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FAMILY DAY CARE PRINCIPAL OFFICE 
POST-APPROVAL AND POST-TRANSFERS CHECKLIST

	[bookmark: _Hlk1387204]
[bookmark: _Hlk1387707]Education and Care Services National Law (Western Australia)[footnoteRef:1] and [1:  This is the Schedule of the Education and Care Services National Law (WA) Act 2012, per section 4 of the Act.] 

Education and Care Services National Regulations 2012
 
Name of Service: ______________________________________________________________________
Service Approval no: SE-_________________	Service email: ____________________
Address: _____________________________________________________________________________
Telephone:_________________________	 	Mobile: _______________________________
Approved Provider (AP): _________________________________________________________________
Provider Approval no: PR-______________ After Hours Phone Number: _______________________
Nominated Supervisor (NS): _______________________________________________________
Nominated Supervisor Written Consent:   Yes  /  No
Proposed date of commencement: _______________________________________________________________
[bookmark: _Hlk535837141]



AUTHORISED OFFICER (AO): __________________________________  	Date: _______________

AUTHORISED OFFICER (AO): __________________________________  	Date: _______________




(All the above information is required for R.26 Application for service approval – family day care service. This information can be filled out prior to the visit and checked for accuracy at the time of the visit.)

	Discussion points
	Guidance Notes/Comments

	Number of educators currently registered

Are any of these based in regional areas?

* is there a condition on the service approval limiting the number of educators who may be engaged? If so, check this has not been exceeded (as per R.32A).

	
Record the number of registered educators 




Y  ☐                                     N  ☐




	Number of coordinators currently employed

*The ratio of coordinators to educators for the first 12 months is 1:15. After this, the ratio changes to 1:25. 

	
Record the number of proposed coordinators 


	In what areas/regions do you register FDC Educators?

* If the Principal Office is metropolitan based, how do they support regionally based educators?
	List areas:




	Days and hours of operation

* Office hours and educator operating; hours may differ. The hours to be displayed should be the service operating hours (ie if an educator operates on weekends this should be included etc.).

	
Record days and hours 





Are any registered educators providing 
· overnight care   Y  ☐                N ☐
· weekend care    Y  ☐                N ☐







	[bookmark: _Hlk176431821]Law/
Reg
	Item
	Yes
	No
	Not 
determined
	Comments


	
	SAFETY, HEALTH & WELLBEING
	
	
	
	

	[bookmark: _Hlk200444130][bookmark: _Hlk176441400]
R.97
CD - AP
	
Emergency and evacuation procedures
 
(2) Has a risk assessment has been prepared which identifies potential emergencies that are relevant to the service for the purpose of preparing the emergency and evacuation procedures.

(3)  How will you ensure emergency and evacuation procedures relevant to each educator will be rehearsed and documented at least once every 3 months?

Where an educator operates from a multi-story building shared with other occupants and on a story with no direct egress to an assembly area:  

(a) do the emergency and evacuation procedures also set out:  
(i) all possible evacuation routes from each storey on which the premises is located; and 
(ii) the evacuation routes that are proposed to be used in an evacuation; and 
(iii) how all children will be safely evacuated from the premises, including non-ambulatory children; and 
(iv) the stages in which an evacuation will be carried out; and 
(v) the identity of the person in charge of an evacuation; and 
(vi) the roles and responsibilities of staff members during an evacuation; and 
(vii) the arrangements made with the other occupants of the multi-storey building in relation to the evacuation of the multi-storey building.

* Clarify that the service risk assessment includes considerations for the different locations and context for each educator and includes all potentially relevant emergencies.

Sight the risk assessment and corresponding procedures.
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	PREMISES
	
	
	
	

	R.116
CD - AP
























	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. 

· Are there processes in place to ensure that an assessment of each residence/venue including a risk assessment is conducted –
· before education and care is provided to children; and 
· at least annually?

Is the AP able to explain how they will ensure that all FDC educators advise the AP of - 
· any proposed renovations to the residence or venue; and
· any changes relating to the residence or venue affecting the education and care provided to children at the service.

* How do you to assess FDC and venues including the fact that venues must be approved by the RA based on exceptional circumstances.

*Please sight copies for both educators to be visited.
	









