cyber bullying will respond appropriately to cyberbullying by reporting this behaviour immediately to 

management and seek further advice from the police. Our OSHC Service implements strategies suggested 

through Bullying. No Way! 

 

BREACH OF POLICY 

Staff members or educators who fail to adhere to this policy may be in breach of their terms of 

employment and may face disciplinary action. Visitors or volunteers who fail to comply to this policy may 

face termination of their engagement.   

 

RESOURCES 

Australian Government eSafety commission https://www.esafety.gov.au/educators 

Bullying. No Way! www.bullyingnoway.gov.au 

eSmart Alannah & madeline foundation www.esmart.org.au 

Kiddle is a child-friendly search engine for children that filters information and websites with deceptive or 

explicit content: https://www.kiddle.co/ 

SCAMWATCH (Australian Competition & Consumer Commission: This website has been set up to receive 

information on scams that can then be provided to the public. To report an online scam or suspected 

scam, use the form found here:  

https://www.scamwatch.gov.au/report-a-scam 

https://www.esafety.gov.au/educators
http://www.bullyingnoway.gov.au/
http://www.esmart.org.au/
https://www.kiddle.co/
https://www.scamwatch.gov.au/report-a-scam
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More information on online fraud and scams can be found on the Australian Federal Police website:  

https://www.afp.gov.au/what-we-do/crime-types/cyber-crime 

Notifiable Data Breaches scheme (NDB) can be made through the Australian Government Office of the 

Australian Information Commissioner 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

Our Cyber Safety Policy will be reviewed on an annual basis in consultation with children, families, staff, 

educators and management.  

 

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES 

CCS Compliance Checklist and Audit 
Cyber Safety Procedure  
Data Breach Response Record  
Data Security Procedure and Checklist 

Digital Technologies Risk Assessment 
Media Authorisation Staff/Child 
Privacy Audit 
Privacy and Confidentality Procedure  

 
SOURCES 
 
Australian Children’s Education & Care Quality Authority. (2025). Guide to the National Quality Framework 
Australian Government eSafety Commission (2020) www.esafety.gov.au 
Australian Government Department of Education. Child Care Provider Handbook (2024) 
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook 
Australian Government Office of the Australian Information Commissioner (2019) 
https://www.oaic.gov.au/privacy/notifiable-data-breaches/about-the-notifiable-data-breaches-scheme/ 
Early Childhood Australia Code of Ethics. (2016). 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023).      
Privacy Act 1988. 
Western Australian Legislation Education and Care Services National Law (WA) Act 2012 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012 

REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  April 25  

POLICY REVIEWED MARCH 2025 NEXT REVIEW DATE MARCH 2026 

VERSION NUMBER V14.03.25 

MODIFICATIONS 

• annual policy review 
• additional information added relating to review following data 

security breach 
• sources checked for currency and updated 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

https://www.afp.gov.au/what-we-do/crime-types/cyber-crime
https://www.acecqa.gov.au/sites/default/files/2025-01/Guide-to-the-NQF-250101.pdf
http://www.esafety.gov.au/
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook
https://www.oaic.gov.au/privacy/notifiable-data-breaches/about-the-notifiable-data-breaches-scheme/
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
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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MARCH 2024 

• annual policy review 
• added reference to the National Child 

Safe Principles 
• minor edits within policy for grammatical 

structure (Families will:) 
• breach of policy section added 
• additional section added for Childcare 

Centre Desktop resources  
• sources checked for currency and 

repaired as required 

MARCH 2025 

 

 



Richmond Shire Council 
Ordinary Meeting of Council 15 April 2025 

 

 

 

Item 4.15 Dealing with Infectious Diseases Policy 

 
EXECUTIVE SUMMARY 
The National Quality Standard requires education and care services implement specific 
strategies to minimise the spread of infectious illness and maintain a healthy environment for 
all children, staff, educators and families. The spread of infections in the education and care 
environment is facilitated by microbial contamination of the environment, as well as the greater 
exposure to young children who are still developing hygienic behaviours and habits. Our Out 
of School Hours Care (OSHC) Service will minimise children’s and staff’s exposure to 
infectious diseases by adhering to 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.  
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Dealing with Infectious Diseases Policy as presented.  
 

 
Budget & Resource Implications 
Nil 
 
Background 
Nil 
 
Consultation (Internal/External) 
N/A 
 
Attachments  
Attachment W – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Coordinator) 
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DEALING WITH INFECTIOUS DISEASES POLICY 
The National Quality Standard requires education and care services implement specific strategies to 

minimise the spread of infectious illness and maintain a healthy environment for all children, staff, 

educators and families. The spread of infections in the education and care environment is facilitated by 

microbial contamination of the environment, as well as the greater exposure to young children who are 

still developing hygienic behaviours and habits. Our Out of School Hours Care (OSHC) Service will 

minimise children’s and staff’s exposure to infectious diseases by adhering to 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.  

 

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 2:  CHILDREN’S HEALTH AND SAFETY 

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

2.1.1 Wellbeing and 
comfort  

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

2.1.2 Health 
practices and 
procedures  

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

2.2 Safety  Each child is protected.  

 

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS 

Sec. 172 Offence to fail to display prescribed information 

Sec.174(2)(a) Serious incident- any emergency for which emergency services attended 

12 Meaning of serious incident 

77 Health, hygiene and safe food practices 

83 Staff members and family day care educators not to be affected by alcohol or drugs 

85 Incident, injury, trauma and illness policies and procedures  

86 Notification to parents of incident, injury, trauma and illness  

87 Incident, injury, trauma and illness record  

88 Infectious diseases  
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89 First aid kits 

90 Medical conditions policy 

92 Medication record  

93 Administration of medication 

162 Health information to be kept in enrolment record 

168 Education and care service must have policies and procedures 

170 Policies and procedures to be followed 

173 Prescribed information to be displayed 

175(2)(c) Prescribed information to be notified to the Regulatory Authority-  
(2) any circumstance arising at the service that poses a risk to the health, safety or 
wellbeing of a child or children attending the service 

 

RELATED POLICIES 

Administration of Medication Policy  
Child Safe Environment Policy 
Code of Conduct Policy 
Dental Health Policy 
Enrolment Policy 
Family Communication Policy  
Governance Policy 
Hand Washing Policy  
Health and Safety Policy  

Immunisation Policy 
Incident, Injury, Trauma and Illness Policy  
Medical Conditions Policy  
Physical Environment Policy  
Pregnancy in Early Childhood Policy 
Privacy and Confidentiality Policy 
Rest Time Policy 
Work Health and Safety Policy  

 

PURPOSE 

Children encounter many other children and adults within the OSHC Service environment which can 

result in the contraction of infectious illnesses. Our Service has a duty of care to ensure that children 

families, educators, and visitors of the Service are provided with a high level of protection during the 

hours of the Service’s operation. We aim to minimise cross contamination and the spread of infectious 

illnesses by implementing best practice and high standards of personal hygiene within our OSHC Service. 

 

This policy communicates clear directions and guidance about protocols and actions to be followed to 

avoid adversely affecting the safety and health of children, other staff members and visitors to the 

service. A simple, safe and effective way of protecting individuals and others within the community 

against harmful diseases is immunisation.  
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SCOPE 

This policy applies to children, families, staff, educators, approved provider, nominated supervisor, 

students, volunteers and visitors of the OSHC Service. 

 

IMPLEMENTATION 

Under the Education and Care Services National Regulations, the approved provider must ensure policies 

and procedures are in place in relation to dealing with infectious diseases. (ACECQA, August 2021). 

Our Service is committed 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 (6th Edition) developed by the Australian Government National Health and 

Medical Research Council and advice provided from the Australian Health Protection Principal Committee 

(AHPPC). 

 

We are guided by decisions regarding exclusion periods and notification of infectious diseases by the 

Australian Government- Department of Health and local Public Health Units in our jurisdiction as per the 

Public Health Act.  

 

This policy must be read in conjunction with our other Quality Area 2 policies: 

o Immunisation Policy 

o Incident, Illness, Accident and Trauma Policy and  

o Medical Conditions Policy and  

o Handwashing Policy 

 

DEFINITION OF AN INFECTIOUS DISEASE 

In relation to a participating jurisdiction, means an infectious disease that is designated under a law of 

that jurisdiction or by a health authority (however described) as a disease that would require a person 

with the disease to be excluded from an education and care service (Definitions- National Regulations). 

 

PREVENTING INFECTIOUS DISEASES 

Children often enter school and education and care services when their immune systems are still 

developing. They have not been exposed to many common germs and therefore are susceptible to 

bacteria that may cause infections. Given the close physical contact children have with other children in 

OSHC it is very easy for infectious diseases and illnesses to spread through normal daily activities as 

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
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germs can be picked up directly from an infected person or from the environment. It is important to 

understand that an infected person may not show any signs or symptoms of illness. 

 

Our OSHC Service implements rigorous hygienic practices to limit the spread of illness and infectious 

diseases including: 

• immunisation- for children and adults   

• effective hand washing hygiene 

• respiratory hygiene- cough and sneeze etiquette 

• appropriate use of gloves and other PPE 

• exclusion of children, educators or staff when they are unwell or displaying symptoms of an 

infectious disease or virus 

• effective environmental cleaning including toys and resources 

• requesting parents and visitors to wash their hands with soap and water or hand sanitizer upon 

arrival and departure at the OSHC Service 

• encouraging use of the outdoors environment  

• ensuring adequate ventilation  

• encouraging children, educators or staff to seek medical attention and get tested if they show 

symptoms of an infectious disease or virus, including COVID-19. 

 

IMMUNISATION REQUIREMENTS  

Immunisation is a reliable way to prevent many child hood infectious diseases. When enrolling a child in 

an Out of School Hours Care Service, parents will be asked to provide an Immunisation History 

Statement. Should a child not be fully immunised according to the National Immunisation Program 

Schedule, they will not be prevented from enrolling. 

• Only parents of children who are fully immunised or are on a recognised catch-up schedule or have 

an approved medical exemption recorded on the Australian Immunisation Register (AIR) can receive 

Child Care Subsidy (CCS) 

• Educators and other staff at our OSHC Service are highly recommended to keep up to date with all 

immunisations including yearly influenza vaccinations. These include vaccinations recommended by 

the National Health and Medical Research Council (NHMRC). Our OSHC Service recommends 

educators and children keep up to date with vaccinations for COVID -19 and boosters.  

• Staff are required to provide an Immunisation History Statement from the Australian Immunisation 

Register (AIR) and/or records from their general practitioner to management for their staff record. 
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• Vaccination is important as not only can staff members catch a potentially serious infection such as 

measles or whooping cough, but they could also then inadvertently pass it onto children in their care 

who are too young to have had their vaccinations or to women who may be pregnant.  

 

EXCLUDING CHILDREN FROM THE OSHC SERVICE 

‘Excluding children, staff and parents who are at risk of transmitting infection to others limits the spread 

of infection in education and care services.’ (Staying healthy, 2024, p. 75) 

The need for exclusion and the length of time a person is excluded from the Service depends on: 

• the type of infection 

• if symptoms are present and how severe they are 

• how easily the infection or disease can spread 

• how long the person is likely to be infectious 

 

When a child or adult has symptoms or has been diagnosed with an illness or infectious disease, the 

Service will refer to information about recommended exclusion periods from the Public Health 

Unit (PHU) and Staying healthy: Preventing infectious diseases in early childhood education and care 

services, 6th edition.  

Although some illnesses will state ‘not excluded’, any child or staff member displaying symptoms of an 

illness or condition are encouraged to stay at home and/or seek medical advice for any concerning 

symptoms or if symptoms continue.   

Exclusion for common or concerning conditions 

• When an infectious disease has been diagnosed or suspected, the OSHC Service will display 

appropriate documentation and alerts for families including information on the illness/disease, 

symptoms, infectious period and the exclusion period. (Fact sheets are available Staying Healthy 

Guidelines) 

• If a vaccine preventable disease occurs in the OSHC Service, children who have not been fully 

immunised will be excluded from care; staff who are not vaccinated will be notified and should be 

excluded from the workplace. Management will check all children’s Immunisation records and alert 

parents as required 

• Staff and children that have had diarrhoea and/or vomiting will be excluded from the Service until 

there has not been any diarrhoea or vomiting for at least 24 hours. If the diarrhoea or vomiting are 

confirmed to be norovirus, they will be excluded until there has not been any diarrhoea or vomiting 

http://www.health.nsw.gov.au/Infectious/Pages/phus.aspx
http://www.health.nsw.gov.au/Infectious/Pages/phus.aspx
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets
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for at least 48 hours. Staff who handle food will be excluded from the Service for up to 48 hours after 

they have stopped vomiting or having diarrhoea. [Staying healthy, 2024.]  

Services can amend exclusion time as per state/territory Public Health Unit recommendations 

 

REPORTING OUTBREAKS TO THE PUBLIC HEALTH UNIT AND REGULATORY AUTHORITY (Reg. 175 

(2)(C) 
Outbreaks of communicable diseases and contagious viruses represent a threat to public health. To help 

prevent outbreaks, the Department of Health monitors the number of people who contract certain 

infectious diseases and their characteristics, the recent travel or attendance of infected people in a public 

place or on public transport, and works with health specialists and doctors to help prevent the 

transmission of diseases to other people. 

 

The Public Health Act 2010 lawfully requires and authorises doctors, hospitals, laboratories, school 

principals and childcare centre directors to confidentially notify the Public Health Unit of patients with 

certain conditions, and to provide the required information on the notification forms. Specialist trained 

public health staff review this information and if necessary, contact the patient’s doctor, and sometimes 

the patient, to provide advice about disease control and to complete the collection of information.  

 
All information is held confidentially in order to protect the patient’s privacy. Under the Commonwealth 

Privacy Acts, patient information is only released/disclosed where it is lawfully required or authorised. 

Management is required to notify the local Public Health Unit (PHU) by phone (call 1300 066 055) as soon 

as possible after they are made aware that a child enrolled at the Service is suffering from one of the 

following vaccine preventable diseases. 

[check requirements for your state/territory] 

• Diphtheria 

• Hib (Haemophilius influenzae type b) 

• Mumps 

• Poliomyelitis 

• Meningococcal disease 

• Rubella (‘German measles’) 

• Measles  

• Pertussis (‘whooping cough’) 

• Tetanus  

 

 

https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/managing-infections#toc__923
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Notification is also required for: 

• Gastroenteritis (if 2 or more people are affected and an outbreak is suspected)  

 

Management will closely monitor health alerts and guidelines from Public Health Units and the Australian  

Government- Department of Health for any advice and emergency health management in the event of a  

contagious illness outbreak that poses a risk to health, safety and wellbeing of children. 

Services in NSW- A notification must be lodged through the NQA-ITS if there is an outbreak of COVID-19 

in the service (5 cases or more within a 7-day period). 

 

THE APPROVED PROVIDER /NOMINATED SUPERVISOR WILL ENSURE: 

• that obligations under the Education and Care Services National Law and National Regulations are 

met 

• educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy and 

associated procedure 

• all new employees are provided with a copy of this policy as part of their induction process  

• families are aware of this Dealing with Infectious Diseases Policy upon enrolment 

• children are protected from harm by ensuring relevant policies and procedures are followed 

regarding health and safety within the OSHC Service 

• an Immunisation History Statement for each child is requested on enrolment regarding the child’s 

immunisation status (AIR) and any medical conditions 

• a staff immunisation record that documents each staff member’s previous infection or 

immunisations (including dates) is developed and maintained 

• the OSHC Service implements recommendations from Staying healthy: Preventing infectious diseases 

in early childhood education and care services- 6th Edition to maintain a healthy environment 

• that all information regarding the prevention of infectious diseases is sourced from a recognised 

health authority  Australian Government Department of Health 

• exclusion periods for people with infectious diseases recommended by Government Authorities are 

implemented for all staff, children, parents, families and visitors  

• the Public Health Unit is notified as soon as possible after they are made aware that a child enrolled 

has a vaccinated preventable disease 

• the Public Health Unit is notified in the event of an outbreak of viral gastroenteritis. Management 

must document the number of cases, dates of onset, duration of symptoms. An outbreak is when 

two or more children or staff have a sudden onset of diarrhoea or vomiting in a 2-day period.  

https://education.nsw.gov.au/early-childhood-education/coronavirus/covid-safe-practices-in-early-childhood-education#Managing2
https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.health.gov.au/
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• after confirmation that a child is suffering from an infectious disease, and as soon as practical, the 

family of each child enrolled in the Service must be notified whilst maintaining the privacy of the 

ill/infectious child. Communication may be: 

o verbal 

o through a letter from the educator or approved provider 

o via electronic message- text message or email 

o notice clearly displayed at the OSHC Service 

• families are advised that they are requested to alert the Service if their child is diagnosed with an 

infectious illness, including COVID-19 

• daily attendance records for staff, children and visitors are up to date at all times  

• safe health and hygiene practices are implemented at all times 

• educators and staff routinely role model hand washing, hand drying, cough and sneeze etiquette  

• effective environmental cleaning policies and procedures are adhered to all times  

• children are supported in their understanding of health and hygiene practices throughout the daily 

program and routine (hand washing, hand drying, cough and sneeze etiquette)   

• families are provided with relevant sourced materials and information on infectious diseases, health, 

and hygiene including:  

o the current National Immunisation Schedule  

o exclusion guidelines in the event of a vaccine preventable illness at the Service for 

children that are not immunised or have not yet received all their immunisations 

o advice and information regarding any infectious diseases in general and information 

regarding any specific infectious illnesses that are suspected/present in the Service. 

