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[bookmark: _heading=h.gjdgxs]Policy Statement
We are committed to implementing effective governance and management systems and ensuring the competent operations of our service.
[bookmark: _heading=h.30j0zll]Background
The Education and Care Services National Regulations require policies and procedures to be in place in relation to governance and management. Effective leadership and service management are important in guiding and supporting the delivery of quality education and care programs’ and the impact is felt across all areas of the National Quality Standard. It is through good governance and management that the effective functioning of the service can be ensured across all seven quality areas, enabling quality outcomes for children and their families.
[bookmark: _heading=h.1fob9te]Legislative requirements
	Section/Regulation
	Description

	Section 13 
	Matters to be taken into account in assessing whether fit and proper person

	Section 14 
	Regulatory Authority may seek further information

	Section 21 
	Reassessment of fitness and propriety

	Section 51
	Conditions on service approval

	Section 162
	Offence to operate education and care service unless responsible person is present

	Section 172
	Offence to fail to display prescribed information

	Section 173
	Offence to fail to notify certain circumstances to Regulatory Authority

	Section 174
	Offence to fail to notify certain information to Regulatory Authority

	Section 175
	Offence relating to requirement to keep enrolment and other documents

	Section 188 
	Offence to engage person to whom prohibition notice applies

	Regulation 29
	Condition on service approval – insurance

	Regulation 31
	Condition on service approval – quality improvement plan

	Regulation 31 
	Condition on service approval – quality improvement plan

	Regulation 55
	Quality improvement plans

	Regulation 56
	Review and revision of quality improvement plans

	Regulation 84 
	Awareness of child protection law

	Regulation 104
	Fencing

	Regulation 106
	Laundry and hygiene facilities

	Regulation 107
	Space requirements – indoor space

	Regulation 108
	Space requirements – outdoor space

	Regulation 109 
	Toilet and hygiene facilities

	Regulation 110
	Ventilation and natural light

	Regulation 117
	Glass

	Regulation 117B
	Minimum requirements for a person in day-to-day charge

	Regulation 157 
	Access for parents

	Regulation 158
	Children’s attendance record to be kept by approved provider

	Regulation 161
	Authorisations to be kept in enrolment record

	Regulation 162
	Health information to be kept in enrolment record

	Regulation 165
	Record of visitors

	Regulation 167
	Record of service’s compliance

	Regulation 168
	Education and care services must have policies and procedures

	Regulation 170
	Policies and procedures to be followed

	Regulation 171
	Policies and procedures to be kept available

	Regulation 172
	Notification of change to policies or procedures

	Regulation 173
	Prescribed information to be displayed

	Regulation 174
	Time to notify certain circumstances to Regulatory Authority

	Regulation 174A
	Prescribed information to accompany notice

	Regulation 175
	Prescribed information to be notified to Regulatory Authority

	Regulation 176
	Time to notify certain information to Regulatory Authority

	Regulation 177
	Prescribed enrolment and other documents to be kept by approved provider

	Regulation 180
	Evidence of prescribed insurance

	Regulation 181
	Confidentiality of records kept by approved provider

	Regulation 183
	Storage of records and other documents

	Regulation 184
	Storage of records after service approval transferred

	Regulation 185 
	Law and regulations to be available


[bookmark: _heading=h.5ak1zwslc7fb]Related Policies
	Document Name
	Title

	YEDP_Nutrition, food and beverages dietary requirements_Policy and Procedures
	Nutrition, food and beverages dietary requirements 

	YEDP_Sleep and rest for children_Policy and Procedures 
	Sleep and rest for children 

	YEDP_Dealing with medical conditions in children_Policy and Procedures
	Dealing with medical conditions in children

	YEDP_Incident, injury, trauma and illness_Policy and Procedures
	Incident, injury, trauma and illness 

	YEDP_Dealing with infectious diseases_Policy and Procedures
	Dealing with infectious diseases 

	YEDP_Emergency and evacuation_Policy and Procedures
	Emergency and evacuation

	YEDP_Excursions_Policy and Procedures
	Excursions 

	YEDP_Staffing_Policy and Procedures
	Staffing

	YEDP_Interactions with children_Policy and Procedures 
	Interactions with children 

	YEDP_Acceptance and refusal of authorisation_Policy and Procedures
	Acceptance and refusal of authorisation

	YEDP_Payment of service fees and provision of a statement of fees charged by the service_Policy and Procedures
	Payment of service fees and provision of a statement of fees charged by the service

	YEDP_Dealing with complaints_Policy and Procedures
	Dealing with complaints

	YEDP_Safe transportation of children_Policy and Procedures
	Safe transportation of children

	YEDP_Water safety_Policy and Procedures
	Water safety

	YEDP_Sun protection_Policy and Procedures 
	Sun protection 

	YEDP_Providing a child safe environment_Policy and Procedures
	Providing a child safe environment