☐

☐




☐

☐
	









☐

☐




☐

☐
	









☐

☐




☐

☐
	

	
	STAFFING & QUALIFICATIONS
	
	
	
	

	R.124
	Number of children who can be cared for by FDC educator.

How many children are in attendance with the FDC Educator today?



	
	
	
	Under preschool age: 



Over preschool age: 



Absent children: 



	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? Please request to sight records which support the decision to do this.

Approved providers will need to ensure that 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, are kept on the register of FDC educators. The details, must 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.


* Exceptional circumstances are detailed in R.124(6) as:

(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.

	



☐

	



☐

	



☐

	

	R.123A 
	Family day care co-ordinator to educator ratios – family day care service

FDC service has correct number of full-time equivalent co-ordinators to meet co-ordinator to educator ratio of 
1:15 for first 12 months of operation and 
1:25 thereafter.

*A condition will be imposed on a new FDC servicer restricting the number of educators who may be registered with the service to 10.  This may be changed upon amendment application but is likely to remain in force for at least the first 12 months to demonstrate the service has a history of compliance with the Law/Regs.


	


☐
	


☐
	


☐
	

	R.128
	Family day care co-ordinator qualifications

A family day care co-ordinator must 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

* check records for each coordinator employed
	


☐



☐
☐
☐
☐
☐

☐
	


☐



☐
☐
☐
☐
☐

☐
	


☐



☐
☐
☐
☐
☐

☐
	

	R.127
	Family day care educator qualifications

All FDC educators must hold at least an approved certificate III level education and care qualification. 

AO to sight a sample of educator qualifications from the register of FDC educators. 

	

☐


☐

	

☐


☐

	

☐


☐

	

	R.136

CD - AP

	First aid qualifications

Do all educators hold an ACECQA approved:

· first aid qualification.
· emergency asthma management training 
· anaphylaxis management training

AO sighted qualifications for at least the 2 educators visited.

* From 1 June 2024 R136(4A) 
(a) an approved first aid qualification is taken to be current if 
(i) emergency life support training and/or CPR training was completed within the previous year and
(ii) in the case of any other training that forms part of the first aid qualification the training was completed within the previous 3 years.
(b) approved anaphylaxis management training is taken to be current if completed within the previous 3 years.
(c) approved emergency asthma management training is taken to be current if completed within the previous 3 years.
	



☐
☐
☐

☐
	



☐
☐
☐

☐
	



☐
☐
☐

☐
	

	R.144
	Family day care educator assistant
Do any educators have an educator assistant? 
Discussion point – their approach to using FDC assistants.  Ensure they understand which circumstance a FDC Assistant may be used.
	

☐
	

☐
	

☐
	If YES complete section below

If NO move to next section R.163

	YES
	(2) An approved provider of a family day care service may approve a person as a family day care educator assistant to assist a family day care educator in providing education and care to children as part of the family day care service.
(3) An approved provider must not approve a person under subregulation (2) unless the family day care educator provides the written consent of a parent of each child being educated and cared for by the educator to the use of the family day care educator assistant in the circumstances set out in subregulation (4).
(4) An approved family day care educator assistant may assist the family day care educator —
(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.
	







☐
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☐









☐
	

	R.163

CD - AP
	Residents at family day care residence and family day care educator assistants to be fit and proper persons.

Does the AP have processes in place to assess the fitness and propriety of residents aged 18 years and over and educator assistants?

(a)  a criminal history record check issued not more than 6 months before it is considered;
(b) a current working with children check, working with children card or working with vulnerable people check issued on the basis of a criminal history record check;
(c) a current teacher registration.

Discussion point – discuss the requirements for people over 18 residing at a FDC residence.  May include discussion around CRC, WWCC, teacher registrations. 




	




☐



☐


☐



☐
	




☐



☐


☐



☐
	




☐



☐


☐



☐
	

	R.164

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

Does the approved provider have processes for each family day care educator to notify the provider of —
(a) any new person aged 18 years or over who resides, or intends to reside, at the educator’s family day care residence; and
(b) any circumstance relating to a person who resides, or intends to reside, at the educator’s family day care residence that may affect whether the person is a fit and proper person to be in the company of children.

