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AcronymsAppendix A

	A&R 
	Assessment and Rating

	ACECQA
	Australian Children’s Education and Care Quality Authority

	AEO
	Aboriginal Education Officer

	ECED
	Early Childhood Education Directorate

	ECT
	Early Childhood Teacher

	EL
	Early Learning (within Teaching and Learning)

	ERN
	Electronic Record Number

	EYLF
	Belonging, Being & Becoming: The Early Years Learning Framework for Australia

	FISH
	Finance in Schools Handbook

	NQF
	National Quality Framework

	NQS
	National Quality Standard

	QA
	Quality Area

	QIP
	Quality Improvement Plan

	RA
	Regulatory Authority (in NSW this is NSW DoE ECED)

	RFF
	Release from face to face teaching

	SEF
	School Excellence Framework

	SLSO
	School Learning Support Officer




List of department preschoolsAppendix B

All preschools are a single class, unless followed by a bracket indicating the number of classes.
Preschools designated specifically for Aboriginal children
Alma (Alma Bugdlie Preschool)
Casino (Djanenjam Preschool) 
Doonside (Wingarra Preschool)
Enngonia (.6)
Liverpool West (Coota Gulla Preschool)
Moama (.6)
Mungindi Central
Nowra East (Wayeela Cooinda Preschool)
Toukley (Kooloora Preschool)
Walgett Community College (Birraleegal Goondi Preschool) 
Wilcannia Central (Barlu Kurli Preschool)
Preschools established to service communities with high numbers of Aboriginal children
Batemans Bay
Boggabilla Central 
Briar Road
Casino West (Little Jarjums Preschool)
Coonamble 
Dubbo West
Irrawang
Lethbridge Park
Manning Gardens (Baaya Yurrung Preschool)
Red Hill (Bimbi Preschool)
The Entrance (Garawa Preschool)
Wellington
Windale


Other department preschools

Annandale (2)
Arncliffe West Infants
Ashcroft
Australia St Infants 
Banksmeadow (2)
Bankstown South Infants 
Bass Hill 
Bidwill (3) 
Birchgrove (2)
Bonnyrigg
Broken Hill
Broken Hill School of the Air
Busby West (2) 
Cambridge Park (2) 
Camdenville (2)
Canley Heights 
Canley Vale (2) 
Cardiff South 
Claymore 
Darlington 
Dawson (2) 
Dubbo Distance Education
Eastern Creek 
Edgeworth 
Elermore Vale 
Fairy Meadow
Five Dock
Granville 
Harrington Street (2) 
Hume
John Brotchie Memorial Nursery School (2)
John Warby (2) 
Kegworth
Kemblawarra (2) 
Kingswood Park S
Kingswood South 
Koonawarra 
Lalor Park 
Lansvale (2) 
Lismore South (Ngulliboo Jarjums Preschool)
Lurnea 
Madang Ave (2) 
Marayong (2) 
Mascot (2) 
Matraville Soldiers Settlement 
Mayfield West 
Mount Druitt (2) 
Mount Warrigal (2) 
Narrabri West
Oak Flats 
Old Guildford
Orange Grove
Oxley Park 
Pendle Hill 
Plunkett St 
Punchbowl (2) 
Riverstone (2) 
Riverwood
Rosehill (2) 
Rozelle
Rydalmere 
Rydalmere East 
Sadlier 
Sarah Redfern (2) 
Sefton Infants 
Seven Hills West 
Smithfield (2) 
St Johns Park 
St Marys 
Stockton
Telarah (2) 
Tweed Heads South 
Villawood East 
Waratah (2) 
Whalan (2) 
Woy Woy (Guliyali Preschool)
Yates Ave
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Communication plan for a medical condition – exampleAppendix D

Child’s name: ……………………………………
Medical condition: ……………………………….
Before child commences preschool
	Roles and responsibilities of preschool:

	Completed?
Yes or No 
	Signature
	Completion Date

	Ensure preschool procedure in relation to medical conditions is current and in place.
	
	
	

	Meet with the child’s family to collaboratively develop a risk management plan for the child (ensure the completed plan is signed as evidence of consultation).
	
	
	

	Ensure child’s one-page emergency management plan (completed by a medical practitioner) is displayed in colour prominently in the preschool and in the casual folder.
	
	
	

	Collect parent or guardian authorisation to administer the child’s emergency medication.
	
	
	

	If your school requires it, complete the ‘Individual Health Care Plan Cover Sheet’.
	
	
	

	Give the child’s family a copy of:
this communication plan 
‘Student Health in NSW Public Schools: A summary and consolidation of policy’
Preschool procedure relating to medical conditions.
	
	
	

	Place copies of child’s emergency management plan, risk management plan and this communication plan in their enrolment form.
	
	
	

	Receive the child’s medication from the family. It must be:
prescribed by a registered medical practitioner
in its original container
not expired
include the child’s name on the original label.
	
	
	

	Store child’s emergency medication with a copy of their emergency management plan in a labelled location, accessible to all staff and visitors.
	
	
	

	Inform all staff members (including regular, relieving & RFF) of:
the child’s health condition
where the child’s emergency management plan is displayed in the preschool
the location of the child’s individual emergency medication
location of the preschool’s emergency general-use medication.
	
	
	

	Roles and responsibilities of child’s family:
	Completed?
Yes or No
	Signature
	Date


	Record any specific health care need, allergy or medical condition of their child in the preschool enrolment form.
	
	
	

	Meet with preschool teacher to discuss child’s condition and contribute to the development of their risk management plan. This should include details of the child’s triggers (if applicable) and potential risks in the preschool environment and strategies to reduce these.
	
	
	

	Provide preschool with a coloured copy of their child’s one page emergency management plan (completed by a medical practitioner).
	
	
	

	Supply preschool with child’s individually prescribed medication. This must be:
prescribed by a registered medical practitioner
in its original container
not expired
include your child’s name on the original label.
	