• all educators are mindful and maintain confidentiality of individual children’s medical circumstances  

• that opportunities for educators to source pertinent up to date information from trusted sources on 

the prevention of infectious diseases and maintaining health and hygiene are provided 

• families are advised to keep children at home if they are unwell and not return to the Service until 

they have improved 

• the recommended minimum exclusion periods from Staying healthy are followed for children or staff 

depending on their symptoms or disease and whether a medical professional has diagnosed a specific 

condition 

• to minimise the chance of disease/illness spreading, children must be well for 24hrs before returning 

to the OSHC Service  

• to complete the register of Incident, Injury, Trauma or Illness and/or document incidents of infectious 

diseases no later than 24 hours of an illness or infectious disease occurring in the Service 
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• a review of practices is conducted following an outbreak of illness or infectious diseases at the OSHC 

Service, including an assessment of areas for improvement 

• educators or staff who have diarrhoea or an infectious disease do not handle food for others and are 

not to return to work until they have been symptom free for 48 hours 

• any risk to a child or adult with complex medical needs is minimised in the event of an outbreak of an 

infectious disease or virus. This may require a risk assessment and decision-making regarding the 

suitability of attendance of the child or staff member during this time. 

 

EDUCATORS WILL ENSURE: 

• that any child suspected of having an infectious illness is responded to and their health and  

emotional needs are supported  

• that any child suspected of having an infectious Illness is responded to and their health and 

emotional needs supported at all times 

• any child suspected of having an infectious illness is separated from other children and supervised 

whilst waiting for collection by parents or guardian or emergency contact person 

• that appropriate health and safety procedures are implemented when treating ill children- wear 

disposable gloves, face mask or other PPE if needed 

• families are aware of the need to collect their unwell child/ children as soon as practicable from the 

OSHC Service 

• all resources or items touched by a child with a suspected illness are thoroughly cleaned and 

disinfected- (cushions, toys) 

• their own immunisation status is maintained, and the approved provider/nominated supervisor is 

advised of any updates to their immunisation status 

• opportunities are provided for children to participate in hygiene practices, including routine 

opportunities, and intentional practice such as hand washing, sneezing and cough etiquette 

• consideration is given to the combination of children to decrease the risk of attaining an infectious 

illness when planning the routines/program of the day 

• they adhere to the OSHC Service’s Health and Safety Policy including:  

o hand washing  

o daily cleaning of the OSHC Service 

o wearing gloves (particularly when in direct contact with bodily fluids) 

o appropriate and hygienic handling and preparation of food 

o wearing face masks (optional) 

o providing adequate ventilation to reduce the transmission of diseases that are airborne 
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• they maintain up-to-date knowledge regarding best practice principles and high standards of hygiene 

to reduce the spread of spread of infectious disease and promote good health and safety  

 

PREVENTION STRATEGIES FOR MINIMISING THE SPREAD OF DISEASE WITHIN OUR SERVICE 

STAFF AND EDUCATORS WILL ENSURE: 

• a healthy environment is provided through adherence to the Staying Healthy cleaning guidelines 

• utility gloves are worn and washed and dried between uses 

• surfaces are cleaned first with detergent and water before using disinfectants. (Disinfectants cannot 

kill germs unless areas are clean) 

• that if a child has a toileting accident, the items are placed in a plastic bag with the child’s name on it. 

The plastic bag will be stored in a sealed container labelled ‘soiled/wet clothing’ for parents to take 

home.   

• cloths and mops are colour coded so that a separate cloth or mop is used to clean floors, bathroom, 

art and craft, and meal surfaces 

• detachable mop heads and cloths are washed in a washing machine using hot water and air dried 

• all washable toys/equipment out on display for the children are to be washed on a weekly basis to 

decrease the risk of cross contamination and recorded with the date and a signature as evidence. 

• toys and equipment (that are difficult to wash) will be washed with detergent (or soap and water) 

and air-dried in sunlight 

• washable toys and equipment will be washed in detergent and hot water or the dishwasher and aired 

to dry (toys will not be washed in the dishwasher at the same time as dishes). All toys and equipment 

that have been cleaned will be recorded on the toy cleaning register. 

• all cleaning procedures will be recorded on the Service’s Cleaning Checklist 

• floor surfaces will be cleaned on a daily basis after each meal and at the end of each day 

• toilets/bathrooms will be cleaned following  the end of the day and whenever needed throughout 

the day using detergent and water followed by disinfectant and paper towel 

• when cleaning up spills of faeces, vomit or urine off floors, bathrooms etc. educators will use 

disinfectant on the surface after cleaning it with detergent and warm water 

• pregnant staff members should not assist in toileting or cleaning up toileting accidents to prevent 

unexpected cross contamination and risk of contracting Cytomegalovirus (CMV). The occupational 

risks of CMV infection must be discussed with management of the OSHC Service. (see Pregnancy in 

Early Childhood Policy) 

 

FAMILIES WILL:   

https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/healthy-environment#toc__27
https://www.pregnancybirthbaby.org.au/cytomegalovirus-cmv-during-pregnancy
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• adhere to the OSHC Service’s policies regarding Dealing with Infectious Diseases, Immunisation and  

Incident, Injury, Trauma and Illness and adhere to exclusion requirements 

• alert the OSHC Service if their child is diagnosed with an infectious illness, including COVID-19 

• exclude their child from care for the recommended minimum exclusion period if they display 

symptoms of an infectious illness or disease  Exclusion for common or concerning conditions 

• adhere to exclusion periods in the event of a vaccine preventable disease occurring in the OSHC 

Service and their child is not fully immunised  

• adhere to the OSHC Service’s restrictions of entry into the Service in the event of an outbreak of an 

infectious disease or virus 

• adhere to the OSHC Service’s policy regarding Hand Washing 

• exclude their child from care if they display symptoms of an infectious illness or disease or in the 

event of a vaccine preventable disease occurs in the OSHC Service and their child is not immunised 

fully 

• advise the OSHC Service of their child’s immunisation status, by providing approved written 

documentation for the Service to copy and place in the child’s file 

• advise the OSHC Service when their child’s immunisation/medical condition is updated to ensure that 

immunisation and medical records are up to date 

• adhere to the OSHC Service’s risk minimisation strategies if their child has complex medical needs in 

the event of an outbreak of an infectious disease or virus. 

 

RESOURCES 

Gastro Pack NSW Health 

Common cold fact sheet 

Exclusion for common or concerning conditions 

[Minimum periods of exclusion may be different in each state or territory. Check your own jurisdiction 

and include a link for parents to access.] 

NSW Health Stopping the spread of childhood infections factsheet. 

Pregnancy Birth and Baby. Cytomegalovirus (CMV) during pregnancy.  

RSV Fact Sheet 

Time Out Keeping your child and other kids healthy! (Queensland Government)  

Time Out Brochure Why do I need to keep my child at home? 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://www.health.nsw.gov.au/Infectious/gastroenteritis/Documents/ccc-gastro-pack.pdf
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets/common-cold
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://www.health.nsw.gov.au/Infectious/factsheets/Pages/childhood.aspx
https://www.pregnancybirthbaby.org.au/cytomegalovirus-cmv-during-pregnancy
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets/rsv
https://www.health.qld.gov.au/__data/assets/pdf_file/0022/426820/timeout_poster.pdf
https://www.health.qld.gov.au/__data/assets/pdf_file/0025/702619/timeout-brochure.pdf
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Our Dealing with Infectious Diseases Policy will be reviewed on an annual basis in consultation with 

children, families, staff, educators and management.  

 

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES 

Control of Infectious Diseases Letter to Families 
Exclusion Letter Conjunctivitis 
Exclusion Letter Diarrhoea and Vomiting  
Exclusion Letter Hand Foot and Mouth 
Exclusion Letter Head Lice 
Hand Washing Procedure  

Illness Management Procedure  
Illness or Infectious Disease Register 
Immunisation Register  
Incident Injury Trauma and Illness Record  
Late Collection of Child When Unwell Letter 
Reporting Infectious Diseases Procedure 

 

SOURCES  

 
Australian Children’s Education & Care Quality Authority. (2025). Guide to the National Quality Framework 
ACECQA. (2021). Policy and procedure guidelines. (2021). Dealing with Infectious Diseases. 
Australian Government Department of Health Australian Health Protection Principal Committee (AHPPC)  
Department of Human Resources: National Immunisation Program Schedule  
Early Childhood Australia Code of Ethics. (2016). 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023).      
National Health and Medical Research Council. (2024). Staying healthy: Preventing infectious diseases in early 
childhood education and care services. 6th Edition. 
NSW Government. Department of Education. Managing COVID cases 
NSW Government Department of Health. Vaccination requirements for child care. 
Public Health Act 2010  
Public Health Amendment Act 2017 
Public Health Regulation 2012 
Public Health and Wellbeing Regulations 2019 Victoria  
Safe Work Australia  
Western Australian Legislation Education and Care Services National Law (WA) Act 2012 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012 

 

REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  April 2025 

POLICY REVIEWED MARCH 2025/ 
NOVEMBER 2024 NEXT REVIEW DATE MARCH 2026 

VERSION NUMBER V15.03.25 

MODIFICATIONS 
MARCH  
• annual policy review 
• definition of Infectious Disease added to policy 

https://www.acecqa.gov.au/sites/default/files/2025-01/Guide-to-the-NQF-250101.pdf
https://www.acecqa.gov.au/sites/default/files/2021-08/DealingInfectiousDiseasesGuidelines.pdf
https://www.health.gov.au/our-work/national-immunisation-program
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
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://education.nsw.gov.au/early-childhood-education/coronavirus/managing-covid-cases
https://www.health.nsw.gov.au/immunisation/Pages/childcare_qa.aspx
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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• review of practices is conducted following an outbreak of an infectious 
disease added  

• no major edits from V14 
NOVEMBER 2024 
• review of policy following updated recommendations from Staying 

Healthy in Childcare 6th Edition 
• Links to Staying Healthy exclusion periods updated 
• Sources checked and updated as required 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

MARCH 2024 

• annual policy maintenance  
• deleted reference to ‘Sick Children Policy’ 

(now merged with Incident, Injury, Trauma 
and Illness Policy) 

• deleted managing COVID-19 positive case 
section 

• merged ‘nominated supervisor/ responsible 
person educator’ section 

• order of some statements moved within 
paragraphs for consistency and repetition  

• minor formatting edits within text  
• hyperlinks checked and repaired as required 

MARCH 2025 

 



Richmond Shire Council 
Ordinary Meeting of Council 15 April 2025 

 

 

 

Item 4.16 Earthquake Management Policy 

 
EXECUTIVE SUMMARY 
Earthquakes are a unique encounter in Australia. They are unpredictable and transpire without 
warning. Australia is located away from tectonic plate boundaries where large earthquakes 
occur more frequently.  However, Australia can still experience potentially damaging 
earthquakes, which are caused by the sudden release of stress that slowly builds up across 
the plate as it moves northeast. To ensure the safety of children, educators, staff and families, 
education and care services should be prepared for earthquakes, minimising risks and 
implementing explicit management strategies if required. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Earthquake Management Policy as presented.  
 

 
Budget & Resource Implications 
Nil 
 
Background 
Nil 
 
Consultation (Internal/External) 
N/A 
 
Attachments  
Attachment X – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Coordinator) 
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EARTHQUAKE MANAGEMENT POLICY 

 

Earthquakes are a unique encounter in Australia. They are unpredictable and transpire without 

warning. Australia is located away from tectonic plate boundaries where large earthquakes occur 

more frequently.  However, Australia can still experience potentially damaging earthquakes, which 

are caused by the sudden release of stress that slowly builds up across the plate as it moves 

northeast. To ensure the safety of children, educators, staff and families, education and care services 

should be prepared for earthquakes, minimising risks and implementing explicit management 

strategies if required. 

 

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY 

2.2 Safety  Each child is protected.  

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

2.2.2 Incident and emergency 
management  

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

QUALITY AREA 7: GOVERNANCE AND LEADERSHIP 

7.1.2 Management Systems Systems are in place to manage risk and enable the effective 
management and operation of a quality service  

7.1.3 Roles and responsibilities  Roles and responsibilities are clearly defined, and understood, 
and support effective decision-making and operation of the 
service.  

 

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS 

S.174(2)(a) Serious incident - Any emergency for which emergency services attended 

S.174(2)(c) Any incident that requires the approved provider to close, or reduce the number of 
children attending the service for a period 

S.174(2)(c) Any circumstance at the service that poses a risk to the health, safety or wellbeing of a 
child attending the service 

4 Definitions “multi-storey building” and “storey” 

12(d) Meaning of a serious incident- any emergency for which emergency services attended 

97 Emergency and evacuation procedures 

98 Telephone or other communication equipment 
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99 Children leaving the education and care service premises 

136 First aid qualifications 

168 Education and Care Services must have policies and procedures  

170 Policies and procedures are to be followed 

171 Policies and procedures to be kept available 

175 Prescribed information to be notified to Regulatory Authority 

 

RELATED POLICIES  

Acceptance and Refusal Authorisation Policy  
Delivery of Children to and Collection from 
Education and Care Services Premises 
Emergency and Evacuation Policy 
Family Communication Policy  

Health and Safety Policy 
Incident, Injury, Trauma and Illness Policy 
Lockdown Policy 
Record Keeping and Retention Policy 
Supervision Policy  

 

DEFINITION 

An earthquake is a shaking of the surface of the Earth’s crust. They strike without warning and can 

vary in severity. Earthquakes are the result of a sudden release of stored energy in the Earth’s crust 

that creates seismic waves. The severity of an earthquake is measured using the Richter Scale.  

Over the last 80 years, there has been 17 earthquakes registering 6 or more on the Richter Scale.  

 

PURPOSE 

Preparing for an earthquake requires our Out of School Hours Care (OSHC) Service to learn what 

should be done before, during and after an earthquake in order to minimise the risk of children, and 

staff being injured.  

 

SCOPE 

This policy applies to children, families, staff, educators, approved provider, nominated supervisor, 

students, volunteers and visitors of the OSHC Service. 

 

IMPLEMENTATION 

Management will ensure that the OSHC Service is as ‘earthquake safe’ as possible by having clear 

strategies and procedures in place for implementation before, during and after the earthquake. 

(Based on geographical location, earthquake history and general logic, adopting the following 
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procedures will be at the discretion of Service Management.) This policy reminds educators, staff, 

volunteers and students of the procedure to follow in the event of an earthquake emergency. 

 

BEFORE AN EARTHQUAKE  

Preparing for an earthquake will help reduce damages to the OSHC Service’s structure and prevent 

injuries to children, families, educators and staff.  

 

THE APPROVED PROVIDER/MANAGEMENT AND EDUCATORS WILL: 

• ensure obligations under the Education and Care National Law and Regulations are met and 

understood by all educators and staff 

• ensure all educators, including casual/relief educators and staff members, are familiar with our 

Earthquake Management Policy, procedures and regulatory requirements 

• ensure new educators, staff, volunteers and students are provided with information and training 

about our Earthquake Management Policy and procedures during induction 

• ensure emergency and evacuation policies and procedures are available for inspection at the 

OSHC Service’s premises at all times  

• conduct earthquake drills in accordance with the Emergency Evacuation Calendar. The drills will 

be conducted on different days over the week, ensuring that all children participate in the drill 

• earthquake drills will be recorded using the Emergency Evacuation Record and discussed at team 

meetings to ensure continuous improvement 

• emergency evacuation rehearsals (drills) will be practiced every three months, including 

identifying safe places within the Service to go with the children in case of an earthquake 

• ensure families are informed when an emergency evacuation rehearsal or drill has occurred 

• ensure each room or area has an Emergency Evacuation Kit located in a prominent position 

• regularly audit and restock Emergency Evacuation Kit 

• ensure emergency evacuation plans are displayed in prominent positions near each exit and in 

the indoor and outdoor learning environments 

• ensure all educators, including casual/relief educators and staff members, are familiar with our 

Earthquake Management Policy, procedures and regulatory requirements 

• practice DROP, COVER and HOLD or DROP AND BE TURTLE SAFE   with children 

• Drop, Cover and Hold or Drop & be a Turtle safe involves children learning to: 

o Drop on your hands and knees, cover your head and neck with your arms, crawl 

only as far as needed to reach cover from falling objects.  
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o Hold onto any durable furniture until the shaking stops and you are told it is safe 

to come out by an adult. 

