[image: ]                                                                             OFFICIAL

OFFICIAL

Review of documents is required in shaded areas

Family Day Care Principal Office Compliance Monitoring Checklist	
Compliance Direction (CD), Infringement (INF), Approved Provider (AP), Nominated Supervisor (NS) OFFICIAL

FAMILY DAY CARE PRINCIPAL OFFICE
COMPLIANCE MONITORING CHECKLIST

	[bookmark: _Hlk1387204]VISIT DETAILS

	Authorised Officer #1 Name
	
	Signature
	

	Authorised Officer #2 Name
	
	Signature
	

	Date
	

	Time of arrival
	
	Time of departure
	


	SERVICE DETAILS

	Provider Name
	 
	Provider number
	PR-

	Provider address
	

	Service Name
	

	Service address
	

	Service Phone
	
	Service number
	SE-

	Service email
	
	Service Rating
	

	Waivers 
	


	Conditions
	


	Nominated supervisor/s
	

	Names and addresses of each educator visited (minimum of 2)



	1
	

	
	2
	

	
	3
	

	
	4
	

	
	5
	

	
	6
	

	Desktop Review
Review the service summary report from the NQA ITS and complete a desktop review of the information available about the service to determine the focus for your visit. 

	Previous monitoring visit 
Compliance actions since last visit
Notifications (patterns &/or non-reporting)
Alerts
	


	Visit focus based on desktop review
	





	Law/
Reg
	Item
	Yes
	No
	N/A
	Comments


	R.32A
	Does the service have a condition specifying a maximum number of family day care educators?

Please refer to the FDC register to assess the service has not exceeded the maximum number of educators

	
☐

	
☐

	
☐

	

	S.51(8)
	Conditions on service approval

Are the conditions on the service approval being followed?

If not, collect evidence of this and record a breach under S51(8) 

	

☐

	

☐

	

☐

	

	S.172

INF – AP
	Prescribed information to be displayed as per Regulation 173

Is this information visible from the main entrance?

· Approved Provider:
· name
· provider number 
· conditions
· Approved Service
·  name
· service number 
· conditions
· name(s) of all nominated supervisor(s)
· current ratings for each Quality Area in the National Quality Standard and overall rating of the service.
· any temporary or service waivers granted – including duration.
· centre’s hours and days of operation
· name and phone number of the person to be contacted to receive a complaint
· name and position of the responsible person in charge at any given time
· name of the educational leader
· contact details for the Regulatory Authority.
· if applicable a notice stating that a child at risk of anaphylaxis is enrolled at the service
· if applicable a notice of an occurrence of an infectious disease at the service.

	

☐

☐
☐
☐

☐
☐
☐
☐
☐

☐
☐
☐

☐

☐
☐

☐
☐

	

☐

☐
☐
☐

☐
☐
☐
☐
☐

☐
☐
☐

☐

☐
☐

☐
☐

	

☐

☐
☐
☐

☐
☐
☐
☐
☐

☐
☐
☐

☐

☐
☐

☐
☐

	

	S.165
	Offence to inadequately supervise children.

What processes does the service have in place to ensure that all children being educated and cared for by the service are adequately supervised at all times that the children are in the care?
	



☐




	



☐



	



☐


	

	
S.167













	Offences relating to protection of children from harm and hazards.

Is every reasonable precaution taken to protect children being educated and cared for by the service from harm and any hazards likely to cause injury?

Procedures are in place to check that environments are free from hazards (safety/hazard checks)

	




☐




☐


	




☐




☐


	




☐




☐


	AO to review a sample of records completed in relation to those matters listed.


