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PURPOSE 
In this policy document, Creative Minds Early Years Pty Ltd is referred to as Creative Minds Early Years. 

This policy will provide guidelines for engaging staff at Creative Minds Early Years, including: 

• employing sufficient numbers of educators to meet legislative, policy and service standards 

• employing educators with qualifications and experience that meet legislative, policy and service 
standards 

• providing appropriate supervision and support to staff and other adults at the service 

• complying with legislation relating to Early Childhood Workforce Register, Working with Children 
(WWC) Check, Victorian Institute of Teaching (VIT) registration and meeting Child Safe Standards. 

 

This policy should be read in conjunction with the following service policies: 

• Child Safe Environment and Wellbeing 

• Code of Conduct 

• Determining Responsible Person 

• Participation of Volunteers and Students 
 

 

POLICY STATEMENT 

VALUES 
Creative Minds Early Years is committed to: 

• ensuring that the health, safety and wellbeing of children at the service is protected at all times 
while also promoting their learning and development 

• fulfilling a duty of care to all children attending the service 

• providing accountable and effective staffing and management practices 

• employing educators with a range of relevant qualifications and experience to provide a quality 
educational program that meets the needs of children and families in the community 

• employing educators according to legislation and funding requirements 

• complying with relevant industrial agreements and current legislation in relation to the 
employment of staff, including the Equal Opportunity Act 2010, Fair Work Act 2009 and the Worker 
Screening Act 2020 

• continuity of educators at the service 

• the further development of staff. 

SCOPE 
This policy applies to the approved provider, persons with management or control, nominated supervisor, 
persons in day-to-day charge, early childhood teachers, educators, staff, students, volunteers, 
parents/guardians, children, and others attending the programs and activities of Creative Minds Early Years, 
including during offsite excursions and activities. 

STAFFING 
QUALITY AREA 4 | ELAA version 1.5 



 

Page 2 of 19 
 

Staffing | Date Reviewed March 26 

Sourced from Early Learning Association Australia 

 

 

RESPONSIBILITIES 

A
p

p
ro

ved
 p

ro
vid

er an
d

 p
erso

n
s 

w
ith

 m
an

age
m

en
t o

r co
n

tro
l 

N
o

m
in

ated
 su

p
erviso

r an
d

 

p
erso

n
s in

 d
ay-to

-d
ay ch

arge
 

Early ch
ild

h
o

o
d

 teach
er, 

ed
u

cato
rs an

d
 all o

th
er staff 

P
aren

ts/gu
ard

ian
s 

C
o

n
tracto

rs, vo
lu

n
te

ers an
d

 

stu
d

en
ts 

R indicates legislation requirement, and should not be deleted 

1. Ensuring that obligations under the Education and Care Services 
National Law and National Regulations are met in relation to 
staffing arrangements  

R R    

2. Ensuring that quality staffing practices are in place in line with 
the National Quality Standard, especially Quality Area 4 – 
Staffing arrangements 

R R    

3. Complying with the service’s Code of Conduct Policy at all times 
(Child Safe Standrad 2 – 2.4) 

     

4. Ensuring that all educators, staff, volunteers and students are 
familiar with Early Childhood Australia’s Code of Ethics  (Child 
Safe Standrad 2 – 2.2, 2.4) 

     

5. Championing and modelling a culturally safe environment, 
including embedding understanding and appreciation of 
Aboriginal culture in staffing practices, confronting racism with 
consequences, and ensuring all policies/processes are culturally 
safe and inclusive (Child Safe Standrad 1 – 1.2, 1.5, 2 – 2.2) 

     

6. Identifying, responding to and reporting inappropriate conduct 
(refer to Definitions) in accordance with the Education and Care 
Services National Law and the Reportable Conduct Scheme, 
including notifying the Social Services Regulator within required 
timeframes where a reportable allegation is formed (refer to 
Code of Conduct Policy) 

R R R  R 

7. Ensuring that the environment is free from the use of tobacco, 
vaping, illicit drugs and alcohol, and the nominated supervisor, 
educators, staff, volunteers and students are not affected by 
alcohol or drugs (including prescription medication). 