• identify safe places within the OSHC Service to go with the children when an earthquake strikes 

a) this may be a strong table that you can hold on to the table legs to keep it from moving 

away and assist in protecting the children and yourselves  

b) next to an interior wall, away from windows that can shatter cause injury  

c) ensure it is a place that is away from tall furniture that can fall  

• check the OSHC Service insurance policy to ensure earthquake inclusion 

• seek qualified advice to ensure the OSHC Service building is compliant.  

• ensure shelving is secured to the wall and open shelving has ‘lips’ to prevent equipment sliding off 

during an earthquake 

• ensure equipment is stored securely and safely 

• conduct annual risk assessments to identify, monitor and eliminate any hazards that may occur 

during an earthquake  

• refer to the Emergency and Evacuation Policy for steps to be followed when the Service needs to 

close in response to an emergency  

• ensure the regulatory authority is notified within 24 hours via the National Quality Agenda IT 

System (NQAITS) if the Service is required to close for a period of time as a result of a local 

emergency [Reg.175 (2)(b)] 

• ensure the Department of Education is notified within 24 hours if the Service is temporarily closed 

via CCS Software or Provider Entry Point (PEP) 

• submit a serious incident notification to the regulatory authority within 24 hours when there has 

been an emergency that has posed a risk to the safety and wellbeing of the children. 

 

DURING AN EARTHQUAKE  

When an earthquake begins it will happen suddenly with rapid shaking. Management, staff, educators 

and children are to immediately apply what they have practiced during the drills.  

 

MANAGEMENT AND EDUCATORS WILL 

• Call ‘EARTHQUAKE – DROP, COVER & HOLD or DROP AND BE A TURTLE’  

• Assist children to get into the correct position  

 

If inside – move away from windows, heavy objects or shelves. 

o Drop Cover and Hold preferably under a sturdy table 

https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
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o keep clear of windows and overhead fittings 

If outside – move away from trees, powerlines, building and then Drop, Cover and Hold  

o Drop to the ground 

o Cover your head and neck with arms and hands 

o Hold on until the shaking stops 

• Protect babies with your body or mattresses if available  

• Once the shaking stops and management has confirmed it is safe, educators and children will be 

given the ‘ALL CLEAR’  

 

AFTER AN EARTHQUAKE  

Once the shaking has ceased, management and educators need to begin implementing a recovery 

plan as you prepare for the chance of any aftershocks occurring.  

 

MANAGEMENT AND EDUCATORS WILL: 

• stay calm and reassure children 

• evaluate the need to evacuate if there are fires, gas leaks or other structural damage that 

requires immediate evacuation 

• call 000 for Emergency Services and seek and follow advice 

• implement Emergency Evacuation Procedures 

• if evacuation is required, move to a safe location and be aware of hazards 

• check attendance list for children, staff and visitors 

• contact parents if evacuation is required 

• turn off electricity, gas and water. Check water, gas and electric lines for damages. If any damages 

are present, turn off the water and electricity 

• assess any injuries that may have occurred and provide first aid  

• do not run outside, unless evacuation of the building is needed due to damage 

• report any damages to Emergency Services  

• turn on the radio and listen as Emergency Services will broadcast the most appropriate advice for 

the OSHC Service 

• stay out of the OSHC Service building if it is damaged and unsafe  

• following the emergency evacuation, an Emergency Evacuation Record and an Incident, Injury, 

Trauma and Illness Record will be completed 

• the approved provider will make a notification of a serious incident to a regulatory authority 
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(within 24 hours) through the NQA IT System when emergency services have attended an 

education and care service in response to an emergency, rather than as a precaution or for any 

other reason 

 

DEALING WITH TRAUMA 

Emergencies and natural disasters are extremely stressful, and it is normal for children and adults to 

feel overwhelmed and distressed. People cope with trauma in many different ways. Children look to 

adults for reassurance, care and opportunities to share their feelings. It is important for educators to 

understand the impact of disasters and seek help when needed. 

 

The approved provider/nominated supervisor will support educators to provide information to 

parents and families following any emergency or natural disaster including: 

- will the OSHC Service be open in the days and weeks ahead? 

- how to find alternative care and education 

- how to contact services for support with dealing with trauma 

Several organisations offer support for educators in these situations: 

Emerging Minds 

BeYou- Trauma informed practice 

BeYou Educator Wellbeing after a natural disaster 

 

PREPARING FOR AN EMERGENCY 

Australian Government Department of Education. Help in an Emergency 

Australian Government Bureau of Meteorology  

Queensland Fire and emergency services 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

The Earthquake Management Policy will be reviewed on an annual basis in conjunction with children, 

families, staff, educators and management. 

 

CHILDCARE CENTRE DESKTOP RESOURCES 

Emergency Evacuation Kit Checklist 
Emergency Evacuation Procedure  
Emergency Evacuation Record  

Emergency Evacuation Rehearsal Procedure 
Emergency Support Services Record 
Emergency Management Plan (EMP) 

https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
https://emergingminds.com.au/resources/toolkits/parents-carers-and-families-toolkit/bushfires-drought-and-community-trauma/
https://beyou.edu.au/resources/events/trauma-informed-practice-in-your-learning-community
https://beyou.edu.au/fact-sheets/grief-trauma-and-critical-incidents/educator-wellbeing-after-a-natural-disaster
https://www.education.gov.au/early-childhood/emergency
http://www.bom.gov.au/
https://www.getready.qld.gov.au/understand-your-risk/types-natural-disasters/earthquake
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Emergency Evacuation Rehearsal Calendar 
Emergency Evacuation Rehearsal Evaluation 

Potential Emergencies - Risk Assessment 
Action Plan 

 
 
SOURCES 
 
Australian Children’s Education & Care Quality Authority. (2025). Guide to the National Quality Framework 
Australian Government Department of Education (2020). Help in an emergency 
Australian Government –Department of Home Affairs. Emergency management  
Australian Government – Geoscience Australia  
http://www.ga.gov.au/news-events/news/latest-news/australian-earthquakes-explained 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (amended 2023).      
New Zealand Government Get Ready ShakeOut 
https://www.shakeout.govt.nz/how/schools/ 
Queensland Government Emergency services and safety https://www.qld.gov.au/emergency/dealing-
disasters/disaster-types/earthquakes 
Western Australian Legislation Education and Care Services National Law (WA) Act 2012 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012  
Work Health and Safety Act 2011  https://www.legislation.gov.au/Details/C2017C00305 
 

REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  April 2025 

POLICY REVIEWED MARCH 2025 NEXT REVIEW DATE MARCH 2026 

VERSION NUMBER V4.03.25 

MODIFICATIONS 
• annual policy maintenance 
• Childcare Centre Desktop resource section added  
• sources checked for currency and repaired as required 

POLICY REVIEWED PREVIOUS MODIFICATIONS 
NEXT REVIEW 
DATE 

JANUARY 2024 

• annual policy maintenance 
• regulation re: notification to regulatory 

authority added 
• sources checked for currency and repaired as 

required 

JANUARY 2025 

 

https://www.acecqa.gov.au/sites/default/files/2025-01/Guide-to-the-NQF-250101.pdf
https://www.homeaffairs.gov.au/about-us/our-portfolios/emergency-management
http://www.ga.gov.au/news-events/news/latest-news/australian-earthquakes-explained
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
https://www.shakeout.govt.nz/how/schools/
https://www.qld.gov.au/emergency/dealing-disasters/disaster-types/earthquakes
https://www.qld.gov.au/emergency/dealing-disasters/disaster-types/earthquakes
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
https://www.legislation.gov.au/Details/C2017C00305


Richmond Shire Council 
Ordinary Meeting of Council 15 April 2025 

 

 

 

Item 4.17 Flood Management Policy 

 
EXECUTIVE SUMMARY 
Floods are a natural phenomenon that occur when water covers land that is usually dry.  
Flooding most commonly occurs from heavy rainfall when natural watercourses cannot carry 
the excess water. Flooding can also be caused by storm surges as a result of a tropical 
cyclone, or severe storm, a tsunami or even due to a dam release or fail.  
Extensive flooding in 2011, led the Australian Government to introduce a standard definition 
of flood  for certain insurance policies. For this purpose, a flood is defined as: 
The covering of normally dry land by water that has escaped or been released from the normal 
confines of: any lake, or any river, creek or other natural watercourse, whether or not altered 
or modified; or any reservoir, canal, or dam. 
According to Geoscience Australia, floods can have both positive and negative impacts. They 
can bring welcome relief for people and ecosystems suffering from prolonged drought, but 
also are estimated to be the costliest natural disaster in Australia.  
Appropriate emergency preparedness and mitigation strategies need to be developed to 
ensure flooding can be a manageable hazard, especially in flood prone communities. Changes 
in rainfall intensity and the occurrence of severe storms and rising sea levels, however, have 
made many parts of Australia, especially coastal areas, a flood risk. The Australian Warning 
System is a new national approach to information and warnings during emergencies including 
flooding and tsunamis. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Flood Management Policy as presented.  
 

 
Budget & Resource Implications 
Nil 
 
Background 
Nil 
 
Consultation (Internal/External) 
N/A 
 
Attachments  
Attachment Y – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Coordinator) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.ga.gov.au/education/natural-hazards/flood
https://www.ga.gov.au/education/natural-hazards/flood
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FLOOD MANAGEMENT POLICY 
Floods are a natural phenomenon that occur when water covers land that is usually dry.  Flooding most 

commonly occurs from heavy rainfall when natural watercourses cannot carry the excess water. Flooding 

can also be caused by storm surges as a result of a tropical cyclone, or severe storm, a tsunami or even 

due to a dam release or fail.  

Extensive flooding in 2011, led the Australian Government to introduce a standard definition of flood  for 

certain insurance policies. For this purpose, a flood is defined as: 

The covering of normally dry land by water that has escaped or been released from the normal confines 

of: any lake, or any river, creek or other natural watercourse, whether or not altered or modified; or any 

reservoir, canal, or dam. 

According to Geoscience Australia, floods can have both positive and negative impacts. They can bring 

welcome relief for people and ecosystems suffering from prolonged drought, but also are estimated to 

be the costliest natural disaster in Australia.  

Appropriate emergency preparedness and mitigation strategies need to be developed to ensure flooding 

can be a manageable hazard, especially in flood prone communities. Changes in rainfall intensity and the 

occurrence of severe storms and rising sea levels, however, have made many parts of Australia, especially 

coastal areas, a flood risk. The Australian Warning System is a new national approach to information and 

warnings during emergencies including flooding and tsunamis. 

 

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY 

2.2 Safety  Each child is protected.  

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

2.2.2 Incident and 
emergency 
management  

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

QUALITY AREA 7: GOVERNANCE AND LEADERSHIP 

7.1.2 Management Systems Systems are in place to manage risk and enable the effective 
management and operation of a quality service  

7.1.3 Roles and responsibilities  Roles and responsibilities are clearly defined, and understood, 
and support effective decision-making and operation of the 
service.  

 

https://www.ga.gov.au/education/natural-hazards/flood
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EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS 

S. 174(2)(a) Serious incident - Any emergency for which emergency services attended 

S.174(2)(c) Any incident that requires the approved provider to close, or reduce the number of 
children attending the service for a period 

S.174(2)(c) Any circumstance at the service that poses a risk to the health, safety or wellbeing of a 
child attending the service 

12(d) Meaning of a serious incident- any emergency for which emergency services attended 

97 Emergency and evacuation procedures 

98 Telephone or other communication equipment 

99 Children leaving the education and care service premises 

136 First aid qualifications 

168 Education and Care Services must have policies and procedures  

170 Policies and procedures are to be followed 

171 Policies and procedures to be kept available 

175 Prescribed information to be notified to regulatory authority 

 

RELATED POLICIES  

Acceptance and Refusal Authorisation Policy  
Cyclone Management Policy 
Delivery of Children to and from EEC Service 
Policy 
Emergency and Evacuation Policy 
Family Communication Policy  

Health and Safety Policy 
Incident, Injury, Trauma and Illness Policy 
Lockdown Policy  
Record Keeping and Retention Policy 
Supervision Policy 

 

PURPOSE 

We aim to maintain children’s safety and wellbeing by developing an Emergency Management Plan that 

includes flood emergency plans and proactive responses to minimise the potential risks faced by children 

and staff of the Out of School Hours Care (OSHC) Service during a flood.  

 

SCOPE 

This policy applies to children, families, educators, staff, management, approved provider, nominated 

supervisor, students, volunteers and visitors of the OSHC Service.  
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IMPLEMENTATION 

Management will take effective action to ensure that the OSHC Service is as flood safe as possible. We 

will identify possible flood risks, engage members of the community for advice and help and ensure all 

staff are aware of their responsibilities and roles if required to respond to a flood emergency.  Our 

Emergency Management Plan (EMP) is developed and updated in consultation with children, families, 

educators, management and emergency services.  

 

FLOODS IN AUSTRALIA 

Floods are categorised according to the speed at which floodwaters rise: 

Slow-onset flood: Occur by slow rise and fall of water level and usually lasts for a relatively longer period. 

Slow-onset floods may last one or more weeks, or even months. Due to the flood lasting for a longer 

period, it can lead to loss of livestock, agricultural products, roads, railroad etc.  

 

Rapid onset floods: Occur by a rapid rise in water level which lasts for a shorter period. The damage rapid 

onset floods can cause are often more destructive and pose a greater risk to life and property as people 

usually have less time to take preventive action prior to the flood.  

 

Flash-Floods: Occur by a rapid rise in water level, within minutes or a few hours after heavy rainfall, 

tropical storm, failure of dams or levees.  Flash-Flooding poses the greatest threat to life and may result 

in significant damage to property.  

 

TSUNAMIS IN AUSTRALIA  

Tsunamis are essentially a series of ocean waves that send surges of water onto land. Where regular 

waves are caused by wind, tsunamis are caused by the large-scale vertical displacement of the water. 

Tsunami warnings may be issued by the Joint Australian Tsunami Warning Centre who monitor real-time 

tsunamigenic potential such as volcanic eruptions, earthquakes submarine landslides and other events 

that could generate tsunamis.  

 

THE AUSTRALIAN WARNING SYSTEM (AWS) 

The Australian Warning System (AWS) is a nationally consistent, three-tiered approach designed to make  

warnings clearer and lead people to take action ahead of severe weather events including flood an 

 tsunami warnings. The warning system comprises of levels, action statements, hazard icons, colours and  

shapes. https://www.ses.nsw.gov.au/about-us/our-warnings/ 

 

https://www.ses.nsw.gov.au/about-us/our-warnings/
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The three warning levels are: 

Advice (Yellow): An incident has started. There is no immediate danger. Stay up to date in case the 

situation changes. Monitor conditions. 

Watch and Act (Orange): There is a heightened level of threat. Conditions are changing and you need to 

start taking action now. Prepare to leave/evacuate. Do not enter flood water. 

Emergency Warning (Red) : An Emergency Warning is the highest level of warning. You need to take 

action immediately. Leave/evacuate (immediately by am/pm/hazard timing.  

The AWS are issued by Emergency Services. The predicted extent of the flood and the amount of time 

available before it arrives will determine the course of action to be taken.  

 

When there is an Emergency Warning educators need to prepare for possible emergency evacuation and 

implement the procedures effectively to ensure the safety of all children, staff, families and visitors in the 

Service.  

 

THE APPROVED PROVIDER/NOMINATED SUPERVISOR/MANAGEMENT AND EDUCATORS  

To ensure compliance with National Regulations our OSHC Service will ensure: 

• the nominated supervisor, management, staff, educators and educator assistants comply with 

this policy 

• all staff have a thorough understanding of the Australian Warning System (AWS) 

• a comprehensive risk assessment to identify local risks associated with the impact of flooding is 

completed annually in collaboration the SES (State Emergency Services) 132 500 (for anywhere in 

Australia) and an Emergency Management Plan (EMP) is developed 

• hazards within the OSHC Service that may be harmful to children or staff during a flood are identified 

in the risk assessment 

• families are made aware of the Flood Management Policy and emergency evacuation procedures  

• emergency evacuation plans are displayed in prominent positions near each exit and in the indoor 

and outdoor learning environments  

• clear procedures are in place for when a flood warning occurs to ensure the safety of educators, 

children and families 

• emergency evacuation rehearsals (drills) will be practiced every three months, including identifying a 

designated assembly point and place of refuge in case of flooding. The drills will be conducted on 

different days over the week, ensuring that all children participate in the drill. 