* The documents are required to be held by the AP at the office. 

Discussion Point: Circumstance effecting the fitness and propriety of a person residing at the residence may include:
· Criminal convictions
· Allegations
· Prohibitions






	





☐



☐



	





☐



☐



	





☐



☐



	

	R.168
CD - AP
	Education and care service must have policies and procedures

List of policies:
168(2)
(a) health and safety, including matters relating to — 
	(i)	nutrition, food and beverages, dietary requirements; and
	(ii)	sun protection; and
	(iii)	water safety, including safety during any water‑based activities; and
	(iv)	the administration of first aid; and
	(v)	sleep and rest for children including the matters set out in regulation 84B;
(b) 	incident, injury, trauma and illness procedures complying with regulation 85;
· must include procedures to be followed by nominated supervisors and staff members of, and volunteers at, the service in the event that a child —
(i) is injured; or
(ii) becomes ill; or
(iii) suffers a trauma.
(c)	dealing with infectious diseases, including procedures complying with regulation 88;
· reasonable steps are taken to prevent the spread of the infectious disease at the service.
· the service must ensure that a parent or an authorised emergency contact of each child being educated and cared for by the service is notified of the occurrence as soon as practicable.
(d) 	dealing with medical conditions in children
(e)	emergency and evacuation including the matters set out in R.97 (above)
(f) 	delivery of children to, and collection of children from, education and care service premises, including procedures complying with S.165A
· children may be delivered/collect by: the child’s parents, an authorised nominee, or a person authorised by one of these people.
· A child may leave the premises for: an excursion, to receive medical hospital or ambulance care or because of another emergency.  
	(g)	excursions, including procedures complying with regulations 100 to 102 (below)
(ga)	if the service transports or arranges transportation of children other than as  part of excursions, transportation including procedures complying with Chapter 4 Part 4.2 Division 7 (below);
(gb)	the safe arrival of children who travel between an education and care service and any other education or early childhood service within the meaning of regulation 102AA, including the matters set out in regulation 102AAB;
(h)	 providing a child safe environment, including matters relating to;
(i) the promotion of a culture of child safety and wellbeing within the service
(ii) the safe use of online environments at the service
(i) 	staffing, including — 
(i)	 a code of conduct for staff members; and
(ii)	  determining the responsible person present at the service; and
(iii )	the participation of volunteers and students on practicum placements;
(j) 	interactions with children, including the matters set out in regs 155 and 156;
· Children (R.155):
· are encouraged to express themselves and their opinions; and
· are allowed to undertake experiences that develop self-reliance and self-esteem; and
· dignity and rights are maintained at all times and
· (R.156)
· are given positive guidance and encouragement toward acceptable behaviour; and
· family and cultural values, age, and physical and intellectual development and abilities is considered.
· Children are given opportunities to interact and develop respectful and positive relationships with each other and with staff members of, and volunteers at, the service, with regard to the size and the composition of the groups.
(k)	 enrolment and orientation;
(l) 	governance and management of the service, including confidentiality of records;
(m) the acceptance and refusal of authorisations;
(n) payment of fees and provision of a statement of fees charged by the education and care service;
(o)	 dealing with complaints including matters relating to –
(i) the provision of a complaint handling system at the service that is child focused; and
(ii) the management of a complaint the alleges a child is exhibiting harmful sexual behaviours.

* If policies are unavailable to be sighted then breach R.171

Discussion point: has the AP prepared policies and procedures in line with the requirement of R.168 and R.169 and provide a statement to this effect, if not you will be required to do so. 

Reminder: it is important that the AP complies as policies and procedures will be checked at a post-approval visit.

* AO is not required to review the content of these policies in detail.  Please check that the service has the policies in line with what is listed in the checklist.