	Prescribed record (R.162)
	Children with medical conditions have medical management, risk minimisation and communication plans in place
	

☐

	

☐

	

☐

	

	
	
Processes are in place to ensure:

· Hot liquids are not consumed or accessible to children

· Unapproved areas of the residence are not accessible to children

· Kitchen, laundry and bathroom areas are inaccessible to children or fitted with appropriate child safety locks

· Children’s contact with pets and animals on the premises is managed effectively

· Chemicals, poisons and other dangerous items are inaccessible to children

· Pools and water hazard checks completed monthly by the service



	


☐


☐



☐


☐


☐


☐

	


☐


☐



☐


☐


☐


☐

	


☐


☐



☐


☐


☐


☐

	

	R.155















S. 166
	Interactions with Children 
	
How does the approved provider ensure education and care provided to children in a way that ensures: 

(c) the dignity and rights of each child are maintained at all times; and
(d) educators give each child positive guidance and encouragement towards acceptable behaviour; and
(e) educators have regard to family and cultural values, age and physical and intellectual development and abilities of each child

Offence to use inappropriate discipline

How does the approved provider ensure no child is subjected to: 

(a) any form of corporal punishment; or
(b) any discipline that is unreasonable in the circumstances
	





☐

☐


☐








☐
☐

	





☐

☐


☐








☐
☐

	





☐

☐


☐








☐
☐

	

	R.84

CD - AP
	Awareness of child protection law.

Has the approved provider advised FDC educators and FDC educator assistants of:

(a) the existence and application of the current child protection law
(b) any obligations that the person may have under that law.

In WA this refers to the mandatory reporting obligation of child sexual abuse from 1 November 2024.

	




☐

☐
	




☐

☐

	




☐

☐
	AO to sight evidence of how the AP has advised of the child protection law and obligations (i.e. induction records, policy, code of conduct, staff/student handbook). 


	S.170
	Offence relating to unauthorised persons on education and care service premises

(2) Are processes are in place to ensure that a person does not remain at the premises when children are being educated and cared for unless: 
· they are an authorised person (parent / guardian or holding a WWCC), or; 
· are being directly supervised by the FDC Educator (ie a visitor)?

	






☐

☐

	






☐

☐

	






☐

☐

	AO to sight WWCC records for educators to be visited along with WWCC or criminal record checks for adult residents.

	R.164

CD - AP
	(2) Requirement for notice in relation to persons at residence

Does the FDC Educator notify the Approved Provider of (where applicable) —

(a) any new person aged 18 years or over who resides, or intends to reside, at the educator’s residence; (please record the names of all residents over 18 years present at the time of the visit) and

(b) any circumstance relating to a person who resides, or intends to reside, at the educator’s residence that may affect whether the person is a fit and proper person to be in the company of children.


	





☐






☐


	





☐






☐


	





☐






☐


	AO to establish who over the age of 18 resides at the residence of each FDC educator who will be visited and record the names.

	R. 165
	Record of visitors to residences
(2) Does the FDC Educator keep a record of all visitors to their residence/venue while children are being educated and cared for

(3) Does the record of visitors include the signature of the visitor and the time of the visitor’s arrival and departure?
	


☐



☐


	


☐



☐


	


☐



☐


	

	S.169(2)

Prescribed record 

	Offence relating to staffing arrangements

Does the approved provider ensure that, as per R.127 Family day care qualifications, all FDC educators engaged by or registered with the FDC service hold at least an approved certificate III level education and care qualification?

* FDC educator assistants are NOT required to hold a qualification, but if they have them, the AO should sight these.

	

☐



	

☐





	

☐




	AO to sight and photograph qualifications for each FDC educator who will be visited.


	R.128
	Family day care co-ordinator qualifications

Do all family day care co-ordinators have an approved diploma level education and care qualification?

The following details need to be obtained:
· the name of the person and the position held at the service
· title of qualification held
· date of qualification
· no. assigned to the certificate
· which institute issued the qualification (name of organisation)
· does it have the official triangle symbol as a recognised training institute?

	


☐


☐

☐
☐
☐
☐

☐

	


☐


☐

☐
☐
☐
☐

☐
	


☐


☐

☐
☐
☐
☐

☐

	AO to review and photograph a sample of co-ordinator qualifications from the register of staff, family day care coordinators and family day care assistants 


	R.136

CD – AP



	First aid qualifications

Does the approved provider ensure that each FDC educator and FDC educator assistant:

· holds a current approved first aid qualification.
· has undertaken current approved emergency asthma management training.
· has undertaken current approved anaphylaxis management training.