	
	



Ongoing, while the child is enrolled and attending preschool
Roles and responsibilities of all staff working in the preschool:
implement the preschool’s medical conditions procedure 
monitor the child’s safety, health and wellbeing
implement the child’s risk management plan
in an emergency situation, follow the child’s emergency management plan 
if it is necessary to implement the child’s emergency management plan, complete an incident, injury, trauma and illness record, as soon as practical afterwards and notify Early Learning 
preschool teacher- regularly ask the child’s family about their child’s health to determine if there have been any changes in their condition or treatment (if so, record the details in the table below)
update the child’s risk management plan, if required
advise the child’s family if their child’s medication needs to be replenished 
raise and discuss at a staff meeting any issues or concerns relating to the child’s medical condition or management
confirm casual staff are aware of the child’s medical condition and the location of their emergency medication.


Roles and responsibilities of child’s family: 
inform the preschool of any relevant changes in the child’s condition, medication or need to update the risk management plan (preschool staff to record any information shared in the table below)
provide an updated medical management plan for the child, whenever it is updated or prior to expiry, as soon as possible after the change
provide the preschool with adequate supplies of the child’s medication
inform preschool if the child has been administered medication in the previous 48 hours, and the cause of the symptoms if known.
Parent or guardian to complete
I/we agree to these arrangements, including the display of our child’s emergency management plan in the preschool to alert all staff, volunteers and visitors.
Signature: ……………………………………
Date: ………………………………………….
Record of communication related to any changes in the child’s condition, medication and/or risk management plan:
	Details of communication
	 Educator Signature
	Parent Signature
	Date

	





	
	
	

	





	
	
	

	





	
	
	

	





	
	
	



Medication record Appendix E

Child’s name:……………………………………………Date of birth: ………………………
	To be completed by the parent/guardian
	To be completed by the educator when administered

	Name of medication


	
Last administered
	To be administered (or circumstances to be administered)
	Dosage to be administered
	Method of administration
	Signature of parent / guardian
	Medication administered
	Dosage administered
	Method of administration
	Name of educator administering
	Signature of educator administering
	 Name of witness
	Signature of witness


	
	Time
	Date
	Time
	Date
	
	
	
	Time
	Date
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Medication record - long term Appendix F

This authorisation is to be completed by the parent or guardian of a child prescribed medication for an ongoing period, for example, seizure or asthma medication or an Epi-pen.  
	Childs name:
	

	Name of medication to be administered:
	

	Expiry date of medication:
	

	Time, frequency or circumstances under which the medication should be administered:
	

	Dosage to be administered:
	

	Method of administration:
	


I authorise staff to administer medication to my child, as set out above during the period …………….……. (date) to……….………….  (date).
I understand I can withdraw this authorisation at any time in writing, or verbally to the preschool teacher. This authorisation must be reviewed at the end of twelve months, or sooner if required.
Name:                      	 Signature:                       		Date:
Medication record to be completed by staff member when medication is administered. 
	Medication administered
	Date  
	Time  
	Dosage
	Method
	Educator
administering
	Signature  
	Name of witness
	Signature of witness

	

	
	
	
	
	


	
	
	

	

	
	
	
	
	


	
	
	

	Medication administered
	Date  
	Time  
	Dosage administered
	Method of administration
	Educator administering
	Signature of educator
	Name of witness
	Signature of witness

	


	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	



[image: ] Source: National Health and Medical Research CouncilAppendix G

Incident, injury, illness and trauma recordAppendix H

Details of person completing this form
	Name
	
	Position/role
	

	Date 
	
	Time 
	

	Signature
	


Child details
	Child’s full name
	
	Date of birth
	

	Age
	
	Gender
	           


 Incident details
	Incident date and time
	

	Location of incident
	

	Name of witness to incident, if any 
	

	Witness signature (if an adult)
	

	General activity at the time of incident/injury/trauma/illness
	



Complete relevant details of:
	- Cause of injury/trauma,
- Circumstances surrounding any illness, including apparent symptoms,
- Circumstances if child appeared to be missing or otherwise unaccounted for (including duration, who found child etc.), or
- Circumstance if child appeared to have been taken or removed from service or was locked in/out of service (include who took the child, duration)
	










Nature of injury/trauma/illness:
	Indicate part of body affected
	Circle the most appropriate description

	[image: ]






	Abrasion / scrap
Allergic reaction (not anaphylaxis)
Amputation
Anaphylaxis
Asthma / respiratory
Bite wound
Bruise
Broken bone / fracture / dislocation
Burn / sunburn 
	Choking
Concussion
Crush / jam
Cut / open wound
Drowning (non-fatal)
Electric shock
Eye injury
Infectious disease (including gastro)
High temperature
Ingestion / inhalation / insertion
	Internal injury / Infection
Poisoning
Rash
Respiratory
Seizure / unconscious / 
convulsion
Sprain / swelling
Stabbing / piercing
Tooth
Venomous bite/sting
Other (please specify)





Action taken
	Details of action taken (including first aid, administration of medication etc.)
	




	Did emergency services attend?  
	     Yes       No

	Was medical attention sought from a registered practitioner/hospital?
	     
     Yes       No

	If yes to either above, provide details here (and make a notification to Early Learning):
	


	Have any steps been taken to prevent or minimise this type of incident in the future?
	






Notifications (including attempted notifications)
	Parent/guardian

	
	Time
	
	Date
	

	Principal or preschool supervisor (if required)
	
	Time
	
	Date
	

	Early Learning (if required)

	
	Time
	
	Date
	


Parental acknowledgment 
	
I ………………………………………………………………………………………(name of parent/guardian)
have been notified of my child’s incident, injury, trauma or illness.  

	Phone number
	

	Signature
	

	Date
	


Additional notes
	













Infectious disease notification - exampleAppendix I

	Date

	

	Reported infectious disease

	

	Number of cases reported 

	

	Room or group in which the  infectious disease was reported

	

	Steps we are taking to prevent the spread of the disease at our preschool

	








	What can families do to minimise the risk of infection?