Only the following policies have procedures which require a more detailed review of the policy:
1. Sleep and rest (R.84B) 
1. Incident, injury, trauma and illness (R.85)
1. Dealing with infectious diseases (R.88)
1. Emergency and evacuation (R.97 - this is a separate item on the checklist)
1. Delivery of children to, and collection of children from, education and care service premises (S.165A) 
1. Excursions (R.100, R.101, R.102 - these are separate items on the checklist)
1. Safe arrival of children (R.102AAB - this is a separate item on the checklist)
1. Interactions with children (R.155 and R.156)
1. Assessment and reassessment of proposed FDC residences / venues (R.116)
1. Register of FDC educators, educator assistants and coordinators (R.153)
1. Assessment of FDC educators, educator assistants and persons residing at FDC residences (R.163)
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	R.169















	Additional policies and procedures – family day care service

169(2)
(a) assessment of proposed family day care venues and proposed family day care residences and reassessment of approved family day care venues and family day care residences, including matters to meet the requirements of regulation 116;

(b) engagement or registration of family day care educators;

(c) keeping of a register of family day care educators, family day care co-ordinators and family day care educator assistants under regulation 153;

(d) monitoring, support and supervision of family day care educators, including how the service will manage educators at remote locations;

(e) assessment of family day care educators, family day care educator assistants and persons residing at family day care residences, including the matters required under regulation 163;

(f) visitors to family day care residences and venues while education and care is being provided to children as part of a family day care service;

(g) the provision of information, assistance and training to family day care educators;

(h) the engagement or registration of family day care educator assistants 

* If policies are unavailable to be sighted then breach R.171

* Sight the policies 

Only the following policies have procedures which require a more detailed review of the policy:
1. Assessment of FDC Venues and residences including the matters set out in R.116 
2. Assessment of FDC assistants and persons residing at the residence including the matters set out in R.163
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	PRESCRIBED INFORMATION/RECORDS
	
	
	
	

	R.153 

S.269
INF- AP

	Register of FDC educators, co-ordinators and educator assistants

Evidence of register of FDC register sighted.

(1) The register must include the following information in relation to each family day care educator engaged by or registered with the service —
(a) full name, address, DOB of educator

(b) contact details of educator

(c) the address of the residence or approved family day care venue where the educator will be providing education and care to children as part of the service, including a statement as to whether it is a residence or a venue.

(d) the date that the educator ceased to be engaged by or registered with the service.

(e) date educator ceased registration.

(f) days/hours when educator usually operates.

(g) if educator is an AP, the number of the AP and date approval granted

(i) evidence of any relevant qualifications held by educator OR educator working towards that qualification

(j) evidence educator holds a current approved first aid qualification

(ja) evidence that the educator has undertaken –
(i) current approved anaphylaxis management training AND
(ii) current approved emergency asthma management training

(k) evidence of any other training completed by educator

(l) WWC- identifying number and expiry date, and date WWCC was sighted by AP or NS of the service.
(la) in relation to a check registration of WWCC the date that the check or registration was sighted by the AP/NS.

(m) for each child educated and cared for by the educator –
(i) child’s name and DOB AND
(ii) days/hours of usual care

(n) if education and care is a residence –
(i) the full names and DOB of all persons aged 18yrs and over who normally reside at the place
(ii) the full names and DOB of all children aged under 18yrs who normally reside at the FDC residence

(o) for persons 18yrs or over who normally reside at the premises, a record of-
(i) WWC- identifying number and expiry date OR criminal history record check (issued no more than 6 months before it is considered) OR teacher registration. 
(ii) the date that the WWC card or CHR check was sighted by the AP/ NS.

(p) evidence that the educator is adequately monitored and supported by a family day care co-ordinator while the educator is providing education and care to children, including the following information –
(i) the dates and times of any visits by the co-ordinator to the family day care residence or family day care venue for the purpose of monitoring or support 
(ii) the dates and times of any telephone calls between the co-ordinator and the educator for the purpose of monitoring or support
(iii) details of any correspondence or written materials provided to the educator by the co-ordinator for the purpose of monitoring or support and the dates and times the correspondence or materials were provided to the educator.

(2) The register must include the following information in relation to each family day care co-ordinator employed or engaged by the service —
(a) the full name, address and date of birth of the co-ordinator;

(b) the contact details of the co-ordinator;

(c) the date that the co-ordinator was employed or engaged by the service;

(d) the date that the co-ordinator ceased to be employed or engaged by the service (if applicable);

(e) if the co-ordinator is an approved provider, the number of the provider approval and the date the approval was granted;

(f) evidence of any relevant qualifications held by the co-ordinator;

(g) if the co-ordinator will be providing education and care to children, evidence that the co-ordinator holds a  current approved first aid training; and

(ga)  if the co-ordinator will be providing education and care to children, evidence that the co-ordinator has undertaken - 
(ii) current approved anaphylaxis management training; and
(iii) current approved emergency asthma management training;

(h) evidence of any other training completed by the co-ordinator;

(i) a record of a working with children check, the identifying number of the current check and the expiry date.

