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Procedure 

Purpose & Scope 

When placing a child into an education and care setting, parents need to know their child: 

• is safe and has access to enjoyable learning experiences and interactions 

• is educated and cared for by people who are concerned for their child’s welfare and are responsive 
to their child’s physical and emotional needs 

Parents may also need access to information, encouragement, and support to assist them to develop 
effective parenting practices. 

Educators need opportunity and encouragement to develop and refine skills and support networks to 
enable them to: 

• perform their duties in line with best-practice standards and quality improvement plans 

• gain job satisfaction, opportunity for career advancement and opportunity for personal growth 

•  meet the requirements of The National Quality Framework  

Lake Macquarie City Council acknowledges the contribution of appropriately qualified, skilled, and 
experienced educators in providing a high-quality education and care service to the community to: 

• meet the needs of children and families and provide support services to parents which contribute to 
the wellbeing of children 

• ensure education and care services are delivered in a professional manner, in line with best practice 
standards and according to regulatory requirements 

Lake Macquarie Family Day Care needs to meet regulatory requirements with regard to training 
obligations for educators. 

All educators must hold a minimum of Certificate 111 in Children’s Services or be actively working 
toward.  

 

Process 

Prospective Educator Training 

1 Before the Nominated Supervisor offers a prospective educator registration with the service, the 
educator must satisfactorily demonstrate knowledge of and/or complete preliminary training 
provided by the service, including review of: 

• Children (Education and Care Services) National Law (NSW),  Education and Care Services 
National Regulations, and Education and Care Services National Amendment Regulations 
2014 

• Lake Macquarie Family Day Care service policies and procedures 

• mandatory reporting requirements and the process for responding to children at risk of harm 
and risk of significant harm 

• Work Health & Safety standards and Code of Conduct requirements 

• administrative procedures, (e.g. how and when to complete forms, how and when to notify the 
service of changes, review of registration documents) 

• Food handling, nutrition and hygiene 
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2       The Nominated Supervisor may exempt prospective educators from all or part of the preliminary 
training if their assessed prior learning demonstrates competence in those requirements. 

 Educator Training 

3 All educators must complete a Child Protection training session, which includes the use of the 
Mandatory Reporters Guide/Child Story prior to their initial registration with Lake Macquarie Family 
Day Care –Refer to Reporting Risk of Harm concerns 

4 The Nominated Supervisor must advise educators, of any training session that requires their 
compulsory attendance.  Educators must attend all compulsory training.  If an educator is unable to 
attend compulsory training, due to illness, or leave of absence, the educator must notify the 
Nominated Supervisor, before the date of the training.  The educator must arrange to complete the 
training in an alternative manner, approved by the Nominated Supervisor.  The Nominated 
Supervisor will deem a training session compulsory if: 

• the training session relates to significant changes in regulatory requirements or the service 
procedures 

• the training is a requirement of The National Quality Framework 

• the training is a requirement of the educator’s action plan, following resolution of a complaint 
(refer – Complaints Handling Procedures) 

5 To ensure educators’ knowledge of education and care related issues and education and care 
skills remain current, each educator must develop and make available to staff their professional 
development plan.   

6 Educators who commence registration, or resume care following extended absence, must discuss 
training needs with staff and identify any compulsory training sessions that are to be undertaken 
prior to recommencing their education and care service to ensure regulatory requirements are met. 

7 Evidence of enrolment in a Nationally Accredited Module or Course of study, relating to the 
provision of education and care, which is provided by a registered training organisation, will satisfy 
the educator’s general annual training requirement.  The educator must also attend any 
compulsory training sessions during that calendar year. 

8 The staff member coordinating any training arranged by the service must ensure each educator 
receives a Certificate of Attendance on completion of the training. 

9 Educators must provide the Nominated Supervisor with evidence of training attended, arranged by 
the service or by other relevant training organisations, (e.g. certificate or letter confirming 
attendance). 

10 Staff must keep a record of all relevant training attended by educators. 

11 The Nominated Supervisor shall act according to the service Complaint Handling Procedure if an 
educator has not provided satisfactory evidence of completing training requirements and/or has not 
developed a plan to undertake training, at the educators annual registration review. 

Notifying Educators and Parents of Training Opportunities 

12 The service will maintain a collection of reference books, videos/CD’s, magazines, brochures, and 
pamphlets for use by staff, educators, and parents for self-education.  Staff will encourage 
educators and parents to use the materials, as required. 

13 Staff will assess the training needs of educators and parents by: 

• surveying the training needs of educators and parents, (e.g. newsletter articles, telephone or 
surveys) 
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• recording the requests and suggestions of parents and educators during face-to-face and 
telephone interviews (e.g. on residence or venue visits, during play-sessions, during 
placement or enrolment interviews, when discussing child development with parents) 

• observing care practices during residence or venue visits and interviews and as part of the 
educator registration review procedure 

14 Staff will develop a schedule of training offered by the service and external training providers 
according to the results of the training assessments, regulatory requirements, and the service 
operational requirements and circulate this schedule to educators to enable them to share with 
parents on a regular basis. 