R     

8. Appointing nominated supervisor (refer to Definitions) who are 
aged 18 years or older, fit and proper and have suitable skills, as 
required under the National Law, Section 161 (refer to 
Determining Responsible Person Policy) (Regulations 117C) 

R R    
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9. Ensuring the nominated person completes and signs a 
Compliance history statement template and a Prohibition notice 
declaration template (refer to Sources) (Child Safe Standrad 6 – 
6.3) 

R     

10. Ensuring that there is a nominated supervisor or person in day-
to-day charge (refer to Definitions and Determining Responsible 
Person Policy) on the premises at all times the service is in 
operation (National Law: Section 162, Regulation 117A, 117B)  

R R    

11. Ensuring all staff members (whether or not they work directly 
with children) complete prescribed child protection training 
within the timeframes in the National Regulations(Child Safe 
Standrad 6 – 6.3, 8 – 8.1, 8.2, 8.3) 

R R R  R 

12. Ensuring all staff members complete mandatory national child 
safety training within the timeframes prescribed in the National 
Regulations (Child Safe Standard 6 – 6.3, 8 – 8.1, 8.2, 8.3) 

R R R  R 

13. Developing rosters in accordance with the availability of 
responsible persons, staff qualifications, hours of operation and 
the attendance patterns of children 

     

14. Ensuring that the name of each nominated supervisor of the 
service is displayed and easily visible from the main entrance of 
the service (National Law: Section 172, Regulation 173) 

R     

15. Notifying the Regulatory Authority in writing about a new 
nominated supervisor and if the details of the nominated 
supervisor change via NQA ITS  

R     

16. Ensuring that children being educated and cared for by the 
service are adequately supervised (refer to Definitions and 
Supervision of Children Policy) at all times they are in the care of 
that service (National Law: Section 165(1)) 

R R    

17. Complying with the legislated educator-to-child ratios at all 
times (National Law: Sections 169, National Regulations: 
Regulations 122, 123, 357) 

R R    

18. Ensuring that all staffing meets the requirements of The 
Kindergarten Funding Guide (refer to Sources) at all times the 
service is in operation  

R     

19. Complying with relevant industrial agreement and current 
legislation relating to the employment of staff, including the 
Equal Opportunity Act 2010, Fair Work Act 2009, Occupational 
Health and Safety Act 2004 and the Worker Screening Act 2020 

R     

20. Following the guidelines for the recruitment, selection and 
ongoing management of staff as outlined in the Child Safe 
Environment and Wellbeing Policy (Child Safe Standard 6 – 6.1) 

R     

21. Completing and maintaining the National Educator Register 
(refer to Sources) in the National Quality Agenda IT System for all 
educators, volunteers and students, non-educator staff, teachers 
(regardless of whether or not they are registered or accredited 

R R    
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with a teacher registration body), nominated supervisors and 
directors/co-ordinators (Child Safe Standard 6 – 6.2) 

22. Employing the relevant number of appropriately-qualified 
educators (refer to Definitions) with ACECQA approved 
qualifications (refer to Background and Sources) (Regulations 
126) 

R     

23. Employing additional staff, as required, to assist in the provision 
of a quality early childhood education and care program 

R     

24. Ensuring that early childhood teachers, educators and other 
staff undertake appropriate induction following their 
appointment to the service (Child Safe Standard 6 – 6.3) 

R     

25. Ensuring new staff participate in an induction process that is 
adjusted to each role’s requirements, duties, risks and 
responsibilities in relation to child safety and wellbeing. The 
induction needs to cover child safety practices and complaints 
process as well as reporting, record keeping and information 
sharing obligations (Child Safe Standard 6 - 6.3) 

R R    

26. Ensuring an early childhood teacher (refer to Definitions) is 
working with the service for the required period of time 
specified in the Regulations 130 - 135, and that, where required, 
a record is kept of this work (Regulations 152, 363) 

R     

27. Maintaining a record of early childhood teachers and educators 
working directly with children in accordance with Regulation 151 
and Child Safe Standard 6 – 6.2 