	














When cleaning can take placeAppendix J

Keeping the preschool clean, safe and hygienic requires resources and equipment to be cleaned either on a daily, weekly or termly schedule. Preschool teams need to consider when cleaning will be completed, and by whom. Some options include:
before children arrive in the morning, or after they have left in the afternoon
during the day, with assistance from the children
during breaks in whole school development days
requesting families assist, on a roster or during working bees
Staying Healthy: Preventing infectious diseases in early childhood education and care services states that general cleaning of equipment and furniture is best achieved with warm water and detergent, however cold water and a little extra scrubbing can also be used to effectively clean a surface (section 3.4).  
Basic steps for effective routine cleaning:
use detergent and warm water, following the manufacturer’s instructions on how much detergent to use
vigorously rub the surface to physically remove germs
rinse the surface with clean water
dry the surface, if possible in the sun.
Disinfectants are only necessary if a surface is known to be contaminated with potentially infectious material (for example, blood spills and other body substances). Surfaces must be cleaned with warm water and soap prior to the use of disinfectant. To kill germs, disinfectant must:
have enough time in contact with the surface (as per the manufacturer’s instructions)
be used at the right concentration
be applied to a clean, dry surface.


Daily safety check – exampleAppendix K

Record of daily safety check, required maintenance and additional cleaning 

Indoor area
· Remove or fix any dangerous items or hazards
· Check bathroom is clean and safe
· Check power points are covered by protective caps 
· Remove any insects 
· Return any chemicals to a locked cupboard or storeroom
· Lock or latch unsafe areas; storerooms, kitchen, laundry 

Outdoor area
· Remove or fix any dangerous items or hazards
· Check fence and gates are secure
· Empty any pooled water
· Check fixed equipment is dry and safe 
· Remove sandpit cover and check sand

	Date
	Indoor check completed before 9:00
	Outdoor check completed before 9:00
	List hazards removed or fixed
	Non-urgent hazards or maintenance recorded for General Assistant
	Urgent hazards or maintenance reported to principal
	Additional cleaning completed
	Name
	Signature

	Monday


	



	
	
	
	
	
	
	

	Tuesday


	



	
	
	
	
	
	
	

	Wednesday


	



	
	
	
	
	
	
	

	Thursday


	



	
	
	
	
	
	
	

	Friday


	



	
	
	
	
	
	
	



Risk management plan templateAppendix L

	Name of preschool: 
	Principal:

	Risk assessment focus:                                                         
	Year:

	Location/activity
	Hazard identification type/ Causes
	Current Controls
	Risk Matrix Score
	Elimination or Control Measures
	Who
	When

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
Relevant additional information reviewed and attached:              Yes              No

Plan prepared by:                       Position:  

Prepared in consultation with:  

Please note, if this plan is for an individual child, it must be developed in consultation with their parent or carer. They must then sign it as evidence of consultation.

	


Date:  

Communicated to:  

	Monitor and Review: Monitor the effectiveness of controls and change if necessary.  Review the risk assessment if an incident or a significant change occurs.



Arrival and departure register – exampleAppendix M

Preschool and group:										Today’s date:
	Child’s first name
	Child’s surname
	Arrival time
	Signature
	Departure time
	Signature
	Comments, i.e. notified change to collection

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Total children in attendance:
End of day verification that no child remains on the premises.	Name:				 Signature:				 Time:
Risk assessment for excursionsAppendix N

Regulation 101 states that a risk assessment for an excursion must: 
identify and assess risks that the excursion may pose to the safety, health or wellbeing of any child being taken on the excursion; and
specify how the identified risks will be managed and minimised.
The risk assessment must consider:
the proposed route and destination for the excursion
any water hazards and any risks associated with water-based activities
the transport to and from the proposed destination for the excursion
the number of adults and children involved in the excursion
given the risks posed by the excursion, the number of educators or other responsible adults that is appropriate to provide supervision and whether any adults with specialised skills are required (specialised skills could include life-saving skills.)
the proposed activities
the proposed duration of the excursion
the items that should be taken on the excursion (for example, emergency contacts)
Authorisation for excursions
Regulation 102 states that the nominated supervisor must ensure that a preschooler is not taken on an excursion unless written authorisation has been provided.  It must state: 
the child’s name
the reason the child is to be taken outside the premises
the date the child is to be taken on the excursion (unless for a regular outing)
a description of the proposed destination and method of transport to be used for the excursion
the proposed activities to be undertaken by the child during the excursion
the period the child will be away from the premises
the anticipated number of children likely to be attending the excursion
the anticipated ratio of educators attending the excursion to the anticipated number of children attending the excursion
the anticipated number of staff members and any other adults who will accompany and supervise the children on the excursion
that a risk assessment has been prepared and is available at the service.

Excursion information and authorisation- example 1Appendix O


Dear Families
The preschool children and educators will be going to (destination) for an excursion on (date).
We will leave the preschool at (departure time) and arrive back at (return time).
We will travel by (mode of transport).
The purpose of the excursion is (reason or rationale for excursion). 
Whilst on the excursion the children will (list the activities the group will engage in).
We anticipate (number) children will attend this excursion. (Number) staff members and (number) parent volunteers will attend the excursion. This means that throughout the excursion there will be a ratio of approximately (number) adult to (number) children.
A risk assessment has been prepared for this excursion. Please ask (name of preschool teacher) if you would like to read it.
…………………………………………………………………………………………………
I give permission for …………………………(child’s first and surname) to attend the preschool excursion to ……………………(destination).
The excursion will be on …………………(date) from …………………(time) to …………………(time). 
I understand the group will travel by ………………..(mode of transport).

Name:			Signature:				Date:


Excursion information and authorisation- example 2
Excursion Title
	Excursion destination:

	

	Date:

	

	Time leaving preschool:

	

	Time returning to preschool:

	

	Method of transport:

	

	Reason for excursion:

	


	Activities the children will do during the excursion:

	

	Number of staff members attending excursion:
	

	Number of parents attending excursion:
	

	Approximate number of children who will attend: 
	

	Ratio of adults to children:

	


A risk assessment has been prepared for this excursion and is available in the preschool. Please ask (name of preschool teacher) if you would like to read it.
……………………………………………………………………………………………………………….
Parent or Guardian’s Authorisation
I give permission for my child …………………………………………………… (first and surname) to attend the preschool excursion to ……………………....(destination).
The excursion is on …………………(date), from…………………(time) to ……………………(time).
Name:				Signature:				 Date:			

[bookmark: _Toc1475255][bookmark: _Toc1668585][bookmark: _Toc1668745][bookmark: _Toc1737779]Record of emergency procedure rehearsals - exampleAppendix P

Term:			Year:
 Group 1
	Date and day:

	Time:

	Location/cause of proposed emergency:

	

	If evacuation was rehearsed, which exit route was used?
	