• a range of possible flood scenarios are included in evacuation drills 

https://www.australianwarningsystem.com.au/
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• each emergency evacuation drill is documented (Reg. 97) and reviewed to ensure continuous 

improvement 

• refer to the Emergency and Evacuation Policy for steps to be followed when the service needs to 

close in response to an emergency, including when to notify the regulatory authority and department 

of education of service closure  

• a serious incident notification is submitted to the regulatory authority within 24 hours when there 

has been an emergency that has posed a risk to the safety and wellbeing of the children 

• the regulatory authority is notified if the OSHC Service is required to close for a period of time as a 

result of a local emergency (evacuation due to flood, or to repair damage caused by a flood) (Reg.175 

(2)(b) 

• the Department of Education is notified if the OSHC Service is temporarily closed via CCS Software or 

Provider Entry Point (PEP) 

• emergency telephone numbers will be clearly displayed in prominent positions within the Service 

• emergency contact details of all children are updated regularly 

• strategies to implement emergency plans are discussed and documented at each staff meeting  

• consideration is made to how to save critical records- (current records, historical artefacts and 

archives) 

• counselling services are provided to employees and their family members affected by flooding 

• the OSHC Service insurance policy is current and covers the Service for flood damage. 

 

BEFORE A FLOOD  

MANAGEMENT AND EDUCATORS WILL: 

• continue to visit Bureau of Meteorology to check current flood and weather warnings 

http://www.bom.gov.au/ 

• visit the Bureau of Meteorology flood watch- Flood warning system  

• refer to the SES State Flood Plans which outline arrangements for responding to floods in Queensland  

https://www.emergency.nsw.gov.au/Documents/plans/sub-plans/SubPlan-Flood.pdf 

• be familiar with the warning levels and what action needs to be taken during a flood  

• ensure the removal of leaves, debris and other items that can enhance flooding (e.g.: check gutters 

and drains) 

• become familiar with the emergency evacuation plan identifying routes and safe locations if 

evacuation is required (note: this may be different for a flood situation) 

• prepare the Emergency Evacuation Kit  

http://www.bom.gov.au/
http://www.bom.gov.au/water/floods/floodWarningServices.shtml
https://www.emergency.nsw.gov.au/Documents/plans/sub-plans/SubPlan-Flood.pdf
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• ensure an up-to-date emergency contact list for all children is included in the Emergency Evacuation 

Kit 

• organise sandbags and sand 

• follow the advice by emergency services  

• place chemicals on a high shelving to reduce contamination of flood water  

• talk to the children about the flood, using simple words that children can understand 

• ensure there is a procedure for out of hours decision making 

• ensure plans are made to include removal of animals (if safe to do so). 

DURING A FLOOD  

MANAGEMENT AND EDUCATORS WILL: 

• act quickly  

• monitor current flood warnings in the local area  

• liaise with Emergency Services instructions and react to changing conditions  

• contact families to come and collect their child/ren once emergency services have issued a Watch 

and Act for your area 

• turn off electricity, water and gas  

• place sandbags in the toilet bowls and over shower and bath outlets to prevent backflow of sewerage 

into the OSHC Service 

• lock all doors and take recommended evacuation routes for the local area  

• contact emergency services to ensure the relocation area is safe before proceeding and follow all 

advice 

• evacuate the Service immediately and relocate to clearly defined area as discussed with emergency 

services and clearly identified in the OSHC Service’s Emergency Evacuation Plan  

• if located on school grounds, liaise with School Management  

• keep families updated regularly of the relocation site 

 

IF IT’S TOO LATE TO LEAVE DURING A FLOOD  

Important: calm and logical thinking will be required. The following points are options depending on the 

circumstances within your own context. Seeking safe options to move children and staff above rising 

waters levels will be the primary objective.  

 

MANAGEMENT AND EDUCATORS WILL: 

• continue to seek advice from emergency services  

• remain calm 
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• move to higher ground and avoid standing in flowing or rising water 

• if time permits, stack possessions, equipment and resources onto benches and tables 

• ensure that if flowing water is above the ankles, STOP! Turn around and go another way  

• avoid entering flood waters   

 

AFTER THE FLOOD  

MANAGEMENT AND EDUCATORS WILL: 

• stay tuned to local radio stations for official warnings and advice  

• wait until emergency services have declared the area safe before entering the flood zone  

• do not enter the OSHC Service until the water has dropped below floor level  

• do not let children play in or near floodwater   

• stay away from drains 

• wear rubber boots or rubber soled footwear and rubber/leather gloves when entering the Service  

• check with electricity, gas and water establishments to determine if the supplies to the OSHC Service 

and local area have been affected and if it safe for them to be turned on 

• be aware of damaged power lines, bridges, buildings, trees surrounding the OSHC Service  

• contact families or emergency contacts to confirm the location and safety of the children 

• if possible, take photographs for insurance claims 

• when safe and convenient, clean or discard contaminated toys and equipment 

• complete a serious incident notification to the regulatory authority within 24 hours when there has 

been an emergency that has posed a risk to the safety and wellbeing of the children- NQA ITS 

• notify the regulatory authority if the OSHC Service is required to close for a period of time as a result 

of a local emergency (evacuation due to flooding or to repair damage caused by flooding)  

• notify the Department of Education if the Service is temporarily closed via CCS Software or the 

Provider Entry Point (PEP) 

• notify families about absences and Child Care Subsidy (CCS) due to a local emergency 

PREPARING FOR AN EMERGENCY 

Australian Government Department of Education. Help in an Emergency 

Australian Government Bureau of Meteorology  

Australian Government- Emergency Management Australia-What to do before and after a flood  

Australian Government National Emergency Management Agency Australian Disaster Resilience 

Knowledge Hub- Flood 

NSW Department of Education: Flood planning for Early Childhood Education and Care (ECEC) 

https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?TAM_OP=login&ERROR_CODE=0x00000000&URL=%2F&OLDSESSION=
https://www.education.gov.au/early-childhood/emergency
http://www.bom.gov.au/
http://www.bom.gov.au/water/floods/document/What_todo_floods.pdf
https://knowledge.aidr.org.au/resources/flood/
https://knowledge.aidr.org.au/resources/flood/
https://education.nsw.gov.au/content/dam/main-education/en/home/early-childhood-education/operating-an-early-childhood-education-service0/Flood-Planning-Early-Childhood-Education.pdf
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RESOURCES TO ASSIST SERVICES BEFORE AND AFTER AN EMERGENCY/NATURAL DISASTER 

BeYou- Trauma informed practice 

BeYou Educator Wellbeing after a natural disaster 

Queensland 
Queensland Government- Emergency Dealing with Disasters-Floods 

Phone: 132 500 

Get Ready Queensland assists in preparing and emergency and evacuation plan. 

Get Ready Queensland- alerts and warnings 

Early Childhood Education and Care Incident and emergency management  

Queensland Government Business Queensland Flood mapping 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

The Flood Management Policy will be reviewed on an annual basis in conjunction with children, families, 

 educators and staff. 

 

CHILDCARE CENTRE DESKTOP RESOURCES 

Emergency Evacuation Kit Checklist 
Emergency Evacuation Procedure  
Emergency Evacuation Record 
Emergency Evacuation Rehearsal Calendar 
Emergency Evacuation Rehearsal Evaluation 

Emergency Management Plan (EMP) 
Extreme Weather Procedure 
Potential Emergencies - Risk Assessment 
Action Plan 

 
SOURCES 
 
Australian Children’s Education & Care Quality Authority. (2025). Guide to the National Quality Framework 
Australian Government. Bureau of Meteorology. Joint Australian Tsunami Warning Centre. 
http://www.bom.gov.au/tsunami/  
Australian Government Department of Education (2020). Help in an emergency 
Australian Government –Department of Home Affairs. Emergency management  
Australian Government: Geoscience Australia. (2022). Flood 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023).      
Australian Government Bureau of Meteorology http://www.bom.gov.au/tsunami/       
Australian Government National Emergency Management Agency Australian Warning System 
https://www.australianwarningsystem.com.au 
Australian Government tsunami Awareness https://www.ga.gov.au/__data/assets/pdf_file/0003/86493/Tsunami-
Awareness-brochure.pdf  
Floods: Warning, Preparedness and Safety  
http://www.bom.gov.au/australia/flood/EMA_Floods_warning_preparedness_safety.pdf 

https://beyou.edu.au/resources/events/trauma-informed-practice-in-your-learning-community
https://beyou.edu.au/fact-sheets/grief-trauma-and-critical-incidents/educator-wellbeing-after-a-natural-disaster
https://www.qld.gov.au/emergency/dealing-disasters/disaster-types/flood
https://www.getready.qld.gov.au/plan
https://www.getready.qld.gov.au/alerts-and-warnings
https://earlychildhood.qld.gov.au/regulation/health-and-safety/incident-and-emergency-management
https://www.business.qld.gov.au/running-business/support-assistance/mapping-data-imagery/maps/flood-mapping
https://www.acecqa.gov.au/sites/default/files/2025-01/Guide-to-the-NQF-250101.pdf
http://www.bom.gov.au/tsunami/
https://www.homeaffairs.gov.au/about-us/our-portfolios/emergency-management
https://www.ga.gov.au/education/classroom-resources/hazards/natural-hazards/flood
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
http://www.bom.gov.au/tsunami/
https://www.australianwarningsystem.com.au/
https://www.ga.gov.au/__data/assets/pdf_file/0003/86493/Tsunami-Awareness-brochure.pdf
https://www.ga.gov.au/__data/assets/pdf_file/0003/86493/Tsunami-Awareness-brochure.pdf
http://www.bom.gov.au/australia/flood/EMA_Floods_warning_preparedness_safety.pdf
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Queensland Government Get Ready Queensland https://www.getready.qld.gov.au/understand-your-risk/types-
disasters/tsunami  
SES – NSW State Emergency Services https://www.ses.nsw.gov.au 
Western Australian Legislation Education and Care Services National Law (WA) Act 2012 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012  
Work Health and Safety Act 2011  https://www.legislation.gov.au/Details/C2017C00305 
 

 
REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  April 25  

POLICY REVIEWED MARCH 2025 NEXT REVIEW DATE MARCH 2026 

VERSION NUMBER V4.03.25 

MODIFICATIONS 

• annual policy maintenance 
• links checked for each state/territory and updated as required 
• sources checked and links repaired as required 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

JANUARY 2024 

• annual policy maintenance 
• minor edits within policy 
• additional information added re: 

notification to regulatory authority if 
service needs to be closed in response 
to an emergency 

• added information about preparing for 
Tsunamis for services required to 
include information in policy 

• Child Care Centre Desktop Resources 
added  

• sources checked and links repaired as 
required 

MARCH 2025 

 

 

https://www.getready.qld.gov.au/understand-your-risk/types-disasters/tsunami
https://www.getready.qld.gov.au/understand-your-risk/types-disasters/tsunami
https://www.ses.nsw.gov.au/
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
https://www.legislation.gov.au/Details/C2017C00305
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Item 4.18 Immunisation Policy 

 
EXECUTIVE SUMMARY 
When groups of children are together, illness and disease can spread rapidly. Preventable 
diseases such as measles and whooping cough can have serious health consequences for 
children, and especially young children. Staff members who work in school aged care services 
are also at increased risk of contracting certain infectious illnesses due to the close proximity 
of working with children. Immunisation is therefore an important health measure and an 
effective way of protecting children and adults from harmful diseases by reducing the spread 
of disease.  
(Australian Government Department of Education, Skills and Employment, 2020) 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Immunisation Policy as presented.  
 

 
Budget & Resource Implications 
Nil 
 
Background 
Nil 
 
Consultation (Internal/External) 
N/A 
 
Attachments  
Attachment Z – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Coordinator) 
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IMMUNISATION POLICY 
 

When groups of children are together, illness and disease can spread rapidly. Preventable diseases such 

as measles and whooping cough can have serious health consequences for children, and especially young 

children. Staff members who work in school aged care services are also at increased risk of contracting 

certain infectious illnesses due to the close proximity of working with children. Immunisation is therefore 

an important health measure and an effective way of protecting children and adults from harmful 

diseases by reducing the spread of disease.  

(Australian Government Department of Education, Skills and Employment, 2020) 

 

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 2:  CHILDREN’S HEALTH AND SAFETY 

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

2.1.2 Health 
practices and 
procedures  

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

2.2 Safety  Each child is protected  

2.2.2 Incident and 
emergency 
management  

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

 

 

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS 

S.174(2)(a) Notification to the Regulatory Authority- (a) any serious incident at the 
approved education and care service 

12 Meaning of serious incident 

77 Health, hygiene and safe food practices 

86 Notification to parents of incident, injury, trauma and illness 

87 Incident, injury, trauma and illness record  

88 Infectious diseases  

90 Medical conditions policy 

162 Health information to be kept in enrolment record 

168 Education and care service must have policies and procedures 
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173 Prescribed information to be displayed 

175(2)(c) Prescribed information to be notified to the Regulatory Authority-  
(2) any circumstance arising at the service that poses a risk to the health, safety 
or wellbeing of a child or children attending the service 

 

RELATED POLICIES 

Dealing with Infectious Disease Policy  
Enrolment Policy  
Family Communication Policy  
Incident, Injury, Trauma and Illness Policy  

Orientation of Families Policy 
Pregnancy in Early Childhood Policy 
Record Keeping and Retention Policy  
Work Health and Safety Policy  

 

PURPOSE 

The purpose of this policy is to provide information to manage and prevent the spread of infectious 

illnesses and diseases. Our OSHC Service has a duty of care to ensure that all children, families, and 

educators are protected from infectious diseases whilst at the Service. Along with maintaining a clean 

and hygienic environment, this also includes notifying families and educators when an excludable illness 

or disease is present in the OSHC Service, maintaining a record of children’s and educators’ immunisation 

status, complying with relevant health department exclusion guidelines, and increasing educators’ 

awareness of cross-infection. 

 

SCOPE 

This policy applies to children, families, staff, educators, approved provider, nominated supervisor, 

students, volunteers and visitors of the OSHC Service. 

 

IMPLEMENTATION 

Immunisation is a reliable way to prevent many childhood diseases. Immunisation works by giving the 

person a vaccine (weakened or killed disease-causing bacteria or virus), 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, or possibly no symptoms. The vaccine therefore leads to the creation of 

antibodies that provide future protection if the person comes into contact with the disease.  

 

Immunisation also protects other people who are not immunised, such as children who are too young to 

be immunised, or people whose immune systems did not respond to the vaccine. This is because the 

more people who are immunised against a disease, the lower the chance that a person will ever come 

into contact with someone who has the disease. The chance of an infection spreading in a community 
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therefore decreases if a large proportion of people are immunised, because the immune people will not 

become infected and can protect the vulnerable people; this is known as ‘herd immunity’. 

 

Enrolment in an Out of School Hours Care (OSHC) Service requires parents to provide an Immunisation 

History Statement as recorded on the Australian Immunisation Register (AIR) to prove that their child is 

up to date with their scheduled vaccinations. This documentation also is required to be updated as per 

the childhood immunisation schedule. 

 

When enrolling a child in an OSHC Service, parents will be asked to provide an Immunisation History 

Statement. Should a child not be fully immunised according to the National Immunisation Program 

Schedule, they will not be prevented from enrolling. 

 

Children without proof of recommended immunisation for their age will be excluded from attending the 

service during an outbreak of a vaccine preventable disease. For a child to be eligible for Child Care 

Subsidy and other family payments, immunisation must be in accordance with the National Immunisation 

Program (NIP) Schedule. 

 

THE APPROVED PROVIDER / NOMINATED SUPERVISOR WILL: 

• ensure that obligations under the Education and Care Services National Law and National Regulations 

are met 

• ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy 

and associated procedure 

• ensure all new employees are provided with a copy of this policy as part of their induction process  

• ensure information about immunisation, infectious diseases and exclusion periods is available to 

families at time of enrolment/orientation and is included in the Family Handbook 

• request families to provide an AIR Immunisation History Statement or an AIR Immunisation History 

Form (for a child on an approved catch-up-schedule) prior to enrolment 

• record in the immunisation register, children as ‘unimmunised’ if an AIR is not provided  

• advise parents and families about the National Immunisation Program (NIP) 

• review children’s immunisation regularly, updating the child’s records kept at the OSHC service 

• develop a staff immunisation record that documents each staff member’s previous infection or 

immunisation 

• require all new and current staff to complete the staff immunisation record 

• update staff immunisation records as staff become vaccinated 

https://www.health.gov.au/health-topics/immunisation/immunisation-throughout-life/national-immunisation-program-schedule#national-immunisation-program-schedule-from-1-april-2019
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• provide staff and families with information about vaccine-preventable diseases 

• take all reasonable steps to encourage non-immune staff to be vaccinated 

• document advice given to educators and other staff, and any refusal to comply with vaccination 

requests 

• notify the Public Health Unit of any outbreak of vaccine preventable diseases (1300 066 055) 

• notify families when an outbreak of a vaccine-preventable disease occurs though various channels of 

communication: 

o verbally 

o through a letter from the educator or approved provider 

o posting a note or sign at the entry of the residence 

o via electronic message- text message or email 

• notify the regulatory authority of any incidence of a notifiable infectious illness or disease through 

the NQA-ITS 

• exclude any child who is not immunised from the OSHC Service if and when an outbreak of a vaccine-

preventable disease occurs to protect that child and to prevent further spread of infection. In the 

instance of the child being immunised but the immunisation record has not been sighted by the 

Service, the child is to be considered as not being immunised.  