(j) the date WWCC was sighted by AP or NS of the service.

(3) The register must include the following information in relation to each family day care educator assistant engaged by or registered with the service —
(a) full name, address and DOB

(b) contact details of the assistant;

(c) name of the educator to be assisted by the assistant;

(d) the address of the residence or approved family day care venue where the educator assistant will be providing education and care to children as part of the service, including a statement as to whether it is a residence or a venue;

(e) date the assistant was engaged by or registered with the service;

(f) when applicable, the date the assistant ceased to be engaged by or registered with the service

(g) if the educator assistant is an approved provider, the number of the provider approval and the date the
approval was granted;

(h) evidence of any relevant qualifications held by the educator assistant;

(i) evidence that the assistant holds a current approved first aid training; 

(ia) evidence that the educator assistant has undertaken - 
(i) current approved anaphylaxis management training; and
(ii) current approved emergency asthma management training;

(j) evidence of any other training completed by the educator assistant

(k) a record of:
· WWC- identifying number and date of expiry OR record of criminal history check OR teacher registration

(l) date the WWC or CHR or TR was sighted by AP/NS.

(4) Information held on the register in relation to a family day care educator, a family day care co-ordinator or a family day care educator assistant must be kept on the register until the end of 3 years after the date on which the family day care educator, the family day care co-ordinator or the family day care educator assistant ceased to be employed or engaged by or registered
with the service.

*AO to check that number of FDC educators does not exceed the maximum number of FDC educators stipulated on the conditions of the service approval (R.32A)

For the purposes of section 269(1)(a) of the Law, the register must include information in relation to each family day care educator engaged by or registered with the service. 
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For the purposes of section 269(1)(b) of the Law, the register must include information in relation to each family day care co-ordinator employed or engaged by the service.


















































For the purposes of section 269(1)(c) of the Law, the register must include information in relation to each family day care educator assistant engaged by or registered with the service.














	R.154

	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 (R.146)
· 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.
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	R.180





	Evidence of prescribed insurance 

· Evidence of the current prescribed insurance including public liability is 
available at the principal office (possible cover note).

*Check that the public liability insurance is available for the service and for the 2 residences/venues to be visited.

10 million dollars (R.29) Please note the name of insurer and how much insured for.
	

☐
	

☐
	

☐
	

	S. 175



R.177(2) & (3) 
CD – AP
INF - AP
	(1) Offence relating to requirement to keep enrolment records and other documents
· Are prescribed documents available for inspection by AO? (as detailed in R.177)
· Must, to the extent practicable, be kept at the premises, if relation to operation of service, staff, children. 
· In any other case, must be kept in a place/manner that is readily accessible to AO.


Prescribed enrolment and other documents to be kept by FDC educator.

Is there accurate documentation available on the following:
(a) the documentation of child assessments or evaluations for delivery of the educational program as set out in regulation 74;

(b) an incident, injury, trauma and illness record as set out in regulation 87;

(c) a medication record as set out in regulation 92;

(d) a children’s attendance record as set out in regulation 159;

(e) child enrolment records as set out in regulation 160;

(f) a record of visitors to the family day care residence or approved family day care venue as set out in regulation 165

*check the Principal Office has records, it is not necessary to check the contents of the documents/records. 

Where the Principal Office does NOT have records/documents, it is a breach of S.175(1)
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☐

	





	R. 165
	Record of visitors to residences
(1) An approved provider of a family day care service must take all reasonable steps to ensure that a record is kept of all visitors to a family day care residence or approved family day care venue while children are being educated and cared for at the residence or venue as part of that service.

(2) A family day care educator must keep a record of all visitors to a family day care residence or approved family day care venue while children are being educated and cared for by the educator at the residence or venue as part of a family day care service.