	Time taken to complete procedure:

	

	Adult/child ratio at the time of rehearsal:

	

	Number of volunteers and visitors on preschool premises at time of rehearsal:
	

	Names of children absent: 

	

	Name and signature of person completing this record:
	

	Comments/results/follow-up:

	


Group 2
	Date and day:

	Time:

	Location/cause of proposed emergency:

	

	If evacuation was rehearsed, which exit route was used?
	

	Time taken to complete procedure:

	

	Adult/child ratio at the time of rehearsal:

	

	Number of volunteers and visitors on preschool premises at time of rehearsal:
	

	Names of children absent: 

	

	Name and signature of person completing this record:
	

	Comments/results/follow-up:

	



Preschool staff roster - example								Appendix Q

Term:			 Year:
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	- Nominated Supervisor
- Educational Leader 
- Responsible person in charge 

	  
	
	
	
	

	Teacher/s
9:00AM - 3:00PM

	

	
	
	
	

	Teacher’s break/s
(add time and duty teacher)

	
	
	
	
	

	Teacher’s RFF (insert time and RFF teacher on relevant day) 

	

	
	
	
	

	SLSO/s or AEO/s
9:00AM - 3:00PM

	
	
	
	
	

	SLSO or AEO’s break/s


	
	
	
	
	

	Nominated first aider/s  


	

	
	
	
	


Record of staff working directly with the children - exampleAppendix R

	
Date
	
First name
	
Surname
	
Signature
	Nominated First aider?
Yes or No
	Time

	
	
	
	
	
	In
	Out
	In
	Out
	In
	Out

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	



[bookmark: _Toc5018955][bookmark: _Toc5019572][bookmark: _Toc5019731][bookmark: _Toc11938261]
Authorisation to share transition to school statement - example
NSW Transition to School Statement 
Starting school is a big milestone for children and their families, and high quality early education helps children be prepared.
The ‘NSW Transition to School Statement’ helps school teachers get to know a child before they enter kindergarten. It is well known that strong relationships and information sharing between families, early childhood services and schools helps support a child's successful transition to school.
The statement provides a snapshot of each child’s strengths and personality, and gives them a voice in the process of meeting new people in the school environment. It helps link the Early Years Learning Framework to the Early Stage 1 Syllabus in kindergarten so that teachers can better understand each child’s learning, development and background.
Parent/Carer consent
I have sighted the completed transition to school statement for my child.
Child’s name: _________________________________________________________________
Parent/s name: ________________________________________________________________
I give consent for this statement to be sent to   _________________________________ school.
Parent Comment (optional)



Parent/Carer signature                _______________________________               Date      _____________

Appendix S

[image: ] [Insert preschool name here]Appendix T

Approved Provider
NSW Department of Education
PR-00005345
The school principal is the: 
· Nominated supervisor
· Educational leader and
· Responsible person in charge
In the principal’s absence the person replacing the principal will become the nominated supervisor, educational leader and responsible person in charge (in accordance with the ‘Agreements for departmental preschools under the Education and Care Services National Regulations’)

	







[Insert principals name here]
[image: ] [Insert preschool name here]
Service approval number
[Insert number here]

Hours of operation 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	
	
	
	
	



The preschool phone number is
[insert number]

The NSW Regulatory Authority is
NSW Early Childhood Education Directorate
Phone number is 1800 619 113


Under regulation 286 this preschool is taken to comply with regulations 107, 108 and 115
Any complaints are to be directed to the school principal

Procedure scaffolds
Procedure related to nutrition, food and beverages, dietary requirementsAppendix U

	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.1
	78
79 

	Nutrition in schools policy


Information to include in this procedure and questions to address:
· Describe how children access safe drinking water throughout the day
· Describe methods used to provide families with nutritional information, particularly in relation to packing a healthy lunch box.
· Describe how the education program promotes healthy eating and good food habits?
· What steps are taken if a child’s packed lunch is continually unhealthy? What does the preschool and community consider ‘unhealthy’?
· In addition to lunch, do families also pack morning tea and/or afternoon tea?
· Where is the children’s food stored during the day?
· Describe how educators ensure children’s perishable foods are stored below 5 degrees.
· If educators reheat children’s food, describe the process.
· Describe how individual children’s special dietary needs (cultural and health) are collected and communicated to all educators.
· Describe where and when the children eat during the preschool day.
· In relation to children at risk of anaphylaxis or a food allergy:
· Where will the child be seated to eat?
· How will other children be taught not to share food? 
· Will the lunches of other children be monitored for trigger foods? 
· Will the supervision plan be modified at meal times?
· Do special preschool or school events involve food sharing, such as birthday cakes? If so, what procedures are in place to ensure the safety of children at risk of anaphylaxis or with food intolerances or allergies?
· Confirm that a risk management plan is developed for children with anaphylaxis or food allergies to reduce exposure to known allergens.
· If cooking experiences are part of the educational program, describe procedures for these in relation to ingredients used and hygiene.
· Add any additional information relevant to this procedure in your preschool setting.


[bookmark: _Toc11938262] Procedure related to sun protection
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.2
	114
	Student health in NSW schools: A summary and consolidation of policy



Information to include in this procedure and questions to address:
· Describe the amount and type of shade available. How and when are children encouraged to play in the shade?
· Describe any daily routine/timetable variations made depending on the UV rate and time of year
· Do children wear a hat outside all year round?
· Do educators wear a hat outside all year round?
· Who provides a hat for each child? Where are these stored? How are these kept clean?
· What happens if a child forgets their hat? 
· Must hats be ‘sun-safe’?
· Describe how educators model sun-safe behaviour.
· Do families or the preschool provide sunscreen? 
· How and when is sunscreen applied to children?
· If educators apply sunscreen to children, how is family authorisation to do this collected?
· How are the expiry dates of sun screens monitored?
· How is sun safety addressed in the education program?
· Are any additional sun safety measures taken on excursions or sports days?
· Are families asked to dress their child in sun-safe clothing?
· Is sun safety information (such as produced by the Cancer Council) made available for families’ information?
· Add any additional information relevant to this procedure in your preschool setting.


