
Lake Macquarie 
Family Day Care
A quality education and care option in our community
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What is Family Day Care?
Family Day Care is a home-based education and care service. Children 
receive individualised care in a small, group setting in the homes of 
approved and qualified Family Day Care educators. Family Day Care’s 
child-centred approach puts the child’s wellbeing first by focusing on their 
unique interests and respecting their individual routines.

Educators are supported, monitored, and resourced by our coordination 
team.  Together, the network of educators, coordination team and families 
is collectively referred to as a family day care service. Lake Macquarie 
Family Day Care operates in accordance with the National Quality 
Framework and Commonwealth law. As a result, eligible families are able 
to access child care subsidies to reduce child care fees.

Lake Macquarie Family Day Care is a not-for-profit service. 

Lake Macquarie City Council is the approved provider of Lake Macquarie 
Family Day Care. 

Our philosophy guides our everyday practice. We encourage you to 
provide your ideas suggestions and feedback at any time. To access our 
philosophy visit  lakemac.com.au/childcare 

Who will be caring for my child?
Before an educator is registered, a number of processes and checks must 
occur.

Educators must hold a minimum of Certificate III in early education and 
care or be actively working toward completing a formal qualification. Most 
educators registered with Lake Macquarie Family Day Care hold early 
childhood qualifications including Certificate III, Diploma or Degree. 

All educators and household members must successfully complete a 
Working with Children Check and National Criminal History Record Check 
before caring for children. The home must meet the requirements of the 
National Quality Standards. Lake Macquarie has a thorough home audit 
document that educators must satisfactorily complete before registration. 
The audit review occurs annually. You can access a copy of this audit form 
on  lakemac.com.au/childcare 

Educators must hold current first aid qualifications, which include CPR, 
asthma and anaphylaxis management.
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Educators are self-employed and set their own days and hours of 
operation and fee for service. They must also adhere to Work Health and 
Safety Regulations, the National Quality Standards and the policies and 
procedures of Lake Macquarie Family Day Care at all times.

Educators can only care for a maximum of four children under school age 
(includes their own child/ren) and a total number of seven children at any 
one time. 

The majority of our educators operate in the Lake Macquarie and 
Newcastle local government area. We do have a few educators registered 
in the Port Stephens and Maitland areas. 

How is my child’s educator monitored?
Your child’s wellbeing and early learning are vitally important to us!

Family Day Care operates under the same regulations and legislation as 
other approved childcare services such as long day care. 

All services, including Family Day Care, are assessed and rated under the 
National Quality Framework. 
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Family Day Care educators are monitored, supported and mentored 
through regular home visits from coordinators who are experienced and 
qualified early childhood professionals.

Who IS IN THE coordination team?
• Service Manager/Nominated Supervisor – responsible for the 

overall operation of the service.

• Coordinators – Early Childhood-trained staff who conduct direct 
home visits to monitor, support and resource educators in accordance 
with the Early Years Learning Framework and ensure quality standards 
are maintained

• Educational Leader – our educational leader holds a degree in Early 
Childhood and has extensive experience. Our educational leader 
guides coordinators and educators in the delivery of the Early Years 
learning Learning Framework and My Time Our Place curriculum. 

• Business Assistant and Administrative Officers – support educators 
and families by undertaking administrative tasks of the service and 
ensure compliance with legislative requirements. 

Our team may contact you from time to time to discuss your needs, 
your child’s development or seek your feedback on satisfaction with our 
service.

When a coordinator visits your child in care, they may leave a visiting 
slip, which will provide you with their contact details should you wish to 
contact us.

How can parents be involved in the decisions of 

FAMILY DAY CARE?
Lake Macquarie Family Day Care respects the key role of parents and 
works within a collaborative partnership model that helps children to 
thrive.

It is vitally important parents contribute to service operations.

We acknowledge all parents are busy and often do not have time to attend 
meetings or workshops provided by Family Day Care. However, parents 
and guardians are encouraged to contact us at any time. You can do this 
by calling 4921 0156, emailing familydaycare@lakemac.nsw.gov.au  or 
come and see us at 81 Lakeview Street, Speers Point, during office hours. 
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Meetings are held throughout the year and we invite you to participate. 
Agendas and minutes are forwarded to educators (check the educator 
noticeboard) and families. We will contact you mainly by email on a regular 
basis to provide you with information about early childhood workshops, 
happenings in Lake Mac Libraries, Art Gallery and information about special 
events. We conduct a quality improvement survey (usually in March) which 
you will receive annually and we encourage you to participate. 