R     

28. Appointing an appropriately-qualified and experienced educator 
to be the educational leader (refer to Definitions), and ensuring 
this is documented on the staff record (Regulations 118, 148) 

R     

29. Ensuring that educators and other staff are provided with a 
current position description that relates to their role at the 
service 

     

30. Ensuring all early childhood teachers have a Victorian Institute of 
Teaching (VIT) certificate of registration (Child Safe Standard 6 – 
6.2) 

R     

31. Maintaining a staff record (refer to Definitions and Sources) in 
accordance with Regulation 145, including information about 
the responsible person, nominated supervisor, the educational 
leader, other staff members, volunteers and students. Details 
that must be recorded include qualifications, training, Working 
with Children Clearance as set out in Regulations 146–152. 

R     

32. Complying with the requirements of the Worker Screening Act 
2020, and ensuring that the nominated supervisor, educators, 
staff, volunteers and students the service have a current WWC 
Clearance (refer to Definitions) or a Victorian Institute of 
Teaching (VIT) certificate of registration (applicable to ECT only) 
(Child Safe Standard 6 – 6.2) 

R     
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33. Confirming the WWC Clearance or confirming VIT registration 
(applicable to ECT only) of all staff prior to their being engaged 
or employed as a staff member at the service (Child Safe 
Standard 6 – 6.2) 

R     

34. Confirming the WWC Clearance of all volunteers prior to their 
being permitted to be a volunteer at the service (Child Safe 
Standard 6 – 6.2) 

R     

35. Ensuring that a register of the WWC Clearance or VIT 
registrations is maintained, and the details kept on each staff 
record (Regulations 145, 146, 147, 149, and Child Safe Standard 
6 – 6.1) 

R     

36. Determining who will cover the costs of WWC Clearance or 
criminal history record checks (refer to Definitions) 

     

37. Notifying the approved provider and the Regulatory Authority 
within 7 days of any changes to their personal situation, 
including a change in mailing address, circumstances that affect 
their status, such as the suspension or cancellation of a Working 
with Children Clearance or teacher registration, or if they are 
subject to disciplinary proceedings. 

R R R  R 

38. Notifying the Regulatory Authority of a change to a staff 
member’s WWCC status (Child Safe Standard 6 – 6.2) 

R √    

39. Ensuring that ongoing supervision and people management 
includes regular reviews to check whether staff are following 
Codes of Conduct and other child safe policies (Child Safe 
Standard 6 – 6.4) 

R R    

40. Ensuring that volunteers/students and parents/guardians are 
adequately supervised at all times when participating at the 
service, and that the health, safety and wellbeing of children at 
the service is protected (refer to Participation of Volunteers and 
Students Policy) (Child Safe Standard 6 – 6.4) 

R R    

41. Ensuring educators who are under 18 years of age are not left to 
work alone, and are adequately supervised at the service 
(Regulation 120) 

R     

42. Ensuring all staff to follow child‑focused complaints procedures, 
respond promptly and thoroughly, and report to 
authorities/cooperate with law enforcement as required; 
leaders to ensure children/families understand the processes 
(Child Safe Standrds 7- 7.1, 7.4) 

R     

43. Ensuring any use of the online environment is in line with the 
Code of Conduct and Child Safety and Wellbeing Policy and 
practices, including communication with children/families (Child 
Safe Standrds 9 - 9.2) 

R     

44. Ensuring that there is at least one educator with current (within 
the previous 3 years) approved first aid qualifications, 
anaphylaxis management training and emergency asthma 
management training (refer to Definitions) in attendance and 

R     
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immediately available at all times that children are being 
educated and cared for by the service. Details of qualifications 
and training must be kept on the staff record (Regulations 136, 
145, Child Safe Standard 6 – 6.2) 

45. Developing procedures to ensure that approved first aid 
qualifications, anaphylaxis management training and emergency 
asthma management training are evaluated regularly, and that 
staff are provided with the opportunity to update their 
qualifications prior to expiry 

     