[bookmark: _Toc11938263]Procedure related to water safety, including safety during any water-based activities
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.2
	101

	Excursions policy


Information to include in this procedure and questions to address:
· Describe how adequate supervision is maintained when children are playing with water.
· Describe any processes in place for using water troughs or other containers of water for water play.
· Confirm that any permanent preschool water feature (e.g. pond) is included in the preschool’s general environment risk assessment.
· Confirm that any permanent water features are securely covered with wire mesh or a metal grid sitting slightly below the water’s surface.
· Confirm that excursion risk management plans will clearly state if the transit or destination features a body of water. 
· Describe any additional safety checks taken after rain, such as to empty pooled water.
· Are the children able to access outside taps? If so, describe any safety rules in place.
· Are children able to access hot water?
· Describe any procedure in place for adults drinking hot drinks when the children are present.
· Describe how the preschool ensures the children have access to clean drinking water throughout the day.
· Add any additional information relevant to this procedure in your preschool setting.


[bookmark: _Toc11938264]Procedure related to the administration of first aid
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.1
	89
94
136

	Student health in NSW schools: A summary and consolidation of policy


Information to include in this procedure and questions to address:
· Which staff members hold the ACECQA approved first-aid, anaphylaxis and asthma qualifications (combined these qualifications are known as HLTAID004)?
· What mandatory Department first aid, CPR, anaphylaxis and asthma training do staff complete?
· Where are staff first aid qualification certificates stored?
· Who administers first aid within the preschool?
· Does the preschool implement the whole school first aid plan? If so, include it in this procedure.
· Where are the preschool first-aid kits located? What process is used to identify and dispose of expired items? Whose responsibility is it to restock the kit?
· Note that regulation 89 requires a suitably equipped, easily accessible first aid kit, but does not stipulate the contents.
· Who carries the first aid kit (including the general use EpiPen Junior and Ventolin) when the group leaves the premises for an excursion or to evacuate?
· Confirm that in an emergency situation, emergency medication (EpiPen or Ventolin) can be administered without parental authorisation.
· Add any additional information relevant to this procedure in your preschool setting.


[bookmark: _Toc11938265]Procedure related to sleep and rest for children
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.1
	81

	Preschool sleep and rest guidelines  


Information to include in this procedure and questions to address:
· Describe when and how families are consulted regarding their child’s sleep and rest needs. 
· Confirm there are cosy, quiet areas in the preschool a child can go to at any time of the day to rest (at least one inside and one outside).
· Is there a designated rest period noted on the daily routines/timetable? Does this vary over the course of the year? What happens if a child wants to rest or sleep at another time of the day?
· For children who do not want to lay down, what alternative restful activities are provided? Is there provision for a particularly tired or unwell child to sleep longer than the designated rest period?
· If a child sleeps during the day, is their family informed how long they slept for?
· Detail supervision procedures for periods for when some children are sleeping or resting, whilst others are engaged in activities.
· If the preschool maintain mattresses, stretchers, cushions or linen, describe their storage and how they are maintained hygienically. 
· Add any additional information relevant to this procedure in your preschool setting.
[bookmark: _Toc11938266]

Procedure related to incident, injury, trauma and illness 
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.1
	85
86
87

	Student health in NSW schools: A summary and consolidation of policy


Information to include in this procedure and questions to address:
· What steps or action will be taken if a child
· becomes ill at preschool?
· is suspected of having an infectious disease?
· is injured at preschool?
· suffers trauma (an emotional response to a traumatic experience) at preschool?
· vomits, has diarrhoea or a fever?
· What action will be taken in a medical emergency?
· If required, whose role is it to call an ambulance?
· Who completes ‘Incident, injury, trauma or illness’ records?
· Where are these completed records stored?
· What is the method and timeframe for notifying families in the case of an incident, injury, trauma or illness?
· In which situations will a family be contacted immediately? 
· Confirm that in the case of a serious incident the principal will make the required notification to Early Learning.
· Add any additional information relevant to this procedure in your preschool setting.
[bookmark: _Toc11938267]

Procedure related to dealing with infectious diseases, including immunisiation
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.1
	88
	Student health in NSW schools: A summary and consolidation of policy



Information to include in this procedure and questions to address:
· What health and hygiene practices do staff implement?
· What health and hygiene practices are the children explicitly taught and supported to follow?
· How do educators support children with their toileting?
· How and where are children with wet or soiled clothing changed into clean clothing? Where is spare clothing stored? Where is the wet or soiled clothing stored?
· How are bodily fluid spills dealt with?  
· How and when are table-tops, mouthed toys, dirty linen, cleaning cloths, loaned hats etc. cleaned? 
· What is the procedure for a child arriving at preschool, obviously unwell?
· What process is followed if a child has head lice?
· How will a child be isolated if they are suspected of having an infectious disease, whilst waiting for their parent/carer to collect them?
· Describe how all families will be notified in the event of an outbreak of an infectious disease.
· How long will a child with an infectious disease be excluded from preschool (refer to exclusion periods in Staying Healthy in Childcare V. 5)?
· If this is a vaccine preventable disease, what is the process for requesting children not immunised for that disease (i.e. on a catch-up schedule) stay home? 
· Confirm that a copy of each child’s immunisation history statement is stored in their enrolment folder.
· How are the families of children turning four during the preschool year reminded to supply the preschool with their updated immunisation history statement?
· Who maintains the preschool immunisation register?
· Confirm that an outbreak of a serious illness poses a risk to the health of the preschool children and is considered a serious incident and as such a notification will be made to Early Learning.
[bookmark: _Toc11938268]
Procedure related to dealing with medical conditions in children
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.1
	90
91
92
93
94
95