• advise female employees of childbearing age to discuss Cytomegalovirus during pregnancy (CMV) 

with their doctor if they are planning a pregnancy with their doctor and inform management so that 

an individual risk assessment can be assessed and managed. There is NO vaccination to prevent 

against infection with CMV. Occupational risks of CMV in childcare should be managed and control 

measures implemented. CMV [see: Pregnancy in Early Childhood Policy]. 

 

FAMILIES WILL: 

• adhere to the OSHC Service’s policies regarding Dealing with Infectious Diseases, Immunisation, 

Incident, Injury, Trauma and Sickness Policies and exclusion requirements 

• provide the OSHC Service with a copy of one or more of the following documents upon enrolment 

o an Australian Immunisation Register (AIR) Immunisation History Statement which shows that the 

child is up to date with their scheduled vaccinations; or 

o an AIR Immunisation History Form on which the immunisation provider has certified that the 

child is on a recognised catch-up schedule; or 

o an AIR Immunisation Medical Exemption Form which has been certified by a GP 

• provide the OSHC Service with an updated copy of their child’s current immunisation record when 

the next scheduled immunisation has been completed. 

https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
https://www.pregnancybirthbaby.org.au/cytomegalovirus-cmv-during-pregnancy
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• complete their child’s immunisation schedule 

• support their child’s exclusion from the Service if there is an outbreak of a vaccine preventable 

disease at the OSHC Service or if they come into contact with a person with a vaccine preventable 

disease, even if there is no outbreak at the Service or Primary School. 

 

INFORMATION TO BE DISPLAYED IN SERVICE 

INFORMATION WEBSITE/INFORMATION PHONE NUMBER 

The National Immunisation 
Program (NIP) Service  

https://beta.health.gov.au/initiatives-and-
programs/national-immunisation-program 1800 020 103 

Notification of an 
occurrence of an infectious 
disease/vaccine 
preventable disease 

Notify local Public Health Unit 
Provide information to families about the 
infectious disease- 
Children unimmunised against vaccine 
preventable diseases must be excluded from 
care 

1300 066 055 

Australian Government 
Department of Health 

In the event of a community spread virus- 
(COVID-19) publications from Government 
agencies will be displayed 
https://www.health.gov.au/resources/collection
s/coronavirus-covid-19-campaign-resources 

1800 020 080 

 

AUSTRALIAN GOVERNMENT DEPARTMENT OF HEALTH- IMMUNISATION SAVES LIVES 

Currently there are different immunisation requirements for early childhood education and care services 

across states and territories. OSHC Services who operate as part of an approved ECEC service may need 

to ensure information on immunisation requirements as available to all families and updated as required.  

 

Queensland (QLD) 

The National Immunisation Program (NIP) Schedule TO BE DISPLAYED IN THE SERVICE 
can be accessed and downloaded from:  https://www.health.gov.au/resources/publications/national-
immunisation-program-schedule-portrait 
• Queensland immunisation schedule: https://www.health.qld.gov.au/clinical-practice/guidelines-

procedures/diseases-infection/immunisation/schedule 
• Local QLD Public Health information can be found at: 

https://www.qld.gov.au/health/conditions/immunisation/ 
• Australian Government Australian Imminustion Register 
• Australian Government Immunisation history statement 

 

 

https://beta.health.gov.au/initiatives-and-programs/national-immunisation-program
https://beta.health.gov.au/initiatives-and-programs/national-immunisation-program
https://www.health.gov.au/resources/collections/coronavirus-covid-19-campaign-resources
https://www.health.gov.au/resources/collections/coronavirus-covid-19-campaign-resources
https://www.health.gov.au/resources/publications/national-immunisation-program-schedule-portrait
https://www.health.gov.au/resources/publications/national-immunisation-program-schedule-portrait
https://www.health.qld.gov.au/clinical-practice/guidelines-procedures/diseases-infection/immunisation/schedule
https://www.health.qld.gov.au/clinical-practice/guidelines-procedures/diseases-infection/immunisation/schedule
https://www.qld.gov.au/health/conditions/immunisation/
https://www.servicesaustralia.gov.au/australian-immunisation-register
https://www.servicesaustralia.gov.au/how-to-get-immunisation-history-statements?context=22436
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RESOURCES 

AIR General Enquiries line 1800 653 809 

Australian Government Services Australia Australian Immunisation Register 

https://www.servicesaustralia.gov.au/individuals/services/medicare/australian-immunisation-register 

NSW Government Immunisation Enrolment Toolkit  

Time Out Keeping your child and other kids healthy! (Queensland Government) 

Time Out Brochure Why do I need to keep my child at home? 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

The Immunisation Policy will be reviewed on an annual basis in conjunction with children, families, staff, 

educators and management. 

 
CHILDCARE CENTRE DESKTOP- RELATED RESOURCES 

Employee Immunissation Record  Immunisation Register 

 
 
SOURCES 
 
Australian Children’s Education & Care Quality Authority. (2025). Guide to the National Quality Framework 
Australian Government. Department of Health (2019). National Immunisation Strategy for Australia 2019-2024 
https://www.health.gov.au/sites/default/files/national-immunisation-strategy-for-australia-2019-2024_0.pdf 
Australian Government Department Of Health National Immunise Program: https://www.health.gov.au/initiatives-
and-programs/national-immunisation-program 
Australian Government. Services Australia. Australian Immunisation Register  
Australian Government. Services Australia. (2023). Immunisation requirements  
Australian Government. Services Australia: How to get immunisation statements 
Australian Government Department Of Health National Immunise Program: https://www.health.gov.au/initiatives-
and-programs/national-immunisation-program 
Early Childhood Australia Code of Ethics. (2016). 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023).      
Federal Register of Legislation Privacy Act 1988. 
National Centre for Immunisation Research and Surveillance (NCIRS). (2024) . No Jab No Play, No Jab No Pay:  
National Health and Medical Research Council. (2024). Staying Healthy: preventing infectious diseases in early 
childhood education and care services (6th Ed.). NHMRC. Canberra.  
Pregnancy Birth and Baby. Cytomegalovirus (CMV) during pregnancy.  
Western Australian Legislation Education and Care Services National Law (WA) Act 2012 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012 
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https://www.servicesaustralia.gov.au/individuals/services/medicare/australian-immunisation-register
https://www.health.nsw.gov.au/immunisation/Publications/immunisation-enrolment-toolkit.pdf
https://www.health.qld.gov.au/__data/assets/pdf_file/0022/426820/timeout_poster.pdf
https://www.health.qld.gov.au/__data/assets/pdf_file/0025/702619/timeout-brochure.pdf
https://www.acecqa.gov.au/sites/default/files/2025-01/Guide-to-the-NQF-250101.pdf
https://www.health.gov.au/sites/default/files/national-immunisation-strategy-for-australia-2019-2024_0.pdf
https://www.health.gov.au/initiatives-and-programs/national-immunisation-program
https://www.health.gov.au/initiatives-and-programs/national-immunisation-program
https://www.servicesaustralia.gov.au/australian-immunisation-register
https://www.servicesaustralia.gov.au/what-are-immunisation-requirements?context=41186
https://www.humanservices.gov.au/individuals/online-help/medicare/getting-your-immunisation-history-statement-using-your-medicare-online-account
https://www.health.gov.au/initiatives-and-programs/national-immunisation-program
https://www.health.gov.au/initiatives-and-programs/national-immunisation-program
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
https://www.ncirs.org.au/public/no-jab-no-play-no-jab-no-pay
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Staying-Healthy/Staying-healthy-guidelines.pdf
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Staying-Healthy/Staying-healthy-guidelines.pdf
https://www.pregnancybirthbaby.org.au/cytomegalovirus-cmv-during-pregnancy
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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Richmond Shire Council 
Ordinary Meeting of Council 15 April 2025 

 

 

 

Item 4.19 Incident, Injury, Trauma and Illness Policy 

 
EXECUTIVE SUMMARY 
The health and safety of all staff, children, families and visitors to our Out of School Hours 
Care (OSHC) Service is of the utmost importance. We aim to reduce the likelihood of incidents, 
illness, accidents and trauma through implementing comprehensive risk management, 
effective hygiene practices and the ongoing professional development of all staff to respond 
quickly and effectively to any incident or accident. 
 
We acknowledge that in education and care services, illness and disease can spread easily 
from one child to another, even when implementing the recommended hygiene and infection 
control practices. Our OSHC Service aims to minimise illnesses by adhering to all 
recommended guidelines from relevant government authorities regarding the prevention of 
infectious diseases and adhere to exclusion periods recommended by the Australian 
Government National Health and Medical Research Council (NHMRC) and Public Health Unit. 
When groups of children play together and are in new surroundings accidents and illnesses 
may occur. Our OSHC Service is committed to effectively manage our physical environment 
to allow children to experience challenging situations whilst preventing serious injuries.   
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Incident, Injury, Trauma and Illness Policy as presented.  
 

 
Budget & Resource Implications 
Nil 
 
Background 
Nil 
 
Consultation (Internal/External) 
N/A 
 
Attachments  
Attachment AA – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Coordinator) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Childcare Centre Desktop ©2025 – Incident, Injury, Trauma and Illness Policy 1 

  Richmond Shire Council OSHC  

INCIDENT, INJURY, TRAUMA & ILLNESS POLICY 
The health and safety of all staff, children, families and visitors to our Out of School Hours Care (OSHC) 

Service is of the utmost importance. We aim to reduce the likelihood of incidents, illness, accidents and 

trauma through implementing comprehensive risk management, effective hygiene practices and the ongoing 

professional development of all staff to respond quickly and effectively to any incident or accident. 

 

We acknowledge that in education and care services, illness and disease can spread easily from one child to 

another, even when implementing the recommended hygiene and infection control practices. Our OSHC 

Service aims to minimise illnesses by adhering to all recommended guidelines from relevant government 

authorities regarding the prevention of infectious diseases and adhere to exclusion periods recommended by 

the Australian Government National Health and Medical Research Council (NHMRC) and Public Health Unit. 

When groups of children play together and are in new surroundings accidents and illnesses may occur. Our 

OSHC Service is committed to effectively manage our physical environment to allow children to experience 

challenging situations whilst preventing serious injuries.   

   

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 2:  CHILDREN’S HEALTH AND SAFETY 

2.1.2 Health practices 
and procedures  

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

2.2 Safety  Each child is protected.  

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

2.2.2 Incident and 
emergency 
management  

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

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

 

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS 

S. 165 Offence to inadequately supervise children 

S. 174 Offence to fail to notify the regulatory authority 

12 Meaning of serious incident 

77 Health, hygiene and safe food practices 
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85 Incident, injury, trauma and illness policies and procedures  

86 Notification to parents of incident, injury, trauma and illness  

87 Incident, injury, trauma and illness record 

88 Infectious diseases  

89 First aid kits  

90 Medical conditions policy 

93 Administration of medication 

95 Procedure for administration of medication 

97 Emergency and evacuation procedures 

103 Premises, furniture and equipment to be safe, clean and in good repair 

104 Fencing 

161 Authorisations to be kept in enrolment record  

162 Health information to be kept in enrolment record  

168 Education and care Service must have policies and procedures 

170 Policies and procedures to be followed 

171 Policies and procedures to be kept available 

175 Prescribed information to be notified to regulatory authority 

176 Time to notify certain circumstances to regulatory authority 

177 Prescribed enrolment and other documents to be kept by approved provider 

183 Storage of records and other documents 

 

RELATED POLICIES  

Administration of First Aid Policy  
Administration of Medication Policy 
Anaphylaxis Management Policy  
Asthma Management Policy  
Child Safe Environment Policy 
Dealing with Infectious Disease Policy  
Delivery of children to, and collection from ECE 
Premises Policy 
Diabetes Management Policy 
Enrolment Policy  

Family Communication Policy  
Handwashing Policy 
Health and Safety Policy 
Immunisation Policy 
Medical Conditions Policy  
Privacy and Confidentiality Policy  
Record Keeping and Retention Policy  
Safe Transportation Policy 
Work Health and Safety Policy 
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Epilepsy Policy  

 

PURPOSE 

Our OSHC Service has a duty of care to respond to and manage illnesses, accidents, incidents, and trauma that 

may occur at the Service to ensure the safety and wellbeing of children, educators and visitors. This policy will 

guide educators and staff to manage illness and prevent injury and the spread of infectious diseases and 

provide guidance of the required action to be taken in the event of an incident, injury, trauma or illness 

occurring when a child is educated and cared for. 

 

SCOPE 

This policy applies to children, families, staff, educators, the approved provider, nominated supervisor, 

management, students, volunteers and visitors of the OSHC Service. 

 

IMPLEMENTATION 

Under the Education and Care Services National Regulations, an approved provider must ensure that policies 

and procedures are in place for incident, injury, trauma and illness and take reasonable steps to ensure 

policies and procedures are followed. (ACECQA, 2021). In the event of an incident, injury, trauma or illness, all 

staff will implement the guidelines set out in this policy to adhere to National Law and Regulations and inform 

the regulatory authority as required. 

 

Our OSHC Service implements risk management planning to identify any possible risks and hazards to our 

learning environment and practices. Where possible, we have eliminated or minimised these risks as is 

reasonably practicable.  

 

Our OSHC Service implements procedures as stated in the Staying healthy: Preventing infectious diseases in 

early childhood education and care services (6th Edition) as part of our day-to-day operation of the OSHC 

Service.  

We are guided by explicit decisions regarding exclusion periods and notification of any infectious disease by 

the Australian Government- Department of Health and local Public Health Units in our jurisdiction under the 

Public Health Act.  

 

INJURY, INCIDENT OR TRAUMA  

In the event of any child, educator, staff, volunteer or visitor having an accident at the OSHC Service, an 

educator who has a First Aid Certificate will attend to the person immediately.  Adequate supervision will be 

provided to all children attending the OSHC Service.  

https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Staying-Healthy/Staying-healthy-guidelines.pdf
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Staying-Healthy/Staying-healthy-guidelines.pdf
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Any workplace incident, injury or trauma will be investigated, and records kept as per WHS legislation and 

guidelines. An Incident Injury Report Register will be completed to assist with a review of practices following an 

incident or injury at the Service, including an assessment of areas for improvement. 

All staff and educators are required to follow the procedures outlined in our First Aid Policy and First Aid 

Procedure. 

 

DEFINITION OF SERIOUS INCIDENT  

Regulations require the approved provider or nominated supervisor to notify regulatory authority within 24 

hours of any serious incident at the OSHC Service through the NQA IT System 

A serious incident (Reg. 12) is defined as any of the following: 

a) The death of a child: 

(i) while being educated and cared for by an OSHC Service or 

(ii) following an incident while being educated and cared for by an OSHC Service. 

(b) Any incident involving serious injury or trauma to, or illness of, a child while being educated and cared for 

by an OSHC Service, which: 

(i) a reasonable person would consider required urgent medical attention from a registered 

medical practitioner or 

(ii) for which the child attended, or ought reasonably to have attended, a hospital. For example: 

whooping cough, broken limb and anaphylaxis reaction 

(c) Any incident or emergency where the attendance of emergency services at the OSHC Service premises was 

sought, or ought reasonably to have been sought (eg: severe asthma attack, seizure or anaphylaxis)  

(d) Any circumstance where a child being educated and cared for by an OSHC Service 

(i) appears to be missing or cannot be accounted for or 

(ii) appears to have been taken or removed from the OSHC Service premises in a manner that 

contravenes these regulations or 

(iii) is mistakenly locked in or locked out of the OSHC Service premises or any part of the premises. 

A serious incident should be documented as an incident, injury, trauma and illness record as soon as possible 

and within 24 hours of the incident, with any evidence attached.  