46. Ensuring that staff records (refer to Definitions and Sources) and 
a record of ECT and educators working directly with children 
(refer to Definitions) are updated annually, as new information is 
provided or when rostered hours of work are changed 
(Regulations 145–151) 

R     

47. Ensuring that annual performance reviews of the nominated 
supervisor, early childhood teachers, educators and other staff 
are undertaken as per the National Quality Framework 7.2.3 

R     

48. Reviewing staff qualifications as required under current 
legislation and funding requirements on an annual basis 

     

49. Ensuring that the nominated supervisor, early childhood 
teachers, educators and other staff, volunteers and students are 
not affected by alcohol or drugs (including prescription 
medication) that would impair their capacity to supervise or 
provide education and care to children (Regulation 83) (refer to 
Tobacco, Alcohol, E-cigarettes, Vaping and other Drugs Policy) 

R R    

50. Ensuring that nominated supervisor, early childhood teachers, 
educators meet their responsibilities relating to educational 
programs; supervision and safety of children; cultural safety 
training , Aboriginal cultural competence, entry to and exit from 
premises; nutrition and food and beverages; administration of 
medication; sleep and rest; excursions and transportation; 
staffing ratios and qualifications 

R     

51. Ensuring that all early childhood teachers, educators and staff 
have opportunities to undertake professional development 
relevant to their role as per the National Quality Framework 

R     

52. Informing parents/guardians of the name/s of casual or relief 
staff where the regular educator is absent 

     

53. Developing and maintaining a list of casual and relief staff to 
ensure consistency of service provision 

     

54. Ensuring that the procedures for the appointment of casual and 
relief staff are compliant with all regulatory and funding 
requirements. 

     
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BACKGROUND AND LEGISLATION 

BACKGROUND 
High quality services with qualified, skilled and supported educators have a long-term positive impact on the 
trajectory of children’s lives. Minimum qualification requirements are specified in legislation for all educators 
working in early childhood education and care services. Eligibility for services to receive funding also includes 
requirements for staff to hold specific qualifications (The Kindergarten Funding Guide – refer to Sources). 

A current list of approved qualifications is available on the Australian Children’s Education and Care Quality 
Authority (ACECQA) website (refer to Sources). Applications can also be made to ACECQA to determine if 
other qualifications (such as those gained overseas) entitle the individual to work as an early childhood 
teacher, diploma-level educator or certificate III level educator. 

In addition, there are legislative requirements that there is at least one educator who holds current (within 
the previous 3 years) approved first aid qualifications, anaphylaxis management training and emergency 
asthma management training to be in attendance and immediately available at all times that children are 
being educated and cared for by the service. These qualifications must be updated as required, and a copy of 
the qualifications must be kept on an individual’s staff record. As a demonstration of duty of care and best 
practice, ELAA recommends all educators have current approved first aid qualifications, anaphylaxis 
management training and emergency asthma management training. 

Opportunities for professional development are crucial for all educators to ensure that their work practice 
remains current and aligned to the practices and principles of the national Early Years Learning Framework 
(EYLF) and the Victorian Early Years Learning and Development Framework (VEYLDF) (refer to Sources). 

Staff are required to actively supervise children at all times when children are in attendance at the service 
(refer to Supervision of Children Policy). To facilitate this, services are required to comply with legislated 
educator-to-child ratios at all times, which are based on the qualifications of the educators, and the ages and 
number of children at the service. Only those educators working directly with children (refer to Definitions) 
can be counted in the ratio. 

All educators and staff are required by law to have a current WWC Clearance or be registered with the VIT 
(refer to Definitions). It is also recommended that the nominated supervisor and staff with financial 
responsibilities also have a criminal history record check (refer to Definitions and Sources).  

Child Safe Standard organisations are required to have policies and procedures in place for the recruitment 
and pre‑employment screening, supervision, appropriate induction, and ongoing supervision and people 
management is focused on child safety and wellbeing (refer to Child Safe Environment and Wellbeing Policy). 