(3) The record of visitors must include the signature of the visitor and the time of the visitor’s arrival and departure.
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	R.158
	Children’s attendance record to be kept by approved provider
(1) The approved provider of an education and care service must ensure that a record of attendance is kept for the service that — 
(a) records the full name of each child attending the service; and
(b) records the date and time each child arrives and departs; and
(c) is signed by one of the following persons at the time that the child arrives and departs — 
	(i) the person who delivers the child to the education and care service premises or collects the child from the education and care service premises;
	(ii) a nominated supervisor or an educator.
(2) A preschool program provided by a school is not required to comply with subregulation (1) if it keeps attendance records in accordance with the education law, or Government education department policy, of the participating jurisdiction.
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	R.160
	Child enrolment records to be kept by approved provider and family day care educator
(1) The approved provider of an education and care service must ensure that an enrolment record is kept that includes the information set out in subregulation (3) for each child enrolled at the education and care service.
(2) A family day care educator must keep an enrolment record that includes the information set out in subregulation (3) for each child educated and cared for by the educator.
(3)	An enrolment record must include the following information for each child — 
(a) the full name, date of birth and address of the child;
(b) the name, address and contact details of — 
	(i) each known parent of the child; and
	(ii) any person who is to be notified of an emergency involving the child if any parent of the child cannot be immediately contacted; and
	(iii) any person who is an authorised nominee; and
Note:	Authorised nominee means a person who has been given permission by a parent or family member to collect the child from the education and care service or the family day care educator. See section 170(5) of the Law.
	(iv) any person who is authorised to consent to medical treatment of, or to authorise administration of medication to, the child; and
	(v) any person who is authorised to authorise an educator to take the child outside the education and care service premises; and
	(vi) any person who is authorised to authorise the education and care service to transport the child or arrange transportation of the child;
(c) details of any court orders, parenting orders or parenting plans provided to the approved provider relating to powers, duties, responsibilities or authorities of any person in relation to the child or access to the child;
(d) details of any other court orders provided to the approved provider relating to the child’s residence or the child’s contact with a parent or other person;
(e) the gender of the child;
(f) the language used in the child’s home;
(g) the cultural background of the child and, if applicable, the child’s parents or any other family members;
(h) any special considerations for the child, for example any cultural, religious or dietary requirements or additional needs;
(i) the relevant authorisations set out in regulation 161 (below);
(j) the relevant health information set out in regulation 162 (below).
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	R.161
	Authorisations to be kept in enrolment record
(1) The authorisations to be kept in the enrolment record for each child enrolled at an education and care service are — 
(a) an authorisation, signed by a parent or a person named in the enrolment record as authorised to consent to the medical treatment of the child, for the approved provider, a nominated supervisor or an educator to seek — 
	(i) medical treatment for the child from a registered medical practitioner, hospital or ambulance service; and
	(ii) transportation of the child by an ambulance service;
	and
(b) if relevant, an authorisation given under regulation 102 for the education and care service to take the child on regular outings; and
(c) if relevant, an authorisation given under regulation 102D(4) for regular transportation of the child.
(2) The authorisations to be kept in the enrolment record for each child educated and cared for by a family day care educator are — 
(a) an authorisation, signed by a parent or a person named in the enrolment record as authorised to consent to the medical treatment of the child, for the family day care educator to seek — 
	(i) medical treatment for the child from a registered medical practitioner, hospital or ambulance service; and
	(ii) transportation of the child by an ambulance service;
	and
(b) if relevant, an authorisation given under regulation 102 for the family day care educator to take the child on regular outings; and
(c) if relevant, an authorisation given under regulation 102D(4) for regular transportation of the child.
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	R.162 
	Health information to be kept in enrolment record.  (as pertains to children’s medical conditions and dietary requirements)
(c) details of any – 
(i) specific healthcare needs of the child, including any medical condition; and 
(ii) allergies, including whether the child has been diagnosed as at risk of anaphylaxis; and 
(d) any medical management plan, anaphylaxis medical management plan or risk minimisation plan to be followed with respect to a specific healthcare need, medical condition or allergy referred to in paragraph (c) and
(e) details of any dietary restrictions for the child.

