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Introduction
An essential part of the operation of any education and care setting is the development, implementation and review of policy for the community of children, families and staff.  Policies are required under the Education and Care Services National Amended Regulations 2018: Regulations 168–172. The foundations for an effective policy lie in the philosophy and values of the service. Their origins evolve from a statement of what is believed and valued and should reflect the principles and values of the community. They constitute a clear basis for the development and implementation of regulations and procedures and provide staff with a framework for actions.  Policies act as a guide for continuity in service management and operation, in decision making and reinforcing good practice and for families in selecting a service that reflects their values, needs and practices.

Goals – What are we going to do?
Policies and procedures must be available at the service and readily accessible by all educators, staff, volunteers, families and Regulatory Authority staff. The approved provider must take all reasonable steps to ensure that the written policies and procedures are followed.  Policies should be informed by the service’s philosophy statement, Early Childhood Australia’s Code of Ethics and current advice from recognised authorities.
National Quality Framework, Quality Area 6: Collaborative partnerships with families and communities
National Quality Standard 6.1 Supportive relationships with families – Respectful relationships with families are developed and maintained and families are supported in their parenting role.
· 6.1.1 Engagement with the service – Families are supported from enrolment to be involved in the service and contribute to service decisions. 
· 6.1.2 Parent views are respected – The expertise, culture, values and beliefs of families are respected and families share in decision-making about their child’s learning and wellbeing.
· 6.1.3 Families are supported – Current information is available to families about the service and relevant community services and resources to support parenting and family wellbeing
National Quality Framework, Quality Area 7: Governance and Leadership
National Quality Standard 7.1 Governance – Governance supports the operation of a quality service
· 7.1.2 Management systems – Systems are in place to manage risk and enable the effective management and operation of a quality service
Strategies ‐ How will it be done?
The Nominated Supervisor in consultation with the Approved Provider will ensure that the following policies as required under the National Regulations (Regulation 168) are in place:
health and safety policies and procedures, including:
• delivery and collection of children
• excursions
• refusal of authorisation for a child to leave the service
• dealing with infectious disease
• dealing with medical conditions
• emergency and evacuation
• health and safety, which covers:
–– nutrition, food and beverages, dietary requirements
–– sun protection
–– water safety
–– the administration of first aid
• incident, injury, trauma and illness
• a child-safe environment
• staffing policies and procedures, including:
• a code of conduct
• determining the responsible person present
• the participation of volunteers and students
• relationships with children policies and procedures, including interactions with children
• service management policies and procedures, including:
• governance and management of the service, and confidentiality of records
• enrolment and orientation
• payment of fees
• dealing with complaints

New Policies and those policies to be reviewed will be:
▶Prepared by the Nominated Supervisor in consultation with the Approved Provider and/or Management Committee, Families, Policy Register & DEC Regulations
▶A review schedule will be developed, where policies are prioritised according to how often the content is expected to change or best practice constitutes regular review. Other events which might trigger a review are a change in legislation, or a serious incident at the service. 
▶Policies should be up to date with current research and contemporary views on best practice
▶Notification of change to policies or procedures (Section 7, Appendix 5) will be completed and displayed in Centre
▶The Approved Provider must give 14 days’ notice to parents of children enrolled at the service before making any change to a policy or procedure that would:
• have a significant impact on any enrolled child
• affect the family’s ability to utilise the service, or
• affect the fees charged or the way fees are collected.
▶The notice period is not required if the change to a policy or procedure is to address an issue in relation to the safety, health or wellbeing of any child enrolled at the service.
▶Reviewed and approved by the Approved Provider at a Committee of Management Meeting

When writing a new policy or reviewing an existing one ensure that the policy:
▶ has foundations in law, regulation and philosophy;
▶ gives attention to all aspects of the operation of the service;
▶ takes into account the needs of all members of the education and care community;
▶ is clearly written and can be understood by all members of the community;
▶ is developed in consultation with the education and care community;
▶ has clear guidelines for implementation;
▶ is constantly reviewed and evaluated to ensure translation of policy into practice.  This review process will be conducted regularly
▶is clearly written, accurate, with limited use of jargon and has clear guidance on implementation and evaluation. Consideration should be given to translating policies and using a range of methods to communicate policy.
Policies are developed and implemented so that:
▶ people working in an organisation have a framework for actions. This helps them to get on with  the job they need to do.
▶ people in the organisation don’t have to keep on discussing and rediscussing the same issues every time they arise. Decision making is less complicated and more consistent.
▶ Policies support the service philosophy. The service reflects values and beliefs and these serve as a foundation for true quality and significance.
▶ Policies act as a guide for continuity in service management and operation. Policies developed by the service community reflect the principles and values of the community.
▶ Policies act as a guide for families in initially selecting a service, then in understanding what they can expect of the service and finally in understanding what the service will expect of the families.
▶ Policies provide a guide for management in decision making and reinforcing good practice. They can be used as a tool for conflict management – promoting objective, fully informed resolution.
▶ Policies provide an opportunity for evaluation assessment, where the service is functioning well and where improvements can be made.

Policy is one of the most effective tools for managing and improving quality within the service. Why?
▶ A vision, philosophy and mission statement allow the people of the service to ask “what are our values and beliefs and how will we take the steps to fulfil these?”
▶ Policies comprised of background, goals, strategies, and evaluation allow the people of the service “how can we translate our values and beliefs into practice? How will we know when we have been successful?”
▶ Written policies provide the evidence of aspirations for quality practice and wellbeing of the community. “Checking in” on policy serves as a reminder of where services want and need to be.

Statutory Legislation & Considerations
· Education & Care Services National Amended Regulations 2018, Regulation 168-172
· National Quality Standard for Early Childhood Education and Care and School Age Care
  Council of Australian Governments February 2018

Sources
· Community Early Learning Australia
· Policy Development in Early Childhood Settings, Leanne Gibbs, 2008
· Guide to the Education and Care Services National Law and the Education and Care National Regulations 2018
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