LEGISLATION AND STANDARDS 
Relevant legislation and standards include but are not limited to: 

• Child Safe Standards 

• Education and Care Services National Law Act 2010 

• Education and Care Services National Regulations 2011 

• Education and Training Reform Act 2006 (Vic) (amended in 2014) 

• Equal Opportunity Act 2010 (Vic) 

• Fair Work Act 2009 

• National Quality Standard, Quality Area 4: Staffing Arrangements 

• Privacy Act 1988 (Cth) 

• Privacy and Data Protection Act 2014 (Vic) 

• Worker Screening Act 2020 
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• Worker Screening Regulations 2021 (Vic) 

 

 

DEFINITIONS 
 

Adequate supervision: Supervision entails all children (individuals and groups) in all areas of the service, 
being in sight and/or hearing of an educator at all times including during toileting, sleep, rest and transition 
routines. Services are required to comply with the legislative requirements for educator-to-child ratios at all 
times. Supervision contributes to protecting children from hazards that may emerge in play, including hazards 
created by the equipment used. 

Adequate supervision refers to constant, active and diligent supervision of every child at the service. 
Adequate supervision requires that educators are always in a position to observe each child, respond to 
individual needs, and immediately intervene if necessary. Variables affecting supervision levels include: 

• number, age and abilities of children 

• number and positioning of educators 

• current activity of each child 

• areas in which the children are engaged in an activity (visibility and accessibility) 

• developmental profile of each child and of the group of children 

• experience, knowledge and skill of each educator 

need for educators to move between areas (effective communication strategies). 

Children: Refers to each baby, toddler, three- to five-year-old and school age child and means children as 
individuals and as members of a group in the education and care setting, unless otherwise stated. It is 
inclusive of children from all social, cultural and linguistic backgrounds and of their learning styles, abilities, 
disabilities, gender, family circumstances and geographic locations (adapted from the Early Years Learning 
Framework, p. 45). 

Criminal history record check: A full-disclosure, Australia-wide criminal history record check issued by 
Victoria Police (refer to Sources), or by a police force or other authority of a state or territory, or the 
Commonwealth. It may also be referred to as a National Police Certificate or Police Records Check. 

Early childhood teacher (ECT): A person with an approved early childhood teaching qualification as listed on 
the ACECQA website: www.acecqa.gov.au 

Inappropriate conduct: Conduct that a reasonable person would consider inappropriate in an education and 
care service, taking into account any of the following circumstances:  

• Whether the conduct aligns with generally accepted education and care practice 

• The child’s age and developmental stage 

• Whether the conduct is likely to cause or result in harm (including emotional, psychological or 
physical harm) or injury to a child or children 

• Whether the conduct is sexual, aggressive or violent. 
In deciding if the conduct is inappropriate, it does not matter if:  

The most current amendments to listed legislation can be found at: 

• Victorian Legislation – Victorian Law Today: www.legislation.vic.gov.au 

• Commonwealth Legislation – Federal Register of Legislation: www.legislation.gov.au 

https://www.acecqa.gov.au/
http://www.legislation.vic.gov.au/
http://www.legislation.gov.au/
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• the child consented (agreed to the conduct, either by directly expressing their consent or implying 
consent through their actions)  

• the person subjecting the child to the conduct believes the child has consented  

• the person subjecting the child to the conduct is related to the child. 
Subjecting a child to inappropriate conduct can occur in a number of ways including, but not limited to:  

• in-person via words or behaviour, including both adult to child or between adults in the presence of 
a child/ren  

• filming and capturing images or recordings  

• as a single occasion or as part of a pattern over time  

• either directly or indirectly (for example, exposure to inappropriate language or conversations, or 
leaving inappropriate material accessible to children)  

• online  

• as an omission (for example, deliberately excluding a child). 

Nominated supervisor: A person who has been nominated by the approved provider of the service under 
Part 3 of the Act can be the nominated supervisor. All services must have a nominated supervisor with 
responsibility for the service in accordance with the National Regulations.  The approved provider must take 
reasonable steps to ensure the nominated supervisor is a fit and proper person with suitable skills, 
qualifications and experience. The Regulatory Authority must be notified if the nominated supervisor for the 
service changes or is no longer employed at the service within 14 days. 