 

INCIDENT, INJURY, TRAUMA AND ILLNESS RECORD  

An Incident, Injury, Trauma and Illness record contains details of any incident, injury, trauma or illness that 

occurs while the child is being educated and cared for at the OSHC Service. The record will include: 

• name and age of the child 

• circumstances leading to the incident, injury, illness  

• time and date the incident occurred, the injury was received, or the child was subjected to trauma 

https://www.acecqa.gov.au/resources/national-quality-agenda-it-system


 

Childcare Centre Desktop ©2025 – Incident, Injury, Trauma and Illness Policy 5 

  Richmond Shire Council OSHC  

• details of any illness which becomes apparent while the child is being cared for including any 

symptoms, time and date of the onset of the illness 

• details of the action taken by the educator including any medication administered, first aid provided, 

or medical professionals contacted 

• details of any person who witnessed the incident, injury or trauma 

• names of any person the educator notified or attempted to notify, and the time and date of this 

• signature of the person making the entry, and the time and date the record was made 

 

Educators are required to complete documentation of any incident, injury or trauma that occurs when a child 

is being educated and cared for by the OSHC Service. This includes recording incidences of biting, scratching, 

dental or mouth injury. Due to Confidentiality and Privacy laws, only the name of the child injured will be 

recorded on the Incident, Injury, Trauma or Illness Record. Any other child/ren involved in the incident will not 

have their names recorded. If other children are injured or hurt, separate records will be completed for each 

child involved in the incident. Parents/Authorised Nominee must acknowledge the details contained in the 

record, sign and date the record on arrival to collect their child. All Incident, Injury, Trauma and Illness Records 

must be kept until the child is 25 years of age. (See: Record Keeping and Retention Policy). 

 

MISSING OR UNACCOUNTED FOR CHILD  

At all times, reasonable precautions and adequate supervision is provided to ensure children are protected 

from harm or hazards. However, if a child appears to be missing or unaccounted for, removed from the OSHC 

Service premises that breaches the National Regulations or is mistakenly locked in or locked out of any part of 

the Service, a serious incident notification must be made to the regulatory authority. 

 

A child may only leave the OSHC Service in the care of a parent, an authorised nominee named in the child’s 

enrolment record or a person authorised by a parent or authorised nominee or because the child requires 

medical, hospital or ambulance care or other emergency.  

Educators must ensure that  

• the attendance record is regularly cross-checked to ensure all children signed into the OSHC Service 

are accounted for   

• children are supervised at all times 

• visitors to the service are not left alone with children at any time 

 

For After School Care, educators will check that all children booked in for a session of care arrives at the 

expected time. If a child does not arrive at the OSHC Service or nominated collection point, at the expected 
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time educators will follow procedures outlined in the Delivery of children to, and collection from ECE Premises 

Policy. 

 

Educators will regularly cross-check the attendance record to ensure all children signed into the OSHC Service 

are accounted for. Should an incident occur where a child is missing from the OSHC Service educators and the 

nominated supervisor will: 

• attempt to locate the child immediately by conducting a thorough search of the premises (checking 

any areas that a child could be locked into by accident) 

• cross check the attendance record to ensure the child hasn’t been collected by an authorised person 

and signed out by another person 

• if the child is not located within a 10-minute period, emergency services will be contacted on 000 and 

the Approved Provider will notify the parent/s or guardian  

• continue to search for the missing child until emergency services arrive whilst providing supervision 

for other children in care 

• provide information to Police such as: child’s name, age, appearance, (provide a photograph), details 

of where the child was last sighted. 

 

If a child is missing during or following transportation the Missing Child During Regular Transportation 

Procedure is to be followed. The approved provider is responsible for notifying the Regulatory Authority of a 

serious incident within 24 hours of the incident occurring. 

 

HEAD INJURIES 

It is common for children to bump their heads during everyday play, however it if difficult to determine 

whether the injury is serious or not. Therefore, any knock to the head is considered a head injury and should 

be assessed by a doctor. In the event of any head injury, the First Aid officer will assess the child, administer 

any urgent First Aid and notify parents/guardians to collect their child.  

 

Emergency services will be contacted immediately on 000 if the child: 

• has sustained a head injury involving high speeds or fallen from a height (play equipment) 

• loses consciousness 

• seems unwell or vomits several times after hitting their head 

(See: Head Injury Guide and Procedure) 

 

TRAUMA 

Trauma is defined as the impact of an event or a series of events during which a child feels helpless and  
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pushed beyond their ability to cope. There are a range of different events that might be traumatic to a child, 

including accidents, injuries, serious illness, natural disasters (bush fires), assault, and threats of violence, 

domestic violence, neglect or abuse and wars or terrorist attacks. Parental or cultural trauma can also have a 

traumatising effect on children. This definition firmly places trauma into a developmental context: 

“Trauma changes the way children understand their world, the people in it and where they belong” (Australian 

Childhood Foundation, 2010).  

 

Trauma can disrupt the relationships a child has with their parents, educators and staff who care for them. It 

can transform children’s language skills, physical and social development and the ability to manage their 

emotions and behaviour. 

 

Behavioural responses for pre-school aged children and young children who have experiences 

trauma may include: 

• new or increased clingy behaviour such as constantly following a parent, carer or staff around 

• anxiety when separated from parents or carers 

• new problems with skills like sleeping, eating, going to the toilet and paying attention 

• shutting down and withdrawing from everyday experiences 

• difficulties enjoying activities 

• being jumpier or easily frightened 

• physical complaints with no known cause such as stomach pains and headaches 

• blaming themselves and thinking the trauma was their fault. 

 

Children who have experienced traumatic events often need help to adjust to the way they are feeling. When 

parents, educators and staff take the time to listen, talk, and play they may find children begin to say or show 

how they are feeling. Providing children with time and space lets them know you are available and care about 

them. 

It is important for educators to be patient when dealing with a child who has experienced a traumatic event. It 

may take time to understand how to respond to a child’s needs and new behaviours before parents, educators 

and staff are able to work out the best ways to support a child. It is imperative to realise that a child’s 

behaviour may be a response to the traumatic event rather than just ‘naughty’ or ‘difficult’ behaviour.  

 

EDUCATORS CAN ASSIST CHILDREN DEALING WITH TRAUMA BY: 

• observing the behaviours and expressed feelings of a child and documenting responses that were most 

helpful in these situations 
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• creating a ‘relaxation’ space with familiar and comforting toys and objects children can use when they are 

having a difficult time 

• having quiet time such as reading a story about feelings together 

• trying different types of play that focus on expressing feelings (e.g., drawing, playing with play dough, 

dress-ups and physical games such as trampolines) 

• helping children understand their feelings by using reflecting statements (e.g., ‘you look sad/angry right 

now, I wonder if you need some help?’) 

 

There are a number of ways for parents, educators and staff to reduce their own stress and maintain 

awareness, so they continue to be effective when offering support to children who have experienced 

traumatic events. 

 

STRATEGIES TO ASSIST FAMILIES, EDUCATORS AND STAFF TO COPE WITH CHILDREN’S STRESS OR 

TRAUMA MAY INCLUDE: 

• taking time to calm yourself when you have a strong emotional response. This may mean walking away 

from a situation for a few minutes or handing over to another educator or staff member if possible  

• planning ahead with a range of possibilities in case difficult situations occur 

• remembering to find ways to look after yourself, even if it is hard to find time or you feel other things are 

more important. Taking time out helps adults be more available to children when they need support.   

• using supports available to you within your relationships (e.g., family, friends, colleagues). 

• identifying a supportive person to talk to about your experiences. This might be your family doctor or 

another health professional. 

• accessing support resources- BeYou, Emerging Minds 

Living or working with traumatised children can be demanding so it is important to be aware of your own 

responses and seek support from management when required. 

 

ILLNESS MANAGEMENT 

To reduce the transmission of infectious illness, our OSHC Service implements effective hygiene and infection 

control routines and procedures from Staying healthy: Preventing infectious diseases in early childhood 

education and care services- 6th Edition. 

 

Practising effective hygiene helps to minimise the risk of cross infection within our Service include: 

• immunisation- for children and adults  

• respiratory hygiene- limiting airborne germs and the transmission of respiratory diseases. Educators 

model good hygiene practices and remind children to cough or sneeze into their elbow or use a 

https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
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disposable tissue and wash their hands immediately with soap and water or use hand sanitiser after 

touching their mouth, eyes or nose. 

• hand hygiene- handwashing techniques are practised by all educators and children routinely using 

soap and water before and after eating, when using the toilet and drying hands thoroughly with paper 

towel. 

•  parents, families and visitors are requested to wash their hands upon arrival and departure at the 

Service or use an alcohol-based hand sanitizer 

• wearing PPE- gloves and masks to provide a protective barrier against germs 

• environmental strategies- cleaning with specific products after any spills of body fluids (urine, faeces, 

vomit, blood); All surfaces including bedding (mat, cushions) used by a child who is unwell, will be 

cleaned with soap and water and then disinfected.  

• toileting- Infection control practices including hand hygiene and proper cleaning and disinfection 

procedures are implemented  

• exclusion – children, educators and other staff who show symptoms of infectious disease are excluded 

from the Service. 

 

CHILDREN ARRIVING AT THE OSHC SERVICE WHO ARE UNWELL 

Management will not accept a child into care if they:   

• have a diagnosed contagious illness or infectious disease [specific exclusion periods may apply] 

• have a temperature above 38.0°C 

• have been given medication for a temperature prior to arriving at the OSHC Service (for example: Panadol) 

• have had any diarrhoea and/or vomiting in the last 24 hours  

• have started a course of antibiotics in the last 24 hours.  

 

IDENTIFYING SIGNS AND SYMPTOMS OF ILLNESS 

Educators and management are not doctors and are unable to diagnose an illness or infectious disease 

however, as our educators are familiar with the children in their care, they will watch for symptoms of 

sickness. If a child becomes ill whilst at the OSHC Service, educators will respond to their individual symptoms 

of illness and provide comfort and care.  

 

Educators will closely monitor the child focusing on the symptoms displayed and how the child behaves and 

be alert to the possibility of symptoms that may suggest the child is very sick and needing urgent medical 

assistance.  
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Educators will: 

• understand the differences between concerning and serious symptoms 

• if any serious symptoms are observed (breathing difficulties, drowsiness or unresponsiveness, looking 

pale or blue or feeling cold) 

o an ambulance will be called immediately 

• if any concerning symptoms are observed (lethargy, fever, poor feeding, new rash, poor urine output, 

irritation or pain or sensitivity to light) educators will: 

o monitor the child carefully 

o call parents/carers 

o discuss symptoms with parents/carers and help them decide whether the child needs to see a 

doctor 

• educators will monitor the child and will consider calling an ambulance if: 

o any concerning symptoms become severe 

o the child gets worse very quickly 

o there are multiple concerning symptoms. 

(Staying healthy, 6th Edition, 2024) 

In the event of any child requiring ambulance transportation and medical intervention, a serious incident will 

be reported to the regulatory authority (Reg. 12) by the approved provider. 

 

If the child has symptoms that suggest they are sick and they are not well enough to enjoy activities, they 

should go home and parents/caregivers will be contacted. The child will be cared for in an area that is 

separated from other children in the Service to await pick up from their parent/guardian or emergency 

contact person. A child who is displaying symptoms of a contagious illness or virus (vomiting, diarrhoea, fever) 

will be moved away immediately from the rest of the group and supervised until he/she is collected by a 

parent or emergency contact person.  

 

SYMPTOMS INDICATING ILLNESS MAY INCLUDE:  

• lethargy and decreased activity  

• difficulty breathing 

• fever (temperature more than 38°C) 

• headaches 

• poor feeding 

• poor urine output/ dark urine 

• a stiff neck, irritability or sensitivity to light 

• new red or purple rash 
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• pain 

• diarrhoea 

• vomiting 

• discharge from the eye or ear 

• skin that displays rashes, blisters, spots, crusty or weeping sores 

• loss of appetite 

• difficulty in swallowing or complaining of a sore throat 

• persistent, prolonged or severe coughing  

(This is not an exhaustive list of indicators of illness) 

 

HIGH TEMPERATURES OR FEVERS  

Children get fevers or temperatures for all kinds of reasons. Most fevers and the illnesses that cause them last 

only a few days. Recognised authorities suggest a child’s normal temperature will range between 36.5°C and 

38.0°C. 

 

WHEN A CHILD DEVELOPS A HIGH TEMPERATURE OR FEVER WHILST AT THE OSHC SERVICE 

• Educators will check a child’s temperature if they think the child has a fever. If it is between 37.5°C and 

37.9°C educators will retest within 30 minutes (records will be kept of time, date and temperature) 

• Educators will notify parents when a child registers a temperature of 38°C or higher 

• Educators will follow the Illness Management Procedure for methods to reduce a child’s temperature or 

fever 

• The child will need to be collected from the Service as soon as possible (within 30 minutes) 

• Educators will monitor the child carefully to ensure their condition does not get worse and call an 

ambulance immediately if required 

• Parents/carers will be provided with a Fever factsheet for further information  

• Educators will complete an Incident, Injury, Trauma and Illness record and note down any other symptoms 

that may have developed along with the temperature (for example, a rash, vomiting, etc.). 

• If the child has gone home from the OSHC Service with a fever but their temperature is normal the next 

morning they can return to the Service. (Staying healthy, 6th Edition, 2024) 

 

RESPIRATORY SYMPTOMS  

Respiratory symptoms include cough, sneezing, runny or blocked nose and sore throat. It is not unusual for 

children to have five or more colds a year, and children in education and care services may have as many as 8–

12 colds a year. A runny or blocked nose is a common symptom for many respiratory conditions or diseases 
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which may be infectious such as a cold, influenza or COVID. Some causes, however, are not infectious such as 

allergies (hay fever).  

As each child may have different symptoms of a respiratory illness, our OSHC Service will consider exclusion 

based on the severity of the symptoms and the child’s behaviour. Children can become distressed and 

lethargic when unwell and should be at home with a parent or carer under close supervision. 

 

A child will be excluded from the Service if: 

• the respiratory symptoms are severe or; 

• the symptoms become worse during the course of the day (more frequent or severe) or; 

• the child has other concerning symptoms (fever, tiredness, pain, poor feeding). 

(Staying healthy, 6th Edition, 2024). 

 

DIARRHOEA AND VOMITING (GASTROENTERITIS)  

Gastroenteritis (or ‘gastro’) is a general term for an illness of the digestive system. Typical symptoms include 

abdominal cramps, diarrhoea, and vomiting. In many cases, it does not need treatment, and symptoms 

disappear in a few days. However, gastroenteritis can cause dehydration because of the large amount of fluid 

lost through vomiting and diarrhoea. Therefore, if a child does not receive enough fluids, he/she may require 

fluids intravenously.  

 

If a child has diarrhoea and/or vomiting whilst at the OSHC Service, Management will notify parents or an 

emergency contact to collect the child immediately. Parents/carers will be provided with a Diarrhoea or 

vomiting (gastroenteritis) fact sheet for further information.  

 

In the event of an outbreak of viral gastroenteritis, management will contact the local Public Health Unit. 

Public Health Unit- Local state and territory health departments. An outbreak is when two or more children or 

staff have a sudden onset of diarrhoea or vomiting in a 2-day period. Management must document the 

number of cases, dates of onset, duration of symptoms. (See: Illness or Infectious Disease Register. 

 

Staff and children that have had diarrhoea and/or vomiting will be excluded from the OSHC Service until there 

has not been any diarrhoea or vomiting for at least 24 hours. If the diarrhoea or vomiting are confirmed to be 

norovirus, they will be excluded until there has not been any diarrhoea or vomiting for at least 48 hours. Staff 

who handle food will be excluded from the OSHC Service for up to 48 hours after they have stopped vomiting 

or having diarrhoea. [Staying healthy, 2024.]  

Services can amend exclusion time as per state/territory Public Health Unit recommendations 

 

https://www.health.gov.au/about-us/contact-us/local-state-and-territory-health-departments
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NOTIFYING FAMILIES AND EMERGENCY CONTACT- SICKNESS OR INFECTIOUS ILLNESS  

• It is a requirement of the OSHC Service that all emergency contacts are able to pick up an ill child within a 

30-minute timeframe 

• In the event that the ill child is not collected in a timely manner, or should parents refuse to collect the 

child, a warning letter will be sent to the families outlining Service policies and requirements. The letter of 

warning will specify that if there is a future breach of this nature, the child’s position may be terminated.  

• Parents or guardians are notified as soon as practicable and no later than 24 hours of the illness, accident, 

or trauma occurring 

• Families will be notified of any outbreak of an infectious illness (e.g.: Gastroenteritis, whooping cough) 

within the Service via our notice board, online app or email to assist in reducing the spread of the illness 

• When a child has been diagnosed with an illness or infectious disease, the Service will refer to information 

about recommended exclusion periods from the Public Health Unit (PHU) and Staying healthy: Preventing 

infectious diseases in early childhood education and care services. (6th Edition), 2024 

• Exclusion periods for illness and infectious diseases are provided to families and included in our Family 

Handbook and Dealing with Infectious Disease Policy 

• Families are provided with clear information about any illness or disease via Factsheets from Staying 

healthy, 6th Edition. 