	YEDP_Enrolment and orientation_Policy and Procedures 
	Enrolment and orientation 

	YEDP_The administration of first aid_Policy and Procedures
	The administration of first aid

	YEDP_Delivery of children to, and collection from, education and care service premises_Policy and Procedures
	Delivery of children to, and collection from, education and care service premises


[bookmark: _heading=h.2et92p0]Purpose
We aim to ensure that all legal and financial requirements are implemented and recognised through appropriate governance practices, providing quality education and care, meeting the principles, practices and elements of the Early Years Learning Framework and the National Quality Standards. 
[bookmark: _heading=h.tyjcwt]Scope
This policy applies to children, families/guardians, staff, students, volunteers and visitors of the Service
[bookmark: _heading=h.3dy6vkm]Procedures
[bookmark: _heading=h.5so4ga4yfy0v]Preschool Philosophy 
We connect with families as we welcome them into our learning space each morning. It is during this interaction that families and teachers can gain a deeper understanding of the needs of individual children. We provide an inclusive environment and our preschool promotes Indigenous culture, additional needs and cultural diversity. We ensure that our services are accessible and equitable for all users. We create a safe and inviting atmosphere where we nurture every child’s uniqueness and curiosity. Our educators set up stimulating spaces and inquiries that ignite discovery, imagination, and exploration. We use a wide variety of natural, recycled, open-ended and quality education resources for children to explore and experiment with.
  
We expose children to core curriculum and active, sensory, and creative experiences that promote their personal progress. Our preschool highly values respect and responsibility and we embed these values into all interactions with the children. We encourage risk taking, problem solving and personal independence in a controlled and safe environment. Our teachers model positive relationships with the children and support positive interactions from child to child. We believe that kindness, empathy, and fairness need to be taught so that children have the skills to maintain healthy relationships now and in their future. We respectfully acknowledge the rights of the child and advocate for their safety and wellbeing. 

Our Preschool adopts reflective practices to continually make improvements to our service. We work in partnerships with staff, families, and our local community to provide a service that is valued by all. The staff employed at our preschool are highly qualified and demonstrate ongoing training to strive to provide quality services. We aim to always maintain the continuity of educators so that children feel safe and secure and staff are able to confidently follow all policies and procedures. Our staff conduct themselves professionally and ethically and are positive role models for the families who use our service. 

The Approved Provider and Nominated Supervisor of our preschool accepts the legal responsibilities associated with establishing, administering, and maintaining the Service. 
Our Service has the following established positions:
	Approved Provider 
PR-40029053 
	YEDP Pty Ltd ATF The YEDP Trust 
(Marianne Pankhurst and Ian Wilkinson) 

	Service Directors 
	Marianne Pankhurst
Ian Wilkinson

	Nominated Supervisors 
	Marianne Pankhurst 
Jasu Kara 



Our preschool has the following systems in place to administer and maintain a high quality service: 
[bookmark: _heading=h.bf758g81e2g]Service Record Keeping 
All confidential records and information will be stored in the preschool office behind a locked door. All service documents will be held at the service for the prescribed time periods set out by the Regulatory Authority 

[bookmark: _heading=h.90fur1ny6itm]Confidentiality and Storage 
All staff who gain access to confidential information will maintain confidentiality at all times unless the disclosure of such information is required by law, is necessary for medical treatment of the child who the information relates to, the Regulatory Authority or an Authorised Officer requests the information or in the case where written consent has been provided by the person who provided the information. 
This also includes: 
· Using information acquired for their personal or financial benefit, or for the benefit of any other person
· Permitting any unauthorised person to inspect, or have access to any confidential documents or other information
This obligation, placed on a member of Staff will continue even after the individual staff member has completed their term and is no longer employed by the Service. 
[bookmark: _heading=h.1i1pqbpigxnk]
[bookmark: _heading=h.vg5recmy3o72]Quality Improvement Plan 
Our preschool will strive for quality and aim to continuously improve our service. We will use the Quality Improvement Plan process to undertake a self assessment of the service and ensure we continue to deliver quality education and care and to plan future improvements. Staff will continually revisit the Quality Improvement Plan throughout the year to ensure that outcomes are achieved. 
[bookmark: _heading=h.x1vq4qn1cqih]
[bookmark: _heading=h.6zrwzf31wmt2]Continuous Improvement
Our preschool will annually seek parent/guardian feedback through the development and delivery of a parent survey which will focus on areas of improvement outlined in the Quality Improvement Plan as well as general areas relevant to parents/guardians. Our preschool regularly holds staff meetings to focus on quality communication, staff training, planning, reflection and following up on improvement goals.  