We may randomly phone you to ask you to participate in a quality audit to 
ensure your child’s care is meeting your satisfaction. 

Our service has a detailed Quality Improvement Plan, which you are 
welcome to review on request. The Quality Improvement Plan is developed 
and reviewed regularly based on parent, educator and stakeholder 
feedback and is mapped to the National Quality Standards:

1. Educational program and practice

2. Children’s health and safety

3. Physical environment

4. Staffing arrangements

5. Relationships with children

6. Collaborative partnerships with families and communities

7. Governance and leadership

We use suggestions as opportunities for improvement and add to our 
Quality Improvement Plan.

Lake Macquarie  Family Day Care is required to submit a copy of this plan 
to the Department of Education and Communities. It forms part of the 
Assessment and Rating process. Further information can be accessed at 
acecqa.gov.au 

How much does it cost?
Lake Macquarie Family Day Care charges an enrolment fee of $85 per 
family and it is only charged once. There is no need to pay the enrolment 
fee before your child starts care, as we will issue you an invoice after care 
has commenced. 

The cost of  family day care for you is determined by the individual 
educator’s fees and your eligibility to receive childcare subsidy. The current 
range of fees we have within our service is approximately $8 to $15 per 
child, per hour. Lake Macquarie Family Day Care charges an administration 
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levy to families, which is added to the total cost of care and noted on the 
educator fee schedule. 

Lake Macquarie Family Day Care is paid your subsidy portion directly 
by Centrelink when we process your child’s attendance records.  We 
then pass on your entitlement to your educator. You pay the difference 
between your fee entitlement and the full fee directly to your educator. 
This is called the ‘gap fee’. 

Parents will need to sign a contract with Lake Macquarie Family Day Care 
called a Complying Written Agreement (CWA). It outlines fees, and the 
days and hours your child is in care. Parents will also accept an enrolment 
notice in your myGov account. Other forms our office will give you provide 
us with the family and personal details of your child relevant to their care. 
We provide a copy of the enrolment information to the educator. 

If you apply to Centrelink for a fee subsidy, full fees will need to be paid to 
your educator until notice of your child care subsidy entitlement has been 
received by our office.

How do I apply?
• Phone or email our friendly team. We 

will ask you about your child  and care 
requirements. If a vacancy is available, 
we will provide you with the details of 
educators with vacancies. 

• Contact the educator/s for a meet and 
greet. 

At your meet and greet, you will have the 
opportunity to see the educator’s family 
day care space, and ask any questions 
about how their service operates. This is 
also an opportunity for the educator to 
meet your child and for you to share any 
information about your child that will be 
relevant to their care. 

Lake Macquarie Family Day Care
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Enrolment
Once you have decided which educator is the best fit, it is time to enrol. 
You can do this online, we can email you or the educator will provide you 
with a selection of forms to complete the forms, including an enrolment 
form. 

We will need your:

	application for admission completed;

	admission agreement;

	current immunisation history statement – obtained via myGov or  
 Medicare online;

	child’s proof of identity – copy of birth certificate; and

	copy of any parenting or court orders (if applicable). 

What should I discuss at the meet and greet with 

the educators?
The purpose of the meet and greet is to ensure you and your child are 
comfortable with the placement and the educator. Arranging this meeting 
on a day your child will be attending will help you determine how the 
placement might suit your child’s needs.

Some points to discuss include:

• your child’s routine and particular interests

• your child’s specific medical needs such as allergies, asthma, 
diabetes;

• any cultural or religious requirements; 

• any special dietary requirements or issues such as separation anxiety 
or sleep difficulties;

• your child’s current development and  individual needs such as toilet 
training, sleep and meal routines, likes and dislikes and fears;

• arrival and departure procedures;

• Educators’ Fees and Charges Schedule and any conditions for 
payment;

• whether the educator goes on outings or excursions away from the 
family day care environment?
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• educator qualifications and experience and how the educator 
implements the Early Years Learning Framework and MyTop (school- 
age children) curriculums;

• how the educator will share and communicate about your child’s 
learning and development; 

• who to contact for concerns or grievances in relation to provision of 
care; and

• emergency evacuation procedures.