Guidance Note: Please review a sample of enrolment records of educators to be visited.  Ideally, children who would be in attendance on the day of the visit. 

Enrolment records must be kept by the educator and the office.
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	S.172

INF,CD – 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 of the educational leader
· contact details for the Regulatory Authority.
· in the case of a family day care residence or approved family day care venue, a notice stating that a child who has been diagnosed as at risk of anaphylaxis-
(A) is enrolled at the family day care
service; and
(B) attends the family day care residence or family day care venue;
· In the case of a family day care residence or approved family day care venue, a notice stating that there has been an occurrence of an infectious disease at the family day care residence or family day care venue.
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	QUALITY IMPROVEMENT PLAN (QIP)
	
	
	
	

	R.55


CD - AP
	55. Quality improvement plans

(1) The approved provider of an education and care service must ensure that, within 3 months of the grant of the service approval, a quality improvement plan is prepared for the service that —
(a) includes an assessment by the provider of the quality of the practices of the service against the National Quality Standard and these Regulations; and

(b) identifies any areas that the provider considers may require improvement; and
(c) contains a statement of the philosophy of the service.
(2) The approved provider must submit the quality improvement plan to the Regulatory Authority on request.

*The QIP is not required to address every element, standard and quality area.  Providing some strengths and potential areas for improvement have been identified and it includes the service philosophy, the provider has met this requirement.
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	SLEEP & REST
	
	
	
	

	R.84C

CD - AP
	Risk assessment for purposes of sleep and rest policies and procedures

Has a sleep and rest risk assessment been conducted within the last 12 months?

At each FDC residence or approved venue, does the risk assessment consider:
(2) A risk assessment must consider the following — 
(a) the number, ages and developmental stages of children 

(b) the sleep and rest needs of children (including health care needs, cultural preferences, sleep and rest needs of individual children and requests from families about a child’s sleep and rest) 

(c) the suitability of staffing arrangements to adequately supervise and monitor children during sleep and rest periods;

(d) the level of knowledge and training of staff supervising children during sleep and rest periods; 

(e) the location of sleep and rest areas, including the arrangement of cots and beds within the sleep and rest areas 

(f) the safety and suitability of any cots, beds and bedding equipment, having regard to the ages and developmental stages of the children who will use the cots, bed and bedding equipment; 

(g) any potential hazards — 
(i) in sleep and rest areas; or 
(ii) on a child during sleep and rest periods; 

(h) the physical safety and suitability of sleep and rest environments (including temperature, lighting and ventilation) 

(i) in the case of a FDC service that provides overnight care to a child, any risk that the overnight care provided at the FDC residence or approved venue may pose to the safety, health and wellbeing of the child.

(4) The approved provider must keep a record of each risk assessment conducted.

*How are risk assessments for sleep and rest undertaken, how often and by whom? (Please sight the last sleep and rest risk assessment completed for each of the educators to be visited, and write down the dates)
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	TRANSPORT
	
	
	
	Guidance Note – Transport does not include walking transportation.  

Transport is for REGULAR transport NOT for an excursion

	R.102B

CD - AP
	Does the service provide regular transportation for children?

· a risk assessment for a regular transportation of a child was prepared not more than 12 months ago.

	
☐


☐
	
☐


☐
	
☐


☐
	If YES move to R.102C
If NO move to next section 

	R.102C


	Has the service conducted a risk assessment for transporting of children by education and care service?

A risk assessment must consider:
(a) 	the proposed route and duration of the transportation; and
	(b) 	the proposed pick‑up location and destination; and
	(c) 	the means of transport; and
	(d)	any requirements for seatbelts or safety restraints under a law of each jurisdiction in which the children are being transported; and
	(e) 	any water hazards; and
	(f) 	the number of adults and children involved in the transportation; and
	(g)	given the risks posed by transportation, the number of educators or other responsible adults that is appropriate to provide supervision and whether any adults with specialised skills are required; and
(h)	whether any items should be readily available during transportation; and
	Example for this paragraph: 
		A mobile phone and a list of emergency contact numbers for the children being transported.
(i) 	the process for entering and exiting —
	(i) 	the education and care service premises; and
	(ii) 	the pick‑up location or destination (as required); 
		and
(j)	procedures for embarking and disembarking the means of transport, including how each child is to be accounted for on embarking and disembarking.