	Student health in NSW schools: A summary and consolidation of policy


Information to include in this procedure and questions to address:
· Note- a medical condition is a condition that has been diagnosed by a medical practitioner.  This may include, but is not exclusive to, the following conditions; anaphylaxis, asthma, epilepsy, diabetes, eczema, food or insect allergy.
· How are medical conditions managed in the preschool?  
· How is medical information documented on the enrolment form by the family, shared with preschool staff? Who follows-up to consult with the family to develop an Individual Health Care Plan before they commence preschool?  This meeting must include
· the development of an individual risk management plan for the child
· development of a communications plan  
· the family being given a copy of the Department’s Student Health in NSW Schools policy
· Note- the family must supply an emergency care/response plan and current prescribed medication before the child commences preschool. 
· How are all educators, including casual and relieving, made aware of children with health conditions?
· Which staff members hold the ACECQA approved first-aid, anaphylaxis and asthma qualifications (combined these qualifications are known as HLTAID004)?
· What mandatory Department first aid, anaphylaxis and asthma training do staff complete?
· Describe the process for the administration of medication.
· Does the school require staff complete the e-Administration of medication course? 
· Where are completed medication records stored?
· Where in the preschool are children’s personal emergency medications and a copy of their emergency response plans stored?
· Where are the ‘general use’ Ventolin and Epi-pen stored? Note- these should each be stored with a general emergency management plan.
· Who monitors medication expiry date/s (including children’s individual medications)? When / how often is this monitored?
· Confirm that in an emergency situation, emergency medication (EpiPen or Ventolin) can be administered without parental authorisation.
[bookmark: _Toc11938269]

Procedure related to emergencies and evacuation
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.2
	97
98

	Emergency Management Procedures


Information to include in this procedure:
· Preschool educators must develop (and review annually) a risk assessment to identify potential emergencies that are relevant to their preschool (e.g. fire, flood, intruder, falling branch or tree etc.). This informs the development of preschool-specific instructions to be followed in an emergency situation; lock-down, evacuation and lock-out (only include this if whole school implements lock-outs).
· Displayed with these instructions must be a preschool floor plan, indicating
· exit route/s
· emergency assembly points
· location of fire extinguishers
· location of fire blanket
· a ‘you are here’ indicator
· Detail where these instructions and the map are displayed within the preschool.
· It is helpful to store a copy of your whole school Emergency Management Plan with this procedure, as it details the emergency authorities consulted in its development.
· What emergency contact numbers are displayed with the preschool landline phone?  
· Where and how is a record of these rehearsals maintained?
· In the preschool’s risk management plan for visiting the school, include information related to evacuation to the emergency assembly point/s.
· A serious incident notification must be made to Early Learning within 24 hours when there has been an emergency at the preschool that posed a risk to the health, safety or wellbeing of the children.  
· In the case of evacuation, which staff members carry
· the first aid kit?
· children’s arrival and departure register?
· individual children’s emergency medication?
· emergency contact details for the children? 
· Note- It is important to ensure rehearsals take place at various times and days of the week, to ensure all staff and children have the opportunity to participate
· Note- All staff, visitors, volunteers, children and the responsible person in charge (principal) present at the time of a rehearsal, must take part in the rehearsal
· Add any additional information relevant to this procedure in your preschool setting.
[bookmark: _Toc11938271]

Procedure related to the delivery of children to, and collection of children from, the preschool premises
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.2
	99
	Preschool- Obtaining parent’s authorisation and consent



Information to include in this procedure and questions to address:
· In what circumstances are the children able to leave the preschool (refer to regulation 99)?
· What information is included on the arrivals and departures register?
· What is the procedure for situations when families forget to sign their child in or out?
· Is a head count performed? If so, when and where is the total of children in attendance recorded?
· What is the procedure for a situation where a family leaves their child in the preschool unaccompanied before the preschool opens?
· Are adjustments made to the arrival procedure for children suffering separation anxiety?
· How are educators made aware of each child’s authorised collectors?
· How is it recorded when a parent gives verbal advice that a new or unauthorised person is to collect their child on a particular day? 
· What is the process for checking an unknown person’s ID to confirm their identity?
· In what circumstances will a principal allow a person under 18 to collect a child? 
· What is the procedure for when a family is late collecting their child?
· Who is responsible for checking the premises at the end of the day to ensure no child has been left, and how is this check documented?
· Add any additional information relevant to this procedure in your preschool setting.
[bookmark: _Toc11938272]
 Procedure related to excursions
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.2
	100
101
102

	Excursions policy
Preschool- Obtaining parent’s authorisation and consent


Information to include in this procedure and questions to address:
· Who develops the excursion risk assessment?
· Note- there is no set educator to child ratio for excursions, this needs to be determined after the risk assessment has been completed and the hazards identified.
· What information is given in the excursion information and consent note?
· Visits to the school (if on the same site and no roads need to be crossed) are not regarded as excursions, however, families should be informed that the visit will be taking place and an annual risk management plan for visits into the school prepared. 
· Does the preschool conduct ‘regular outings’? If so, where to?
· Note- for regular outings, only one parent authorisation and one risk assessment is required in a 12 month period unless there is a change to the details.
· Does the preschool conduct incursions?
· Add any additional information relevant to this procedure in your preschool setting.
[bookmark: _Toc11938273]
 Procedure related to providing a child safe environment
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	2.2
3.1
3.2
	84
103
105
109
115
S. 165
S. 166
S.167

	Child Protection Policy: Responding to and reporting students at risk of harm
Working with Children Check policy
Child Protection: Allegations against employees 
Work health and safety (WHS) policy
Student safety tools and procedures


Information to include in this procedure and questions to address:
· How is adequate supervision maintained at all times of the day?
· How is a ratio of one educator for each ten children maintained at all times, particularly during planned educator breaks?   
· How do educators become aware of potential hazards in the preschool? How are risks minimised? (i.e. daily safety checks, development of risk management plans)
· Where are potentially hazardous products (e.g. cleaning chemicals, aerosol cans, medications) stored securely? 
· How are children protected when there are animals in the preschool?
· How are toxic plants identified and removed?
· What, how and when is cleaning carried out? What products/methods are used for cleaning?
· What is the process for reporting and maintenance of damaged or broken furniture, equipment or the building?
· Describe how particular features of the preschool are maintained hygienically (e.g. sandpit, mud-kitchen).
· What is the process for educators as ‘mandatory reporters’ to report child protection concerns?
· What mandatory child protection training do educators undertake?
· In what situations does the preschool make a notification to Early Learning?
· Add any additional precautions taken to keep children safe from harm or hazards.
[bookmark: _Toc11938274]

Procedure related to staffing
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	4.1
	135
136
149
151

	Working with Children Check policy
Code of Conduct Policy
Management of Conduct and Performance