 

THE APPROVED PROVIDER, NOMINATED SUPERVISORS, RESPONSIBLE PERSON, AND EDUCATORS 

WILL ENSURE:  

• that obligations under the Education and Care Services National Law and National Regulations are met 

• educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy and 

associated procedure 

• each child’s enrolment records include authorisations by a parent or person named in the record for the 

approved provider, nominated supervisor or educator to seek medical treatment for the child from a 

registered medical practitioner, hospital or ambulance service and if required, transportation by an 

ambulance service 

• parents or guardians are notified as soon as practicable and no later than 24 hours of the illness, accident, 

or trauma occurring 

• an Incident, Injury, Trauma and Illness Record is completed accurately and in a timely manner as soon after 

the event as possible (within 24 hours) 

• if the incident, situation or event presents imminent or severe risk to the health, safety and wellbeing of 

any person present at the OSHC Service, or if an ambulance was called in response to the emergency (not 

as a precaution) the regulatory authority will be notified within 24 hours of the incident 

http://www.health.nsw.gov.au/Infectious/Pages/phus.aspx
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets
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• families are advised to keep their child home until they are feeling well, and they have not had any 

symptoms for at least 24-48 hours (depending upon the illness and exclusion periods) 

• children or staff members who are diagnosed with an illness or infectious disease may be excluded as per 

recommended exclusion periods  

• families are notified of any infectious disease circulating the Service within 24 hours of detection 

• a child who has not been immunised will be excluded from the Service if a vaccine preventable disease is 

reported within the Service community and that child is deemed to be in danger of contracting the illness. 

Please refer to our Dealing with Infectious Diseases Policy 

• families of a child with complex and chronic medical conditions will be notified in the event of an outbreak 

of an illness or infectious disease that could compromise their health 

• families are notified to collect their child if they have vomited or had diarrhoea whilst at the OSHC Service 

• first aid kits are suitably equipped and checked on a monthly basis (see First Aid Kit Checklist) 

• first aid kits are easily accessible when children are present at the OSHC Service and during excursions 

• that the following qualified people are in attendance at all times the Service is providing education and 

care to children [Reg. 136] 

o at least one educator, staff member or nominated supervisor who holds a current ACECQA 

approved first aid qualification- including emergency life support and CPR resuscitation 

o at least one educator, staff member or nominated supervisor of the Service who has undertaken 

current approved anaphylaxis management training 

o at least one educator, staff member or nominated supervisor of the Service who has undertaken 

current approved emergency asthma management training 

• educators or staff who have diarrhoea or an infectious disease do not prepare food for others for at least 

48 hours after the symptoms have resolved 

• cold food is kept cold (below 5 °C) and hot food, hot (above 60°C) to discourage the growth of bacteria 

• staff and children always practice appropriate hand hygiene and cough and sneezing etiquette 

• appropriate cleaning practices are followed 

• toys and equipment are cleaned and disinfected on a regular basis which is recorded in the toy cleaning 

register or cleaned immediately if a child who is unwell has used toys or resources 

• additional cleaning will be implemented during any outbreak of an infectious illness or virus 

• all illnesses are documented in the service’s Incident, Injury, Trauma and Illness Record 

• information regarding the health and wellbeing of a child or staff member is not shared with others unless 

consent has been provided, in writing, or provided the disclosure is required or authorised by law under 

relevant state/territory legislation (including Child Information Sharing Scheme [CISS] or the Family 

Violence Information Sharing Scheme [FVISS] for Victorian services).  
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FAMILIES WILL:  

• adhere to the Service’s policies regarding Incident, Injury, Trauma and Illness 

• provide authorisation in the child’s enrolment record for the approved provider, nominated supervisor or 

educator to seek medical treatment from a medical practitioner, hospital or ambulance service and if 

required, transportation by ambulance service 

• provide up to date medical and contact information in case of an emergency 

• provide emergency contact details and ensure details are kept up to date 

• ensure that their child is able to be collected from the Service within a 30-minute timeframe if required 

due to illness by either a parent or emergency contact 

• provide the OSHC Service with all relevant medical information, including Medicare and private health 

insurance 

• provide a copy of their child’s medical management plans and update these annually or whenever 

medication/medical needs change 

• adhere to recommended periods of exclusion if their child has a virus or infectious illness- (exclusion for 

common or concerning conditions) 

• seek medical advice for their child’s illness/fever as required  

• complete documentation as requested by the educator and/or approved provider- Incident, Injury, 

Trauma and Illness record and acknowledge that they were made aware of the incident, injury, trauma or 

illness 

• inform the OSHC Service if their child has an infectious disease or illness 

• provide evidence as required from doctors or specialists that the child is fit to return to care if required- 

including post-surgery 

• provide written consent for educators to administer first aid and call an ambulance if required (as per 

enrolment record) 

• complete and acknowledge details in the Administration of Medication Record if required. 

 

BREACH OF POLICY 

Staff members or educators who fail to adhere to this policy may be in breach of their terms of employment 

and may face disciplinary action.  

 

RESOURCES 

beyou Natural Disaster Resource 

Emerging Minds Community Trauma Toolkit 

Common cold fact sheet 

Concussion and mild head injury 

https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://beyou.edu.au/bushfires-response
https://emergingminds.com.au/resources/toolkits/community-trauma-toolkit/
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets/common-cold
https://www.schn.health.nsw.gov.au/concussion-and-mild-head-injury-factsheet
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Exclusion for common or concerning conditions 

NSW Health Gastro Pack NSW Health 

NSW Health Stopping the spread of childhood infections factsheet. 

Staying healthy- 6th Edition Fact sheets 

Time Out Keeping your child and other kids healthy! (Queensland Government)  

Time Out Brochure Why do I need to keep my child at home? 

The Sydney Children’s Hospitals network (2020). Fever 
 

CONTINUOUS IMPROVEMENT/REFLECTION 

The Incident, Injury, Trauma and Illness Policy will be reviewed on an annual basis in conjunction with children, 

families, staff, educators and management. 

 

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES 

Administration of Medication Form 
Administration of Paracetamol Record 
First Aid Checklist 
Hand Washing Procedure  
Head Injury Guide and Procedure 

Illness Management Procedure  
Illness or Infectious Disease Register  
Incident, Injury, Trauma or Illness Record 
Missing Child During Regular Transportation 
Procedure  
Missing Child Procedure  

 

SOURCES 
 
Australian Children’s Education & Care Quality Authority. (2025). Guide to the National Quality Framework 
Australian Children’s Education & Care Quality Authority. 2021. Policy and Procedure Guidelines. Incident, Injury, Trauma 
and Illness Guidelines. 
Australian Childhood Foundation. (2010). Making space for learning: Trauma informed practice in schools:  
Australian Government Department of Education. My Time, Our Place- Framework for School Age Care in Australia. V2.0, 
2022 
BeYou (2024) Responding to natural disasters and other traumatic events   
Early Childhood Australia Code of Ethics. (2016). 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023).      
Health Direct https://www.healthdirect.gov.au/ 
National Health and Medical Research Council. (2024). Staying healthy: Preventing infectious diseases in early 
childhood education and care services. 6th Edition. 
Raising Children Network: https://raisingchildren.net.au/guides/a-z-health-reference/fever 
SafeWork Australia: First Aid 
Western Australian Legislation Education and Care Services National Law (WA) Act 2012 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012 
 
REVIEW 

https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://www.health.nsw.gov.au/Infectious/gastroenteritis/Documents/ccc-gastro-pack.pdf
https://www.health.nsw.gov.au/Infectious/factsheets/Pages/childhood.aspx
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets
https://www.health.qld.gov.au/__data/assets/pdf_file/0022/426820/timeout_poster.pdf
https://www.health.qld.gov.au/__data/assets/pdf_file/0025/702619/timeout-brochure.pdf
https://www.schn.health.nsw.gov.au/fact-sheets/fever
https://www.acecqa.gov.au/sites/default/files/2025-01/Guide-to-the-NQF-250101.pdf
https://www.acecqa.gov.au/sites/default/files/2021-08/IncidentInjuryTraumaIllnessPolicyGuidelines.pdf
https://www.acecqa.gov.au/sites/default/files/2021-08/IncidentInjuryTraumaIllnessPolicyGuidelines.pdf
https://www.theactgroup.com.au/documents/makingspaceforlearning-traumainschools.pdf
https://www.acecqa.gov.au/sites/default/files/2023-01/MTOP-V2.0.pdf
https://beyou.edu.au/responding-to-natural-disasters
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
https://www.healthdirect.gov.au/
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://raisingchildren.net.au/guides/a-z-health-reference/fever
https://www.safeworkaustralia.gov.au/safety-topic/managing-health-and-safety/first-aid
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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POLICY REVIEWED BY Tina Chappell  Coordinator  April 25 

POLICY REVIEWED 
MARCH 
2025/NOVEMBER  
2024 

NEXT REVIEW DATE MARCH 2026 

VERSION NUMBER  V14.03.25 

MODIFICATIONS 

MARCH 2025 
• annual policy review 
• added information on reviewing/reflecting/identifying areas for 

improvement following an incident, injury, trauma or illness 
• sources updated as required 
NOVEMBER 2024 
• review of Illness section of policy updated to include revised 

recommendations from Staying healthy in Childcare 6th Edition 
• removed some procedural information re: reducing child’s fever 

from policy 
• link to fact sheets for illnesses added 
• links to Staying healthy exclusion periods updated 
• sources checked and updated as required 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

MARCH 2024 

• major review of policy  
• rearranged content of policy and 

responsibilities to align with policy title 
(incident, injury, trauma and illness) 

• merged contents of Sick Children’s Policy 
into this current policy 

• sources checked for currency and repaired 
as required 

MARCH 2025 

 

 
 



Richmond Shire Council 
Ordinary Meeting of Council 15 April 2025 

 

 

 

Item 4.20 Privacy and Confidentiality Policy 

 
EXECUTIVE SUMMARY 
Privacy is acknowledged as a fundamental human right. Our Out of School Hours Care 
(OSHC) Service has an ethical and legal responsibility to protect the privacy and confidentiality 
of children, individuals and families as outlined in the Early Childhood Code of Ethics, 
Education and Care Services National Regulations and the Privacy Act 1988 (Cth).  The right 
to privacy of all children, their families, and educators and staff of the OSHC Service will be 
upheld and respected, whilst ensuring that all children have access to high quality early years 
care and education. All staff members will maintain confidentiality of personal and sensitive 
information to foster positive trusting relationships with families. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Privacy and Confidentiality Policy as presented.  
 

 
Budget & Resource Implications 
Nil 
 
Background 
Nil 
 
Consultation (Internal/External) 
N/A 
 
Attachments  
Attachment BB – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Coordinator) 
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PRIVACY AND CONFIDENTIALITY POLICY  
Privacy is acknowledged as a fundamental human right. Our Out of School Hours Care (OSHC) Service has 

an ethical and legal responsibility to protect the privacy and confidentiality of children, individuals and 

families as outlined in the Early Childhood Code of Ethics, Education and Care Services National 

Regulations and the Privacy Act 1988 (Cth).  The right to privacy of all children, their families, and 

educators and staff of the OSHC Service will be upheld and respected, whilst ensuring that all children 

have access to high quality early years care and education. All staff members will maintain confidentiality 

of personal and sensitive information to foster positive trusting relationships with families. 

 

 
NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 7:  GOVERNANCE AND LEADERSHIP 

7.1 Governance  Governance supports the operation of a quality service  

7.1.1 Service philosophy 
and purposes  

A statement of philosophy guides all aspects of the service’s 
operations. 

7.1.2 Management 
Systems  

Systems are in place to manage risk and enable the effective 
management and operation of a quality service.  

7.1.3 Roles and 
Responsibilities  

Roles and responsibilities are clearly defined and understood and 
support effective decision-making and operation of the service.  

7.2 Leadership  Effective leadership builds and promotes a positive organisational 
culture and professional learning community.  

 

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS 

168 Education and care services must have policies and procedures 

170 Policies and procedures to be followed 

171 Policies and procedures to be kept available 

177 Prescribed enrolment and other documents to be kept by approved provider 

181 Confidentiality of records kept by approved provider 

183 Storage of records and other documents 

184 Storage of records after service approval transferred 

 

RELATED LEGISLATION  
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Child Care Subsidy Secretary’s Rules 2017  Family Law Act 1975 

A New Tax System (Family Assistance) Act 1999 Child Care Subsidy Minister’s Rules 2017 

Family Assistance Law – Incorporating all related legislation as identified within the Child Care Provider Handbook  
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook 

 

RELATED POLICIES  

CCS Account Policy  
CCS Governance Policy 
CCTV Policy 
Cyber Safety Policy 
Dealing with Complaints Policy 
Enrolment Policy 
Family Communication Policy 
Governance Policy 

Interaction with Children, Family and Staff Policy 
Management Committee Policy  
Orientation of Families Policy 
Payment of Fees Policy 
Photograph Policy 
Record Keeping and Retention Policy 
Social Media Policy 
Writing Reviewing and Maintaining Policies 

 

PURPOSE 

To ensure that the confidentiality of information and files relating to the children, families, staff, and 

visitors using the OSHC Service is upheld at all times. We aim to protect the privacy and confidentiality of 

all information and records about individual children, families, educators, staff and management by 

ensuring continuous review and improvement on our current systems, storage, and methods of disposal 

of records. We will 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. Our OSHC Service 

takes data integrity very seriously, we strive to ensure all records and data is protected from 

unauthorised access and that it is available to authorised persons when needed. This policy provides 

procedures to ensure data is stored, used and accessed in accordance with relevant policies and 

procedures- for example Enrolment Policy, CCS Account policy. 

 

SCOPE 

This policy applies to children, families, staff, educators, approved provider, nominated supervisor 

students, volunteers and management of the OSHC Service. 

 

IMPLEMENTATION 

Under National Law, Section 263, Early Childhood Services are required to comply with Australian privacy 

law which includes the Privacy Act 1988 (the Act) aimed at protecting the privacy of individuals. Schedule 

1 of the Privacy Act (1988) includes 13 Australian Privacy Principles (APPs) which all services are required 

https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook
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to apply. The APPs set out the standards, rights and legal obligations in relation to collecting, handling, 

holding and accessing personal information.  

 

The Notifiable Data Breaches (NDB) scheme requires Early Childhood Services, Family Day Care Services, 

and Out of School Hours Care Services to provide notice to the Office of the Australian Information 

Commissioner (formerly known as the Privacy Commissioner) and affected individuals of any data 

breaches that are ‘likely’ to result in ‘serious harm’. 

Businesses that suspect an eligible data breach may have occurred, must undertake a reasonable and 

expeditious assessment to determine if the data breach is likely to result in serious harm to any individual 

affected. A breach of an Australian Privacy Principle is viewed as an ‘interference with the privacy of an 

individual’ and can lead to regulatory action and penalties.  

(Source: OAIC Australian Privacy Principles) 

 

Further information about the APPs is included in Appendix 1 of this policy. 

 

THE APPROVED PROVIDER/NOMINATED SUPERVISOR/MANAGEMENT WILL: 

• ensure that obligations under the Education and Care Services National Law and National Regulations 

are met 

• ensure the OSHC Service acts in accordance with the requirements of the Australian Privacy 

Principles and Privacy Act 1988 by developing, reviewing, and implementing procedures and 

practices that identify:  

o the name and contact details of the OSHC Service  

o what information the Service collects and the source of information 

o why the information is collected 

o who will have access to information 

o collection, storage, use, disclosure, and disposal of personal information collected by the OSHC 

Service 

o any law that requires the particular information to be collected 

o adequate and appropriate storage for personal information collected by the OSHC Service 

o protection of personal information from unauthorised access. 

• ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy 

and associated procedure and provided with a copy if required 

• require new employees to sign a Confidentiality Agreement as part of their induction and orientation  

• advise students, volunteers and visitors of their role to maintain confidentiality during induction 
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• ensure families are aware of the Privacy and Confidentiality Policy  

• provide staff and educators with relevant information regarding changes to Australian privacy law 

and Service policy  

• ensure all relevant staff understand the requirements under Australia's privacy law and Notifiable 

Data Breaches (NDB) scheme 

• maintain currency with the Australian Privacy Principles (this may include delegating a staff member 

to oversee all privacy-related activities to ensure compliance). 

• ensure personal information is protected in accordance with our obligations under the Privacy Act 

1988 and Privacy Amendments (Enhancing Privacy Protection) Act 2012 and only authorised 

personnel have access to private and sensitive information  

• ensure all records and documents are maintained and stored in accordance with Education and Care 

Service National Regulations (See Record Keeping and Retention Policy) 

• regularly back-up personal and sensitive data from computers to protect personal information 

collected 

• ensure all computers are password protected and have security software- antivirus protection- 

installed 

• ensure families are notified of the time particular records are required to be retained as per 

Education and Care Services National Regulations [Reg. 183 (2)] 

• adopt the National Model Code and Guidelines for taking images or videos of children. 