CPR was completed within the last 12 months
	




☐

☐

☐

☐


	




☐

☐

☐

☐


	




☐

☐

☐

☐


	AO to sight and record the qualifications of those FDC educators who will be visited.
Qualification code:
Date of issue:
CPR code:   
Date of issue:
……………………………………………….
Qualification code:
Date of issue:
CPR code:   
Date of issue:

	R.144
	Family day care educator assistant

For each FDC Educator who uses a FDC assistant:

(3) Has the family day care educator provided the written consent of a parent of each child being educated and cared for, agreeing to the use of the family day care educator assistant?

(4) An approved family day care educator assistant has assisted the family day care educator in the following circumstances —

(a) in the absence of the family day care educator, to transport or escort a child between the family day care residence or approved family day care venue and —
(i) a school; or
(ii) another education and care service or children’s service; or
(iii) the child’s home; or

(b) in the absence of the family day care educator, in emergency situations, including when the educator requires urgent medical care or treatment; or

(c) in the absence of the family day care educator, to enable the educator to attend an appointment (other than a regular appointment) in unforeseen or exceptional circumstances, if —
(i) the absence is for less than 4 hours; and
(ii) the approved provider of the family day care service has approved that absence; and
(iii) notice of that absence has been given to the parents of the child; or

(d) while the educator is educating and caring for children as part of the family day care service.
	







☐


☐





☐
☐

☐



☐


☐




☐
☐

☐



☐

	







☐


☐





☐
☐

☐



☐


☐




☐
☐

☐



☐

	







☐


☐





☐
☐

☐



☐


☐




☐
☐

☐



☐

	

	R.116

Prescribed record 








































	Assessments of FDC residences and approved FDC venues

The AP must conduct an assessment (including a risk assessment) of each residence and approved FDC venue of the service. 

· Is there evidence that an assessment of each residence/venue including a risk assessment has been conducted –
· before education and care is provided to children; and 
· at least annually?

· Does the assessment consider –
· safety, cleanliness and repair of premises, furniture and equipment;
· fencing;
· sufficiency of furniture, materials and equipment;
· Adequacy of toilet, washing, and drying facilities
· adequate laundry facilities or other arrangements;
· suitability of nappy change arrangements;
· suitability of the residence or venue according to the number, ages and abilities of the children who attend or are likely to attend the service; 
· the existence of any water hazards at or near the residence;
· risk posed by any animals at the residence;
· venue space requirements;
· adequacy of ventilation, natural light;
· glass


Are there processes in place to ensure that all FDC educators advise the AP of:
 
(a) any proposed renovations to the residence or venue; and
(b) any changes relating to the residence or venue affecting the education and care provided to children at the service. 

	



☐





☐

☐


☐

☐
☐

☐

☐

☐

☐


☐

☐

☐
☐
☐






☐

☐


	



☐





☐

☐


☐

☐
☐

☐

☐

☐

☐


☐

☐

☐
☐
☐






☐

☐


	



☐





☐

☐


☐

☐
☐

☐

☐

☐

☐


☐

☐

☐
☐
☐






☐

☐


	AO to sight and review the FDC Residence / Venue assessments for each of the FDC educators who will be visited.

	R.153(1) (ma)
	FDC Register: exceptional circumstances

(5) Has the AP approved, in writing, for any FDC educator to educate and care for additional children, under exceptional circumstances? 

Has the approved provider documented the details of when FDC educators are approved to educate and care for more than seven children, or more than four children who are preschool age or under, at any one time, due to exceptional circumstances on the register of FDC educators? 

Do the details recorded include the:
· nature of exceptional circumstance 
· date of when approval was granted by the approved provider 
· name of person who granted the approval 
· date of birth and name of each child educated and cared for as part of the approval 
· period which the FDC educator is approved to educate and care for more than seven children, or for more than four children who are preschool age or under.

R.124(6) details that exceptional circumstances exist where:
(a) all the children being educated and cared for by the family day care educator are siblings in the same family; or
(b) a child to be educated and cared for is determined to be in need of protection under a child protection law and the family day care educator is determined to be the best person to educate and care for the child; or
(c) the family day care residence or approved family day care venue is in a rural or remote area and no alternative education and care service is available.