[bookmark: _heading=h.lwo4td5ukswv]Management Systems
Our preschool uses the QIKKIDS management system to maintain bookings and enrolments, invoice parents, connect to Government subsidies, manage rolls and fees and create and view detailed reports and information. 

[bookmark: _heading=h.t4sebtkb1yn]Management and Decision-Making Structure
Our Preschool will always make decisions in the best interests of the children that attend the service. The decisions that our service makes will always reflect our policies and procedures, National Law and Regulations, the Early Years Learning Framework, the Queensland Kindergarten Program, the Early Childhood Australia Code of Ethics, and the YEDP Staff Code of Conduct. 
[bookmark: _heading=h.4129uhtloaui]
[bookmark: _heading=h.b4842oabgpvo]Preschool Administration Records 
Records and forms are stored digitally using Google Drive or our preschool outlook email platform. All paper records and templates are stored in the office filing cabinet safely behind a locked door. 

[bookmark: _heading=h.tobc0cq1pbq1]Financial Management 
The preschool finances are developed and maintained by the Approved Provider in association with Gill McKerrow and associates accounting and Xero accounting software. 

[bookmark: _heading=h.df0otbafxprn]Systems of Risk Management 
Management will ensure risk assessments are conducted when necessary, including excursions. Management will always ensure Risk Management Plans are in place to manage known medical conditions, excursions, injuries and emergencies. All educators are required to hold a Blue Card - Working with Children Check prior to employment. Management will ensure that child protection laws and obligations are maintained at all times. 	

[bookmark: _heading=h.s2nmuo8z64f8]Performance Reporting 
All staff members will be supported to achieve their individual goals. Staff will annually complete a Staff Appraisal Record to build skills and confidence, evaluate performance and aim for improvements. 

[bookmark: _heading=h.b5j6mjfleern]Space, Equipment and Facilities 
· The preschool premises are designed for effective supervision and all hazards that pose a risk to children or staff are eliminated
· Furniture and equipment is safe, clean and in good repair. Any hazards are recorded on the indoor and outdoor safety checklist. The safety of furniture and equipment is checked and recorded daily and monthly maintenance is carried out to prevent the occurrence of any hazards 
· All outside spaces are fully fenced and fences are maintained to ensure the safety of children 
· All glazed areas 0.75 metres or less above the floor level are treated with a protective film that prevents the glass shattering should it accidentally be broken
· Regular checks from the Regulatory Authority are undertaken to ensure our preschool complies with all National Laws and Regulations 

[bookmark: _heading=h.cmpskqnr5k0y]Notifications and Reporting 
It is the Approved Providers responsibility to: 
· ensure that all prescribed information from the Regulatory Authority is displayed
· ensure that all reporting and reporting requirements are met regarding the National Quality Framework, family assistance, taxation, child protection, and other relevant laws
· notify the regulatory authority about the approved provider and operational changes, and changes in relation to the nominated supervisor
· notify the regulatory authority about changes to the ‘fit and proper’ status of the approved provider, any serious incidents, and complaints relating to a serious incident or that the Law has been contravened

Policies and procedures must be followed by all preschool users. All parents/guardians and staff members are supplied with a link to our preschool Google Drive Policies and Procedures and these documents are always available to all preschool users. All parents/guardians and staff will be notified with 14 days notice should any policies or procedures be amended or put in place. There is an on-going process in place for reviewing, monitoring, and updating policies and procedures. 
[bookmark: _heading=h.r5ffgazc917]Rolls And Responsibilities
	Approved Provider
	· ensure that obligations under the Education and Care Services National Law and National Regulations are met, as well as all other laws relevant to governance and management of the service 
· display the prescribed information in section 172 (regulation 173) 
· provide information to the regulatory authority upon request in relation to being a fit and proper person (sections 13, 14, 21) 
· ensure that the service is insured and keep evidence of this (section 51; regulations 29, 180) 
· ensure that the number of children at the service does not exceed the maximum in the service approval (section 51) 
· ensure that the family of a child at the service is allowed to enter the premises (regulation 157) 
· adopt quality governance and management processes, procedures and practices, in line with the National Quality Standard, especially Quality Area 7 – Governance and leadership 
· establish systems of risk management, financial and internal control, and performance reporting. Monitor management and financial performance to ensure the solvency, financial strength and good performance of the service 
· develop, review and approve the service philosophy and purpose, strategic direction and initiatives (Element 7.1.1) 
· take reasonable steps to ensure that nominated supervisors, educators, staff and volunteers follow the Governance and management policy and procedures 
· ensure that copies of the policy and procedures are readily accessible to nominated supervisors,  co-ordinators, educators, staff, volunteers and families, and available for inspection 
· notify families at least 14 days before changing the policy or procedures if the changes will: 
· affect the fees charged or the way they are collected or 
· significantly impact the service’s education and care of children or
· significantly impact the family’s ability to utilise the service.