• ensure the appropriate and permitted use of images and videos of children, including obtaining written 

authorisation from parents and/or guardians of children who will be photographed or videoed by the 

Service. (see: Enrolment Form). The authorisation is to state the purpose for which the images and 

videos are to be used for and details regarding their publication or sharing. 

• ensure families are aware that the use of images or videos obtained from the Service, via the Services 

app, Facebook page or other format are not to be shared by families on any device or social media 

platform. Families are not to share photographs or videos taken during special events for publishing 

on social media platform or sharing any other format 

• ensure personal electronic devices including phones, smartwatches or other devices that are able to 

take images or videos, are not in the possession of any person while providing education and care 

and working directly with children [National Model Code and Guidelines] 

• ensure only devices that are issued by the Service are used to record and store images and videos of 

children 

• develop procedures to ensure controls are in place over the storage, access and retention of 

children’s images and videos at the Service, including hardcopy and digital files 

https://www.acecqa.gov.au/latest-news/National-Model-Code-Taking-images-in-early-childhood-education-and-care
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• ensure all employees, students, volunteers, and families are provided with a copy of this policy 

• deal with privacy complaints promptly and in a consistent manner, following the OSHC Service’s Dealing 

with Complaints Policy and procedures 

• ensure families only have access to the files and records of their own children  

• refer to individual family court orders for guidance regarding access, sharing and release of 

information where required 

• upon request from a parent, provide documents or information relating to their child  

• ensure information given to educators will be treated with respect and in a professional and 

confidential manner 

• ensure only necessary information regarding the children’s day-to-day health and wellbeing is given 

to non-primary contact educators. For example, food allergy information 

• ensure individual child and staff files are stored in a locked and secure cabinet 

• ensure information relating to staff employment will remain confidential and available only to the 

people directly involved with making personnel decisions 

• ensure that information shared with the Service by the family will be treated as confidential unless 

told otherwise 

• ensure personal and sensitive information regarding the health and wellbeing of a child, family 

member or staff member is not shared with others unless consent has been provided, in writing, or 

provided the disclosure is required or authorised by law under relevant state/territory legislation 

(Reg. 177(4A)) (including Child Information Sharing Scheme (CISS) or the Family Violence Information 

Sharing Scheme (FVISS) in Victoria.) See Child Protection Policy for further information regarding legal 

obligations to sharing information as per CISS or FVISS Schemes in Victoria.  

• complete a Privacy Audit every 12 months or following a breach of data to ensure the service meets 

lawful obligations, identifies areas for improvement and to detect potential areas of breach in privacy 

law 

• follow the Privacy and Confidentiality Procedure and complete a Data Breach Response Record 

following any breaches in data at the service. 

• ensure employees who have resigned acknowledge their commitment to refrain from accessing 

accounts or misusing sensitive and confidential information 

 

EDUCATORS AND STAFF WILL: 

• read and adhere to the Privacy and Confidentiality Policy at all times 

• comply with the Service’s adoption of the National Model Code regarding taking images or recording 

videos of children whilst at the education and care service. 
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• ensure documented information and photographs of children are kept secure but may be accessed at 

any time by the child’s parents or guardian 

• ensure service documentation and records remain at the OSHC Service  

• inform management if they learn of images of enrolled children being shared on social media or by 

any other format by families or staff that have been obtained via the Services’ app, Facebook page or 

other format; or photos taken during special events by the Service or families  

• ensure parents or guardians only have access to the files and records of their own children (unless a 

court order prohibits access) 

• treat private and confidential information with respect in a professional manner  

• not discuss individual children with people other than the family of that child, except for the 

purposes of curriculum planning or group management. Communication in other settings must be 

approved by the family beforehand 

• ensure that information shared with the service by the family will be treated as confidential unless 

told otherwise  

• maintain individual and Service information and store documentation according to this policy at all 

times 

• ensure personnel and sensitive information is not accessed by unauthorised persons 

• not disclose or share information about an individual or Service, management, or other staff (unless 

authorised to do so by legislation)  

• ensure passwords used to gain access to private and sensitive information are not shared with others 

• ensure any media enquiries are directed to the approved provider or nominated supervisor. 

FAMILIES WILL: 

• be aware of the Privacy and Confidentiality Policy upon enrolment 

• be aware of the Family Conduct Guidelines upon enrolment 

• ensure all information provided to the Service is accurate and kept up to date  

• be informed that access to documentation and personal information is limited to their own child/ren 

• follow the Dealing with Complaints Policy regarding any complaints or concerns regarding privacy and 

confidentiality of private and sensitive information   

• share information relating to individual family court orders or parenting plans with the Service and 

update these as required 

• ensure they do not share data or personal information of other family members, children or staff 

members from the Service with anyone, including other families of the same Service 

• not use or share images obtained from the Service, via the Services app, Facebook pages or other 

format 
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• not share photographs taken during special events for publishing on any social media or for sharing 

in any format 

• respect that staff are prohibited to share information about other children, families or staff members 

without expressed written consent to whom the information relates to. 

 

Australian Privacy Principles- Personal Information 

Richmond Shire Council is committed to protecting personal information in accordance with our obligations 

under the Privacy Act 1988 and Privacy Amendments (Enhancing Privacy Protection) Act 2012. 

 

Personal information includes a broad range of information, or an opinion, that could identify an individual.  

Sensitive information is personal information that includes information or an opinion about a range of 

personal information that has a higher level of privacy protection than other personal information. 

Source: OAIC-Australian Privacy Laws, Privacy Act 1988 

 

Personal information will be collected and held securely and confidentially about you and your child to assist 

our OSHC Service provide quality education and care to your child whilst promoting and maintaining a child 

safe environment for all stakeholders.   

 
Personal information our Service may request regarding enrolled children:  
 
 Child’s name 
 Gender 
 Date of birth 
 Address 
 Birth Certificate 
 Religion 
 Language spoken at home 
 Emergency contact details and persons authorised to collect individual children  
 Primary school attending 
 Children’s health requirements  
 Immunisation records- (Immunisation History Statement) 
 Developmental records and summaries  
 External agency information  
 Custodial arrangements or parenting orders 
 Incident reports 
 Medication reports 
 Child Care Subsidy information  
 Medical records 
 Permission forms – including permission to take and publish photographs, video, work samples 
 Doctor’s contact information 
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 Centrelink Customer Reference number (CRN) 
 Dietary requirements 
 
Personal information our Service may request regarding parents and guardians 
 
 Parent/s full name 
 Guardian/s full name 
 Address 
 Phone number (mobile & work) 
 Email address 
 Bank account or credit card detail for payments 
 Centrelink Customer Reference number (CRN) 
 Custody arrangements or parental agreement 
 
Personal information our Service may request regarding staff, students and volunteers 
 
 Personal details  
 Tax information  
 Banking details 
 Working contract  
 Emergency contact details  
 Medical details  
 Working With Children Check verification 
 Educational Qualifications  
 Medical history  
 Resume  
 Superannuation details  
 Child Protection qualifications  
 First Aid, Asthma and Anaphylaxis certificates  
 Professional Development certificates 
 PRODA related documents such as RA number and background checks 

 
METHOD OF COLLECTION 

Information is generally collected using standard forms at the time of enrolment or employment. 

Additional information may be provided to the Service through email, surveys, telephone calls or other 

written communication. 

Information may be collected online through the use of software such as CCS software or program software. 

 

HOW WE PROTECT YOUR PERSONAL INFORMATION 

To protect your personal and sensitive information, we maintain physical, technical and administrative 

safeguards as follows: 
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• all hard copies of information are stored in children’s individual files or staff individual files in a locked 

cupboard 

• all computers used to store personal information are password protected. Each staff member will be 

provided with a unique username and password for access to CCS software and program software.  Staff 

will be advised not to share usernames and passwords. 

• access to personal and sensitive information is restricted to key personal only 

• security software is installed on all computers and updated automatically when patches are released  

• data is regularly backed up on external drive and/or through a cloud storage solution 

• any notifiable breach to data is reported  

• all staff are aware of the importance of confidentiality and maintaining the privacy and security of all 

information 

• procedures are in place to ensure information is communicated to intended recipients only, example 

invoices and payment enquiries 

 

ACCESS TO PERSONAL AND SENSITIVE INFORMATION 

Personal and sensitive information about staff, families and children will be stored securely at all times.  

Families who have access to enrolment or program information online will be provided with a unique 

username and password.  Families will be advised not to share username and passwords or photos shared 

within Facebook or other apps. 

 

The approved provider will ensure that information kept in a child’s record is not divulged or  

communicated through direct or indirect means to another person other than: 

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

information relates 

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

staff record 

• the regulatory authority or an authorised officer 

• as expressly authorised, permitted or required to be given by or under any Act or law [See: Child 

Information Sharing Scheme (CISS) Family Violence Information Sharing Scheme (FVISS) Victoria] 

• with the written consent of the person who provided the information (written consent may be 

withdrawn at any time). 

 



 

Childcare Centre Desktop ©2025 – Privacy and Confidentiality Policy 10 

  Richmond Shire Council OSHC  

Education and Care National Regulations (Reg. 177) specifically state personal information relating to the 

individuals listed below must not be disclosed or shared with a parent of a child enrolled at the Service 

without prior written consent of the person to whom the personal or sensitive information relates to: 

o a parent of a child 

o a person who is an emergency contact 

o a person who is an authorised nominee 

o a person who is authorised to consent to medical treatment 

o a person who is authorised to authorise an educator to take a child outside the Service  

o a person who is authorised to authorise transport 

Individuals may withdraw their consent in writing prior to personal information being disclosed. 

 

DISCLOSING PERSONAL AND SENSITIVE INFORMATION  

Our OSHC Service will only disclose personal or sensitive information to: 

- a third-party provider with parent permission (for example CCS software provider)  

- Child Protection Agency- Office of the Children’s Guardian and Regulatory Authority as per our Child 

Protection and Child Safe Environment Policies 

- as part of the purchase of our business asset with parental permission 

- authorised officers (for example public health officer) 

- the regulatory authority or an authorised officer 

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

Act or Law [Child Information Sharing Scheme, Family Violence Information Sharing Scheme VIC] 

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

the person who provided the information (written consent may be withdrawn at any time). 

If the OSHC Service is transferred to a new approved provider, any records and documents will be 

transferred to the new approved provider following written consent from parents/guardians regarding the 

transfer and sharing of records and documents.  

 

COMPLAINTS AND GRIEVANCES 

If a parent, family member, child, employee or volunteer has a complaint or concern about our OSHC 

Service, or they believe there has been a data breach of the Australian Privacy Principles, they are 

requested to contact the approved provider so reasonable steps to investigate the complaint can be 

made and a response provided. [See: Dealing with Complaints Policy] 

If there are further concerns about how the matter has been handled, please contact the Office of 

Australian Information Commissioner (OAIC) to lodge a complaint in writing. Lodge a privacy complaint.  

https://www.oaic.gov.au/privacy/privacy-complaints/lodge-a-privacy-complaint-with-us
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For any other general concerns, please contact the approved provider directly on: 

47413163 

 
BREACH OF POLICY 

Staff members or educators who fail to adhere to this policy may be in breach of their terms of 

employment, staff members who engage in unauthorised disclosure of confidential or sensitive personal 

information may face disciplinary action. Visitors or volunteers who fail to comply to this policy may face 

termination of their engagement.   

 

CONTINUOUS IMPROVEMENT/REFLECTION 

The Privacy and Confidentiality Policy will be reviewed on an annual basis in conjunction with children, 

families, staff, educators and management. 

 

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES 

Confidentiality Agreement 
Data Breach Response Plan Record 
Data Security Procedure and Checklist  

Privacy Audit  
Privacy and Confidentiality Procedure 
Privacy Law Compliance Procedure 

 
 
SOURCES 
 
Australian Children’s Education & Care Quality Authority. (2025). Guide to the National Quality Framework 
Australian Government Department of Education. Child Care Provider Handbook (2024) 
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook  
Australian Government Office of the Australian Information Commission – Australian Privacy Principles: 
https://www.oaic.gov.au/privacy-law/privacy-act/australian-privacy-principles  
Early Childhood Australia Code of Ethics. (2016). 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023).      
Privacy Act 1988. 
UN General Assembly (1989) United Nations Convention of the Rights of a child  
Victorian Government. Child Information Sharing Scheme 
Western Australian Legislation Education and Care Services National Law (WA) Act 2012 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012  

 

 

 

https://www.acecqa.gov.au/sites/default/files/2025-01/Guide-to-the-NQF-250101.pdf
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook
https://www.oaic.gov.au/privacy-law/privacy-act/australian-privacy-principles
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
https://www.vic.gov.au/child-information-sharing-scheme
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  April 25  

POLICY REVIEWED MARCH 2025 NEXT REVIEW DATE MARCH 2026 

VERSION NUMBER V14.03.25 

MODIFICATIONS 

• annual policy maintenance 
• additional information added: National Model Code for Early 

Childhood Education and Care 
• sources checked for currency 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

MARCH 2024 

• annual policy maintenance 
• additional information added re: sharing 

images obtained from Service’s app or at 
events; staff use of personal electronic 
devices 

• information added about only disclosing 
personal information about a child to 
parents (unless a court order prohibits 
this) 

• regulation 177(4A) information added to 
policy 

• breach of policy information added to 
policy 

• family responsibilities section added to 
policy 

• sources checked for currency 

MARCH 2025 

 

 

 

APPENDIX - 1 

The Australian Privacy Principles (APPs) outline:   
• The open and transparent management of personal information, including having a privacy policy 

• An individual having the option of transacting anonymously or using a pseudonym where practicable 

• The collection of solicited personal information and receipt of unsolicited personal information 

including giving notice about collection 

• How personal information can be used and disclosed (including overseas) 

• Maintaining the quality of personal information 
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• Keeping personal information secure 

• Right for individuals to access and correct their personal information 

 

The APPs place more stringent obligations on APP entities when they handle ‘sensitive information’. 
Sensitive information is a type of personal information and includes information about an individual's: 
 
• Health (including predictive genetic information) 

• Racial or ethnic origin 

• Political opinions 

• Membership of a political association, professional or trade association or trade union 

• Religious beliefs or affiliations 

• Philosophical beliefs 

• Sexual orientation or practices 

• Criminal record 

• Biometric information that is to be used for certain purposes 

• Biometric templates 

 
Australian Privacy Principles (APPs)  
 
APP 1 – Open and transparent management of personal information  
Ensures that APP entities manage personal information in an open and transparent way. This includes 
having a clearly expressed and up to date APP privacy policy. 
 
APP 2 – Anonymity and Pseudonymity  
Requires APP entities to give individuals the option of not identifying themselves, or of using a 
pseudonym. Limited exceptions apply. 
 
APP 3 – Collection of solicited personal information  
Outlines when an APP entity can collect personal information that is solicited. It applies higher standards 
to the collection of ‘sensitive’ information. 
 
APP 4 – Dealing with unsolicited personal information  
Outlines how APP entities must deal with unsolicited personal information. 
 
APP 5 – Notification of the collection of personal information  
Outlines when and in what circumstances an APP entity that collects personal information must notify an 
individual of certain matters. 
 
APP 6 – Use or disclosure of personal information  
Outlines the circumstances in which an APP entity may use or disclose personal information that it holds. 
 
APP 7 – Direct marketing  
An organisation may only use or disclose personal information for direct marketing purposes if certain 
conditions are met. 
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APP 8 – Cross-order disclosure of personal information  
Outlines the steps an APP entity must take to protect personal information before it is disclosed 
overseas. 
 
APP 9 – Adoption, use or disclosure of government related identifiers  
Outlines the limited circumstances when an organisation may adopt a government related identifier of an 
individual as its own identifier or use or disclose a government related identifier of an individual. 
 
APP 10 – Quality of personal information  
An APP entity must take reasonable steps to ensure the personal information it collects is accurate, up to 
date and complete. An entity must also take reasonable steps to ensure the personal information it uses 
or discloses is accurate, up to date, complete and relevant, having regard to the purpose of the use or 
disclosure.  
 
APP 11 – Security of personal information  
An APP entity must take reasonable steps to protect personal information it holds from misuse, 
interference and loss, and from unauthorised access, modification or disclosure. An entity has obligations 
to destroy or de-identify personal information in certain circumstances. 
 
APP 12 – Access to personal information  
Outlines an APP entity’s obligations when an individual requests to be given access to personal 
information held about them by the entity. This includes a requirement to provide access unless a 
specific exception applies.  
 
APP 13 – Correction of personal information  
Outlines an APP entity’s obligations in relation to correcting the personal information it holds about 
individuals. 
 
Source: Australian Government Office of the Australian Information Commissioner (OAIC) 
https://www.oaic.gov.au/privacy/ 
 

https://www.oaic.gov.au/privacy/
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Item 5. General Business 

 
DATE OF NEXT MEETING 
 
20 May 2025 
 
 
 
CONCLUSION 
 
Peter Bennett 
Chief Executive Officer 