15 Staff will encourage educators and parents to access training opportunities and will inform them of 
relevant training sessions, provided by other training organisations, through newsletters, email, and 
leaflets. 
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Controlled Document Information 

Authorisation Details 

Folder No: F2004/12276-03 TRIM Record No: D08385972 

Audience: Departmental - Family Day Care staff, educators and stakeholders  

Department: Community Planning  

Officer: Service Manager - Jan Morgan  

Review Timeframe: 

Max < 4 years  

3 years Next Scheduled Review 
Date: 

13 September 2020 

Authorisation: Manager - Community Planning - Andrew Bryant - 13 September 2017  

Related Document Information, Standards & References 

Related Legislation: Children and Young Persons (Care and 
Protection) Act 1998 

Children (Education and Care Services) 

National Law (NSW)  

Education and Care Services National 
Regulations  

Education and Care Services National 
Amendment Regulations 2014 

The National Quality Framework 

Work Health & Safety  Act 2011 

Work Health and Safety Regulations 

(Relationship/Context) 

 

 

Related Policies 
(Council & Internal): 

(Policy Name) 

 

 

(Relationship/Context) 

 

 

Related Procedures, 
Guidelines, Forms, 
WHS Modules/PCD’s, 
Risk Assessments, 
Work Method 
Statements: 

Reporting Risk of Harm Concerns and 
Reporting Risk of Significant Harm to 
Children and Young People Procedure  

Complaints Handling Procedure  

(Relationship/Context) 

 

 

Standards COP’s & 
Other References 

NSW Community Services Mandatory 
Reporters Guide (2009) 

(Relationship/Context) 

 

 

Definitions 

Term / Abbreviation Definition 

Nominated Supervisor Nominated Supervisor of Lake Macquarie Family Day Care responsible (along with 
the Approved Provider) for ensuring the service is following the Law and the 
Regulations, Certified Supervisor – a person with a supervisor certificate placed in 
day to day charge of an education and care service. 

Educator (a) a person actually involved in educating, minding or caring for children at his or 
her residence or venue and whose name appears on a current Lake Macquarie 
Family Day Care Register of Educators (a primary educator) ; and 

(b) a person whose name appears on a current Lake Macquarie Family Day Care 
Register of Educators and who is engaged as a relief educator to educate, mind or 
care for children in the residence or venue of a primary educator 

(c)       a person whose name appears on a current Lake Macquarie Family Day Care 
Register of Educators and who is engaged as an educator assistant to educate, mind 
or care for children in the residence or venue of a primary educator for no more than 
4 hours 
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Parent the parent of a child registered for care with Lake Macquarie Family Day Care and 
includes: 
(a) the guardian of the child, and/or 
(b) a person who has the legal custody of the child 

Prospective educator a person who has made application to Lake Macquarie Family Day Care to be 
considered for registration as a primary educator or relief educator, but whose name 
has not yet been entered on the Lake Macquarie Family Day Care Register of 
Educators 

Regulatory requirements State and Federal Government regulations that are relevant to the provision of 
Family Day Care services in New South Wales 

Service approval Lake Macquarie Family Day Care is issued an approval to operate a family day care 
service 

Service an education and care service operated by an educator whose name appears on a 
current Register of Educators for Lake Macquarie Family Day Care 

Staff an employee or employees of Lake Macquarie City Council for service within Lake 
Macquarie Family Day Care 

The National Quality Framework Includes: 

• a National Legislative Framework that consists of the Education and Care 
Services National Law Act 2010 and Education and Care Services National 
Regulations 2011 

• Children (Education and Care Services) Supplementary Provisions Regulation 
2012 

• a National Quality Standard 

• an assessment and rating system 

• a Regulatory Authority in each State and Territory who will have primary 
responsibility for the approval, monitoring and quality assessment of services in 
their jurisdiction in accordance with the national legislative framework and in 
relation to the National Quality Standard. 

• The Australian Children’s Education and Care Quality Authority (ACECQA) 

Work Health and Safety Includes: 

Work Health and Safety Act 2011 No 10 

Work Health & Safety Regulations 

LMCC WHS Management System Information 

Consultation (update for each version created) 

Key Departments, Teams, 
Positions, Meetings: 

Family Day Care staff, Educators and Stakeholders 

Version History 

Version 
No 

Date 
Changed 

Modified By Details and Comments 

2 4/5/2007 J. Wade Update definition to include relief educators, update key resources and 
Legislative Requirements, include Occupational Health & Safety and Code of 
Conduct training sessions as mandatory for prospective educators 

3 9/1/2010 J. Wade Update references, inclusion of requirement to provide at least 1 nutrition 
and food handling training annually 

4 01/10 J. Morgan Update references.  Include What’s New in Resources, Change Carer title to 
Educator.  Include reference to the National Early Childhood Reform Agenda 

5 07/12/2011 S. Vickers Update reference of Children’s Services Regulation 2004 and Amendment 
2010 & NCAC to The National Quality Framework, home to residence or 
venue, childcare to education and care, OH&S to Work Health & Safety, 
educator bi-monthly meetings to quarterly, What’s new in training to 
fortnightly, updated definition of Authorised Supervisor/Service Manager 
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6 03/08/2012 J. Morgan Removed reference to specific training topics.  Included reference to the 
educator registration review process and training needs including 
professional development plan. 

7 12/03/2014 J.Morgan Updated references. Included requirement for all educators to hold a 
minimum Certificate 111 in Children’s Services or be actively working 
toward. 

8 18/08/2014 J Morgan Updated reference to legislation 

9 09/08/2017 J Morgan Minor amendments to sentence structure 

 