Information to include in this procedure and questions to address:
· How and when do staff complete the Department’s Code of Conduct training?
· What role does the ‘Early Childhood Australia Code of Ethics’ play in preschool operations?
· How is a record kept of which educators are responsible for the children, and when?
· How is the preschool staffed (i.e. by a teacher and an SLSO or AEO)? 
· What is required for staff to work in the preschool (i.e. verified WWCC, approval to work in DoE, ACECQA approved qualification)?
· When the principal is off-site or absent, which executive member is responsible for the preschool?
· How are staff replaced in the event of illness or absence?
· What are the roles and responsibilities of educators?
· How are educators’ planned breaks covered? 
· How is the teacher’s release covered?
· How is staff consistency maintained?
· How are families informed of the staff roster, plus any changes due to absence?
· How is the preschool administrative support allocation (0.2 FTE) used?
· What processes are in place for the induction of preschool, relieving and casual staff?
· What is the process for staff access to professional learning and the completion of Performance and Development Plans?
· What role do volunteers play in the preschool? Who collects the signed declarations that volunteers have no offences that would bar them from working with children and their 100-points of proof of identity?   
· Does the preschool host education students completing practicums? If so, what are the details?
· Note- The staff record must include the full name, address and date of birth of each student or volunteer who participates in the preschool. Visitors and volunteers must sign the visitor’s book to record the date and hours they were in the preschool.
· Add any additional information relevant to this procedure in your preschool setting.
[bookmark: _Toc11938275]
Procedure related to interactions with children
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	5.1
5.2
	155
156
S.166
	Interactions with children- preschool
Values in NSW public schools
Student Welfare Policy
Student Discipline in Government Schools Policy
Bullying of Students- Prevention and Response Policy
Anti - Racism Policy
Aboriginal Education Policy



Information to include in this procedure and questions to address:
· How are the dignity and rights of each child maintained at all times?
· How do educators positively guide and encourage acceptable behaviour?
· How are children supported and encouraged to:
· interact and develop respectful and positive relationships with each other?
· interact and develop respectful and positive relationship with staff members? 
· express themselves and their opinions?
· develop self-reliance and self-esteem?
· develop self-regulation?
· Add any additional information relevant to this procedure in your preschool setting.


[bookmark: _Toc11938276]Procedure related to enrolment and orientation
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	6.1 
7.1
	160
161
162
S. 175

	Enrolment of Students in NSW Government Schools: A Summary and Consolidation of Policy
Department preschool classes: Enrolment procedures


Information to include in this procedure and questions to address:
· Does the preschool have an enrolment package? If so, what is its’ contents?
· Does the preschool have a family information/orientation booklet? 
· How are children and families orientated into the preschool?
· Are families offered the translated version of the enrolment application form?
· Do families complete a waiting list application?
· If the number of applications for a place exceeds places available, how is the waiting list maintained?
· Who collects the completed enrolment applications and supporting documentation?
· How are families offered a place for their child (i.e. by letter or verbally)?
· How is critical information in the enrolment form communicated to all educators (i.e. authorised collectors, emergency contacts, any non-authorisations, children with health conditions)?
· What are the preschool’s attendance patterns? How are children allocated to each group?
· If vacancies exist, are children offered a full-time place? If so, how are children prioritised?
· Is information additional to the enrolment form collected from families about their child (i.e. likes/dislikes, strengths, learning needs, toileting, rest requirements)?
· Who organises to meet with families before the child commences to gather additional information about a learning or health care need?
· Add any additional information relevant to this procedure in your preschool setting.


[bookmark: _Toc11938277]Procedure related to governance and management of the service, including confidentiality of records
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	7.1
	177
181
183
	Leading and Managing the School
Information Security Policy
Code of Conduct Policy



Information to include in this procedure and questions to address:
· Make a statement re. the school principal holding the three preschool roles of
· nominated supervisor
· educational leader
· responsible person in charge
· Confirm the above information is displayed in the preschool entrance, along with the principal’s name and photo.
· Confirm that the principal has overriding responsibility for the supervision of the preschool, however if the principal is off the school site, the school executive member who is relieving for him/her assumes the three roles mentioned above.
· Note if the tasks of the educational leader are being performed by an executive staff member.
· What records are collected at the time of enrolment? How are these records stored securely and confidentially? Who has access to these records?
· What other records does the preschool maintain? How and where are they stored? Who has access to them (e.g. health care information, arrival and departure records, medication records, assessment information etc.)?
· Confirm Incident, injury, illness or trauma records are stored till the child reaches 25 years of age while all other records are stored for three years (the exception being in the case of the death of a child).
· Add any additional information relevant to this procedure in your preschool setting.
· [bookmark: _Toc11938278]

Procedure related to the acceptance and refusal of authorisations
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	7.1
	92
93
99
102
161

	Preschool- Obtaining parent’s authorisation and consent
Excursions policy



Information to include in this procedure and questions to address:
· Detail which authorisations are collected in the enrolment form. 
· Is authorisation for staff to administer sunscreen and/or insect repellent collected? If so, how is this done and where are the authorisations stored?
· What method is used to collate and then communicate any authorisation refusals to regular, relieving and casual staff?
· Where in the preschool are each child’s authorised collectors listed? How are relieving or casual staff informed of the location of these? How is a family able to update their child’s authorised collectors? 
· What is the process for collecting authorisation to administer medication to a child?
· How is authorisation to take the children out of the premises on an excursion collected?
· Add any additional information relevant to this procedure in your preschool setting.


[bookmark: _Toc11938279]Procedure related to the payment of fees and the provision of a statement of fees
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	7.1
	
	Preschool Class Fees in Government Schools



[bookmark: _Toc11263683]Information to include in this procedure and questions to address:
· What is the daily rate?
· What are the reduced rates for the holder of a Commonwealth Health Care Card or an 
Aboriginal or Torres Strait Islander child?
· What is the process for a family seeking a further fee reduction or exemption?
· Note- if a health care card expires during the term, the new current card must be produced before the start of the new term, otherwise the full rate will be charged for the new term.
· Note- national child care rebates and subsidies are not available in Department preschools.
· What is the process for a family taking an overseas trip or holiday? Will their position be held? Will they be required to pay fees for the period they are absent in advance?
· In the situation that fees are unpaid, what steps will be taken (refer to 13.2.4 of the Finance in Schools Handbook)?
· How and when do families receive their fee invoice?
· How and when are families able to pay their fees?
· Note- There is no requirement to reduce or refund fees in the case of absence.
· [bookmark: _Toc11938280]Add any additional information relevant to this procedure in your preschool setting.