	


☐








☐



☐
☐

☐
☐


☐
	


☐








☐



☐
☐

☐
☐


☐
	


☐








☐



☐
☐

☐
☐


☐
	AO to sight records which support the decision to do approve this and record the dates and circumstances for each FDC educator who educated and cared for additional children in exceptional circumstances in the past 12 months



	R.154

Prescribed record 

	Record of staff engaged or employed by family day care service

Does the record of staff, coordinators and assistants contain the following information:
· the name of the person currently designated as the educational leader
· in relation to the Nominated Supervisor 
· full name, address and DOB
· evidence of any relevant qualifications 
· evidence of any approved training (including first aid)
· WWC- identifying number and expiry date 
· in relation to each other staff member 
· full name, address and DOB
· evidence of any relevant qualifications 
· evidence of any approved training (including first aid)
· WWC- identifying number and expiry date
· in relation to volunteers and students-
· full name, address and DOB
· record for each day the student or volunteer participates in the service- including date and hours of participation.
	




☐


☐
☐
☐

☐

☐
☐
☐

☐



☐

☐

	




☐


☐
☐
☐

☐

☐
☐
☐

☐



☐

☐

	




☐


☐
☐
☐

☐

☐
☐
☐

☐



☐

☐


	

	R.123A
	Family day care coordinator to educator ratios

If the service has been providing education and care for less than 12 months: 
· Is there 1 coordinator employed for every 15 educators engaged by or registered with the service?

	





☐


	





☐


	





☐


	

	
	
If the service has been providing education and care for more than 12 months and the number of family day care educators engaged by or registered with the service is not more than 25:
· Is there 1 full-time equivalent family day care co-ordinator?

	





☐


	





☐


	





☐


	

	
	
If the number of family day care educators engaged by or registered with the service exceeds 25: 
· Is there 1 full-time equivalent family day care co-ordinator AND
· an additional 0.2 full-time equivalent family day care co-ordinator for every additional 5 family day care educators (or part of that number)?
	



☐

☐

	



☐

☐

	



☐

☐

	

	R.158

Prescribed record 

	Children’s attendance records 

Does the approved provider keep a record of children’s attendance including: 

(a) full name of each child attending the service 
(b) date and time each child arrives and departs 
(c) is signed by either the person who delivers/ collects the child or a nominated supervisor/ educator.

	




☐

☐

☐


	




☐

☐

☐



	




☐

☐

☐

	AO to sight a sample of attendance records for children educated and cared for by those FDC educators who will be visited

	R.87

Prescribed record 

	(3) The incident, injury, trauma and illness record must include —

(a) details of any incident or injury
received by a child or trauma to which a child has been subjected including -
(i) the name and age of the child; and
(ii) the circumstances leading to the incident, injury or trauma; and
(iii) the time and date the incident occurred, the injury was received, or the child was subjected to the trauma.

(b) details of any illness which becomes apparent while the child is being educated and cared for including 
(i) the name and age of the child; and
(ii) the relevant circumstances surrounding the child becoming ill and any apparent symptoms; and
(iii) the time and date of the apparent onset of the illness.

(c) details of the action taken in relation to any incident, injury, trauma or illness which a child has suffered including -
(i) any medication administered, or first aid provided; and
(ii) any medical personnel contacted;
(d) details of any person who witnessed the incident, injury or trauma;
(e) the name of any person -
(i) whom the education and care service notified or attempted to notify, of any incident, injury, trauma or illness which a child has suffered 
(ii) the time and date of the notifications or attempted notifications;
(f) the name and signature of the person making an entry in the record, and the time and date that the entry was made.

	


☐


☐
☐

☐


☐



☐
☐


☐





☐

☐

☐


☐


☐

☐

	


☐


☐
☐

☐


☐



☐
☐


☐





☐

☐

☐


☐


☐

☐

	


☐


☐
☐

☐


☐



☐
☐


☐





☐

☐

☐


☐


☐

☐

	AO to review a sample of completed records from the past 6 months to assess the AP’s compliance re reportable incidents/serious incidents. This can be assessed post visit. 

	R.97

CD - AP



	Emergency evacuation procedures

The service must:

(3)(a)  	rehearses emergency and 	evacuation procedures at least 	every three months.
(3)(b)	rehearsals are documented.