Notifications and reporting 
· ensure that all reporting and reporting requirements are met regarding the National Quality Framework, family assistance, taxation, child protection, and other relevant laws  
· notify the regulatory authority about the approved provider and operational changes, and changes in relation to the nominated supervisor, as detailed in section 173 (regulations 174, 174A) 
· notify the regulatory authority about changes to the ‘fit and proper’ status of the approved provider, any serious incidents, and complaints relating to a serious incident or that the Law has been contravened (section 174; regulations 175, 176, 176A).

Health, safety and wellbeing 
· ensure the health, safety and wellbeing of children in the service and take every reasonable precaution to protect children from harm and hazard (section 51; Quality Area 2).

Quality Improvement Plan (QIP) 
· ensure there is an effective self-assessment and quality improvement process in place, including a QIP that is kept at the premises or FDC principal office and is made available for inspection and to families (regulations 31, 55; Element 7.2.1)
· ensure that the QIP is reviewed at least annually (regulation 56).

Space, equipment, facilities 
· ensure that requirements relating to the physical environment, space, equipment and facilities are met, including regulations 104, 106, 107, 108, 109, 110, 116, 117 (Quality Area 3). 

Educational needs and program 
· ensure that children’s educational and developmental needs are met (section 51; Quality Area 1). 

Educators and staff 
· ensure that requirements relating to staffing are met, including implementing the Staffing policy and procedures (including regulation 84) 
· ensure that roles and responsibilities are clearly defined, understood, and support effective decision making and operation of the service (Element 7.1.3) 
· ensure that the performance of educators, staff and co-ordinators is regularly evaluated and individual plans are in place to support learning and development (Element 7.2.3) 
· ensure that a nominated supervisor, educators, staff, volunteers and contractors to whom a prohibition notice applies are not engaged by the service (section 188) 
· ensure the educational leader is supported to lead the development and implementation of the educational program and assessment and planning cycle (Element 7.2.2).

Nominated supervisors and responsible person 
· ensure that requirements relating to the nominated supervisor and responsible person are met, including implementing the Staffing policy and procedures (including section 162, section 162A; regulation 117B). 

Records and confidentiality 
· keep a record of the service’s compliance with the information listed in regulation 167 
· keep a record of enrolment and other documents listed in section 175 at the service or FDC residence or venue and be available for inspection by an authorised officer 
· ensure that records are kept confidential and not divulged except as permitted under regulations 181 and 182 
· ensure that records are stored safely and securely for the period set out in regulation 183 
· keep enrolment and attendance records (regulations 158, 159, 160, 161, 162) and other documents listed in regulations 160, 177 and 178, ensure they are accurate and available to families on request (section 175). If a service approval is transferred, the documents must be transferred to the receiving approved provider (regulation 184). 


	Nominated Supervisor
	· ensure that regulatory obligations are met in relation to governance and management 
· adopt quality governance and management processes, procedures and practices, in line with the National Quality Standard, especially Quality Area 7 – Governance and leadership 
· implement systems of risk management, financial and internal control, and performance reporting. Monitor management and financial performance to ensure the solvency, financial strength and good performance of the service 
· develop and review the service philosophy and purpose, strategic direction and initiatives (Element 7.1.1) 
· ensure that the family of a child at the service is allowed to enter the premises when the child is being educated and cared for (regulation 157). 

Notifications and reporting 
· ensure that all notification and reporting requirements are met regarding the National Quality Framework and other relevant laws. 

Health, safety and wellbeing 
· ensure the health, safety and wellbeing of children in the service and take every reasonable precaution to protect children from harm and hazard (Quality Area 2). 
Quality Improvement Plan (QIP) 
· ensure there is an effective self-assessment and quality improvement process in place (Element 7.2.1). 

Educational needs and program 
· ensure that children’s educational and developmental needs are met (Quality Area 1).

Educators and staff 
· ensure that roles and responsibilities are clearly defined, understood, and support effective decision making and operation of the service (Element 7.1.2)
· ensure that the performance of educators, staff and co-ordinators is regularly evaluated and individual plans are in place to support learning and development (Element 7.2.3) 
· ensure that requirements relating to staffing are met, including implementing the Staffing policy and procedures (Quality Area 4) 
· ensure that the educational leader is supported to lead the development and implementation of the educational program and assessment and planning cycle (Element 7.2.2.). 

Records and confidentiality 
· ensure that requirements relating to records and confidentiality are met. 


	Educators and staff
	· must be aware of and follow the Governance and management policy and procedures 
· must be familiar with and implement the service’s policies and procedures, philosophy, QIP and code of conduct 
· ensure that requirements relating to records and confidentiality are met.

	Families
	· be aware of the Governance and management policy and procedures and address any questions to the approved provider or nominated supervisor/responsible person.


[bookmark: _heading=h.4d34og8]
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