Procedure related to dealing with complaints
	Associated National Quality Standard
	Education and Care Services National Law or Regulation
	Associated department policy, procedure or guideline

	7.1
	176
	Complaints Handling Policy



Information to include in this procedure and questions to address:
· Describe how a family is able to make a complaint.
· Does this process differ for a minor, serious, or complaints of a child protection nature?
· How are families informed of these processes? 
· Note- the preschool’s service approval displayed in the preschool entrance states that complaints can be made to the school principal.
· If a family makes a complaint to an SLSO or AEO, is it referred to the teacher? 
· How are families informed that they are able to make a complaint to Early Childhood Education Directorate (the regulatory authority)?
· What is the process if a staff member has concerns related to the behaviour or actions of another employee, contractor or volunteer? 
· What is the process for recording complaints?
· Note- Early Learning needs to be notified if a complaint is made of a serious incident or a law being contravened within 24 hours of the complaint being received.
· Add any additional information relevant to this procedure in your preschool setting.
· 
[bookmark: _Toc11062070]Record of preschool visitors and volunteers - exampleAppendix V
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Summary of required preschool items  Appendix W

Quality Area 1 - Educational program
Program and planning documents which demonstrate the implementation of teaching learning cycles, aligned to the Early Years Learning Framework
Records about each child’s learning, development and participation in the program
Individual support plans for children with a disability
A group analysis which records individual children’s
home language and culture
needs, strengths and interests
confirmed disabilities
medical conditions
Quality Area 2 - Health and safety
Completed administration of medication records
Completed incident, injury, trauma and illness records
Record of children’s daily arrival and departure 
First aid kit and evidence of a system for restocking and checking expiry dates
Safety Data Sheet (SDS) 
General use emergency medication (EpiPen Junior and asthma reliever medication) stored with generic emergency management plans 
For children who are at risk of anaphylaxis, asthma and other serious medical conditions or who have specific dietary requirements
emergency management plan (developed by a medical practitioner)
risk management plan (developed in consultation with the child’s family)
communications plan
individual prescribed emergency medication stored with a copy of the child’s emergency management plan
Record of risk assessments and authorisations for any excursions or regular outings
Risk management plans
general preschool environment
visits into the school
evacuations
potential emergencies
· At each external exit, displayed emergency instructions and preschool floor plan indicating
evacuation routes 
a ‘you are here’ symbol 
location of fire extinguishers 
location of the fire blanket
Record of the rehearsal of emergency procedures with evaluative comments
Regular electrical appliances, fire extinguisher and fire blanket inspections (as per whole school) and tagging
Emergency contact numbers displayed next to phone handset/s
Details of each child’s authorised collectors, family and emergency contact details
Quality Area 3 - Physical environment
Evidence of a child safe environment maintained through
daily safety checks of the indoor and outdoor learning environments
systems for the cleaning and maintenance of equipment and furniture
Quality Area 4 - Staffing arrangements
Staff sign in/out book recording when specific staff work directly with the children
Staff folder containing each preschool educator’s:
ACECQA approved Early Childhood teaching qualification (for teachers)
ACECQA approved Certificate 3 (for SLSOs or AEOs)
child protection training certificate for current year
Working with Children Check number and proof of department verification of this
NESA registered teacher number and expiry date 
any first aid, asthma management or anaphylaxis qualifications held
Staff folder containing the full name, address and date of birth of any volunteers or education students
Evidence of any professional learning completed by regular staff
Performance and development plan for regular staff members
Casual folder
Evidence of completed induction processes
Quality Area 5 - Relationships with children
Quality Area 6 - Collaborative partnerships with families and communities
In the preschool entrance or foyer, accessible to staff, families and visitors
Education and Care Services National Law 
Education and Care Services National Regulations 
Guide to the NQF
Information about the Early Years Learning Framework 
Quality Improvement Plan  
Philosophy
General information about the preschool (may be the preschool’s orientation booklet) 
Information about the current educational program  
Notice informing the occurrence of an infectious disease, when applicable
Notice stating a child enrolled is at risk of anaphylaxis, when applicable
Information about community services and parenting resources, e.g. pamphlets, posters
Quality Area 7 - Governance and Leadership
Staff roster (should also note who holds the ACECQA approved first aid, anaphylaxis and/or asthma qualifications)
Visitor and volunteer’s sign in/out book
Clearly displayed and visible in the preschool entrance
Approved Provider notice (includes principal’s photo, use the DoE template)
Service Approval notice (includes preschool details, use the DoE template)
Service Approval (issued by the Early Childhood Education Directorate)
Notice of final ratings (issued by the Early Childhood Education Directorate)
Preschool policies and procedures (as required under regulation 168)
Staff meeting minutes
Evidence of review of philosophy and procedures- noting when these occurred and who took part
Method for recording family complaints and action taken
In the principal’s office for their reference
Guide to the National Quality Framework
Early Years Learning Framework
Education and Care Services National Law and Regulations
Leading and Operating Department Preschool Guidelines
In the school office or preschool (depending on local procedure) 
enrolment records
immunisation records for each child and a summary immunisation register 
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the behaviour of others and communicate effectively to resolve conflicts.

iR

6.1.2

6.1.3

Engagement with the service

Parent views are respected

Families are supported

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

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

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

6.2.1

6.2.2

6.2.3

Transitions

Access and participation

Community engagement

Continuity of learning and transitions for each child are supported by sharing
information and clarifying responsibilities.

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

The service builds relationships and engages with its community.

Faatei
7.1.2

7.1.3

7.21
7.22

723

Service philosophy and purpose

Management systems

Roles and responsibilities

Continuous improvement

Educational leadership

Development of professionals

A statement of philosophy guides all aspects of the service’s operations.

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

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

There is an effective self-assessment and quality improvement process in place.

The educational leader is supported and leads the development and
implementation of the educational program and assessment and planning cycle.

Educators, co-ordinators and staff members’ performance is regularly evaluated
and individual plans are in place to support learning and development.
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