Please note: if documented rehearsal records are not available at the visit, please request these to be provided as they are not prescribed records that must be available at the visit.

	



☐


☐



	



☐


☐



	



☐


☐



	Record dates of last rehearsals for each FDC educator visited:
Evacuation:    

Lockdown:    


Other:   
…………………………………………………

Evacuation:    

Lockdown:    


Other:   


	S.168



	Offence relating to required programs
Does the approved provider ensure programs being delivered to children are:
(a) based on an approved learning framework (EYLF or MTOP)?
(b) is delivered in a manner that accords with the approved learning framework?
(c) is based on the developmental needs, interests and experiences of each child?
(d) is designed to take into account the individual differences of each child?

	





☐


☐


☐


☐
	





☐


☐


☐


☐
	





☐


☐


☐


☐
	

	S. 175
	Offence relating to requirement to keep enrolment records and other documents.
· Are prescribed records (as per R.177) available for inspection by the AO?
· Are they, to the extent practicable, kept at the premises, if relation to operation of the service, staff, children? 
· In any other case, kept in a place/ manner that is readily accessible to the AO?
	




☐


☐

	




☐


☐


	




☐


☐



	

	

	Excursions or regular outings 
(if applicable)
	Yes
	No
	N/A
	Comments


	R.100
	Risk assessment must be conducted before excursion – Conduct of risk assessment for excursion
Do FDC educators conduct excursions or regular outings?
	




☐

	




☐

	
	



If YES move to the next question 
If NO checklist is complete


	
	Does the approved provider ensure that FDC educators carry out a risk assessment in accordance with R.101 before seeking authorisation for an excursion?
(2) Do excursion risk assessments consider:
(a) route and destination 
(b) water-based hazards 
(c) any risks associated with water-based activities
(d) where transporting children: 
(i) the means of transport and
(ii) any requirements for seatbelts or safety restraints under WA law
(iii) the process for entering and exiting the service premises and the pick-up locations or destination. 
(iv) procedures for embarking and disembarking the means of transport, including how each child is to be accounted for on embarking and disembarking. 
(e) number of adults/children 
(f) given the risks, the number of educators or other adults required to provide supervision and whether adults with special skills are required 
(g) proposed activities. 
(h) duration of excursion 
(i) items/equipment required.

(4)(c) Are risk assessments for regular outings undertaken at least every 12 months? 

	

☐




☐
☐
☐


☐
☐

☐



☐




☐
☐



☐
☐
☐

☐

	

☐




☐
☐
☐


☐
☐

☐



☐




☐
☐



☐
☐
☐

☐

	

☐




☐
☐
☐


☐
☐

☐



☐




☐
☐



☐
☐
☐

☐

	AO to review a completed risk assessment for the most recent excursion and/ or regular outing for each FDC educator who will be visited. 



	R.102
	Authorisation for excursions 

Does the approved provider ensure that written authorisation which includes all information set out in R.102(4) is obtained for 
each child being educated and cared for, before they are taken on an excursion?

(4)(a) the child’s name. 

(b) the reason the child is being taken from the premises. 

(c) if for a regular outing a description of when the child will be taken on regular outings 

(ca) the date of the excursion 

(d) a description of the proposed destination 

(e)(i) the means of transport 
(e)(ii) any requirements for seatbelts or safety restraints under WA law 

(f) proposed activities. 

(g) the period the child will be away from the premises. 

(h) anticipated no of children attending. 

(i) anticipated ratio of educators attending 

(j) anticipated no of staff and any other adults accompanying and supervising 

(k) that a risk assessment has been prepared and is available at the service 

* This does not include school runs as this is considered regular transportation rather than an excursion. 

*While information for risk assessments and authorisations are similar, they are separate requirements and must be assessed separately.

	




☐



☐

☐


☐


☐

☐

☐
☐


☐

☐


☐

☐

☐


☐



	




☐



☐

☐


☐


☐

☐

☐
☐


☐

☐


☐

☐

☐


☐


	




☐



☐

☐


☐


☐

☐

☐
☐


☐

☐


☐

☐

☐


☐



	AO to sample authorisations for the same excursion that the risk assessment was reviewed for. Sampling should be based on the number of children who attended. 





Comments/Discussion:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
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