Guidance Note: While information for risk assessments and authorisations are similar, they are separate requirements and must be assessed separately.
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	SAFE ARRIVAL OF CHILDREN
	
	
	
	Guidance Note – Travel indicates the movement of the child as opposed to transportation that includes children walking from class to an OSHC Service for example

	R.102AA
	Does the educator collect the children from school or another education and care service? 


	
☐
	
☐
	
☐
	If YES move to next question R.102AAC

If NO move to next section. 

	R.102AAC
CD - AP
	Risk assessment for the purposes of safe arrival of children policies and procedures?
(1) For the purposes of preparing the safe arrival of children policies and procedures under regulation 102AAB(1), the AP must ensure that a risk assessment is conducted in accordance with this regulation.

(2) The approved provider must conduct a risk assessment —
(a) at least once every 12 months; and
(b) as soon as practicable after becoming aware of any circumstance that may affect the safe arrival of children travelling between an education and care service and any other education or early childhood service.

(3) A risk assessment must —
(a) identify and assess any risks that a child’s travel between an education and care service and any other education or early childhood service may pose to the
safety, health or wellbeing of the child; and
(b) specify how the identified risks will be managed and minimised.

(4) Without limiting subregulation (3), a risk assessment must consider the following, in respect of a child who travels between an education and care service and any other education or early childhood service —

(a) the age, developmental stage and individual needs of the child;

(b) the role and responsibilities of the following persons (if applicable) —

(i) in the case of a child who leaves the service premises to travel to an education and care service premises of another education and care service — the nominated supervisor of each service;
(ii) the child’s parent;
(iii) an authorised nominee named in the child’s enrolment record;
(iv) a person authorised by —
(A) the child’s parent; or
(B) an authorised nominee named in the child’s enrolment record;

(c) the role and responsibilities of the service the care of which the child is entering or leaving;

(d) the communication arrangements between the service the child is leaving and the service the child is entering, including any communication arrangements if the child is missing or cannot be accounted for during the child’s travel;

(e) the procedure to be followed by the service if the service has identified that the child is missing or cannot be accounted for during the child’s travel;

(f) given the risks posed by the child’s travel, the number of educators or other responsible adults that are appropriate
to provide supervision;

(g) the proposed route and destination, including any proximity to harm and hazards;

(h) the process for entering and exiting —
(i) the service premises; and
(ii) the pick-up location or destination (as required);

(i) the procedure to be followed by the service to ensure the child leaves the service premises in accordance with section 165A(4)(b) of the Law as applying in Western Australia.

(5) If, after conducting a risk assessment, a risk relating to a child’s travel is identified, the approved provider must make any necessary updates to the safe arrival of children policies and procedures as soon as practicable.

(6) The approved provider must keep a record of each risk assessment conducted under this regulation.

*determine that the risk assessment includes all of the listed details.
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	EXCURSIONS
	
	
	
	

	R.100 

	Risk assessment must be conducted before excursion – Conduct of risk assessment for excursion
	
	
	
	

	
	Does the service conduct excursions or regular outings?

· a risk assessment for a regular outing was prepared not more than 12 months ago.

	☐


☐
	☐


☐
	☐


☐
	If YES move to Question below
If NO move to next section 

	
	
The service must carry out a risk assessment in accordance with R.101 before seeking authorisation for an excursion. 
(1) The risk assessment must-

(a) Identify and assess risks that the excursion may pose to the health, safety or wellbeing of any child being taken on the excursion; and
(b) specify how the identified risks will be managed and minimised.

(2) a risk assessment must consider -
(a) the proposed route and destination for the excursion; and
(b) any water hazards; and
(c) any risks associated with water-based activities; and 


(d) if the excursion involves transporting children – 
(i) the means of transport
(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.
and
(e) the number of adults/children involved in the excursion.
(f) given the risks, the number of educators or other adults that is appropriate to provide supervision.
· are adults with special skills required?
(g) the proposed activities; and
(h) the proposed duration of the excursion; and
(i) the items/equipment required on the excursion.


*AO should review a completed risk assessment for the most recent excursion/regular outing.

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