All our policies and procedures can be accessed at lakemac.com.au/
childcare under Family Day Care policies and publications.

Commencing care
Each child is unique. Some children adapt quickly to care and others may 
take a little longer to settle when away from you.

Your educator will work with you to transition your child to care to enable a 
positive experience. Some strategies to assist a smooth transition include:

• always saying goodbye to your child;

• talking positively about care; and 

• allowing your child to have a comfort item like a favourite toy or 
blanket.

Your educator will keep you informed about how your child is settling. It 
is important to ensure that you provide your educator with an accessible 
contact number should you need to be contacted throughout the day. 

Attendance records
All children must be signed in and out of care each day, with a parent 
signature or PIN number for electronic attendance records. Parent 
certification is also required at the end of the care week to ensure all 
the information on the attendance record is correct before the educator 
submits this to Lake Macquarie Family Day Care. Attendance records 
cannot be processed unless the parent has confirmed care details. You 
will also need to sign the attendance record if your child is absent.
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Payment of fees
It is important not to let your child care fees become overdue. If you have 
difficulty with payment please notify your educator as soon as possible.

Illness
Lake Macquarie Family Day Care educators follow the guidelines 
provided by NSW Health with regard to exclusion periods for infectious 
and contagious diseases.

Children who are sick must remain at home until they are well enough 
to return to care. Educators may require a medical certificate from your 
child’s doctor stating the child is able to resume education and care. Fees 
are payable for booked hours of care if your child is absent due to illness. 

If the educator is not able to provide care due to their own illness, or 
illness of a family member, you will not have to pay fees for that period. 
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Medication
If your child needs medication including herbal preparations, you must 
complete a consent form (available from your educator or Lake Macquarie 
Family Day Care). Your educator cannot administer medicine without the 
written permission of a parent or guardian.

The medications for your child must be:

• in its original container with a current expiry date;

• clearly labelled with the child’s name and dosing instructions; and

• given only to the child for which it was prescribed.

Always hand medication directly to your educator so it may be stored 
safely. Never leave medication in your child’s bag. 

Always ensure you notify your child’s educator and Lake Macquarie 
Family Day Care if your child develops any health conditions that may 
affect care such as asthma, allergies, anaphylaxis, and diabetes. You will 
be required to submit a chronic illness management form completed by 
your child’s doctor. 

Registration checklist 

Notify Department of Human Services/Centrelink that your child is 
commencing care with Lake Macquarie Family Day Care.

Return to the Family Day Care Office:

	completed Application for Admission of Child;

	completed Admission Agreement;

  Child Immunisation History Statement;

	copy of any parenting orders or AVO’s (if applicable).

	copy of child’s identity document – birth certificate/passport; and

	confirm your care start date and details. 
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GIVE THE Educator
	Child Information Form: provides information about your child’s   
 interests, stage of development to assist with your child’s transition   
 to care

	Authorisation for Paracetamol, Creams and Lotions form: you will   
 need to provide your consent for your educator to use over the   
 counter preparations e.g.including sunscreen, insect repellent, band  
 aids and panadol paracetamol (fever/pain) 

	Water Consent Form: for water play activities

	Photography/Video consent form

	Routine Excursion Form (any non-routine excursions    
 require a separate consent). Please ask to review the educators   
 risk assessment document for any excursions before    
 signing consent forms

Important contact numbers
Lake Macquarie Family Day Care Coordination team  02 4921 0 156

Department of Human Services/Centrelink 136 150

Educator’s name:

Educator’s contact number:

Useful websites
acecqa.gov.au 
Australian Children’s Education and Care Quality Authority

dec.nsw.edu.au  
Department of Education and Communities

earlychildhoodaustralia.org.au      
Peak body for Early Childhood

kidsguardian.nsw.gov.au    
NSW Office of Children’s Guardian

kidsafensw.org.au      
NSW Kidsafe

lakemac.com.au 
Lake Macquarie City Council

We welcome you to Lake Macquarie Family Day Care and look forward 
to providing a rewarding and positive education and care experience for 
your family.
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