Staff record: A record which the approved provider of a centre-based service must keep containing 
information about the nominated supervisor, staff, volunteers and students at a service, as set out under 
Division 9 of the National Regulations. 

Suitably qualified person – long day-care only: An individual who is ‘actively working towards’ (see 
Regulation 10 of the National Regulations) an approved early childhood teaching qualification AND has 
completed at least 50 per cent of the qualification or holds an approved early childhood education and care 
diploma OR An individual who is registered as a primary or secondary school teacher in Australia AND holds 
an ACECQA approved early childhood education and care diploma (or higher approved qualification) 

Victorian Institute of Teaching (VIT): The statutory authority for the regulation and promotion of the 
teaching profession in Victoria, established as part of the Victorian Institute of Teaching Act 2001. All early 
childhood teachers are required to be registered with the Victorian Institute of Teaching. 

Working with Children (WWC) Check: The check is a legal requirement under the Worker Screening Act 2020 
for those undertaking paid or voluntary child-related work in Victoria. The Department of Justice assesses a 
person’s suitability to work with children by examining relevant serious sexual, physical and drug offences in 
a person’s national criminal history and, where appropriate, their professional history. 

Working with Children (WWC) Clearance: A WWC Clearance is granted to a person under Worker Screening 
legislation if: 

• they have been assessed as suitable to work with children 

• there has been no information that, if the person worked with children, they would pose a risk to 
those children 

• they are not prohibited from attempting to obtain, undertake or remain in child-related 
employment. 
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SOURCES AND RELATED POLICIES 

SOURCES 
• A sample staff record is available on the ACECQA website: www.acecqa.gov.au  

• Australian Children’s Education and Care Quality Authority (ACECQA): www.acecqa.gov.au  

• ACECQA, Compliance history statement template and a Prohibition notice declaration template 
(acecqa.gov.au/resources/applications/sample-forms and-templates) 

• ACECQA - New national educator register 

• Department of Education, The Kindergarten Funding Guide: https://www.vic.gov.au/kindergarten-
funding-guide 

• Department of Education: Early Childhood Workforce Register  

• ELAA’s Employee Management and Development Resource: developed to support early learning 
services in the ongoing management and development of their employees at: 
https://elaa.org.au/resources/free-resources/employee-management-development-resource/ 

• The Commission for Children and Young People, A Guide for Creating a Child Safe Organisation: 
https://ccyp.vic.gov.au/resources/child-safe-standards/ 

• The Early Years Learning Framework for Australia: Belonging, Being, Becoming: www.acecqa.gov.au 

• Victoria Police – National Police Record Check: www.police.vic.gov.au  

• Victorian Early Years Learning and Development Framework: www.acecqa.gov.au 

• Working with Children Check unit, Department of Justice and Regulation – provides details of how 
to obtain a WWC Check: www.workingwithchildren.vic.gov.au 

RELATED POLICIES 
• Administration of First Aid 

• Anaphylaxis and Allergic Reactions 

• Asthma Management  

• Child Safe Environment and Wellbeing 

• Code of Conduct 

• Compliments and Complaints 

• Educational Program 

• Delivery and Collection of Children 

• Determining Responsible Person 

• Inclusion and Equity 

• Interactions with Children 

• Participation of Volunteers and Students 

• Privacy and Confidentiality 

• Supervision of Children 

• Tobacco, E-Cigarettes, Vaping, Alcohol and Other Drugs 
 

 

EVALUATION 
In order to assess whether the values and purposes of the policy have been achieved, the approved provider 
will: 

• regularly check staff records to ensure WWC Clearance and qualifications are current and complete 

• regularly seek feedback from everyone affected by the policy regarding its effectiveness 

• monitor the implementation, compliance, complaints and incidents in relation to this policy 

• keep the policy up to date with current legislation, research, policy and best practice 

• revise the policy and procedures as part of the service’s policy review cycle, or as required 

http://www.acecqa.gov.au/
http://www.acecqa.gov.au/
https://www.acecqa.gov.au/resources/applications/sample-forms-and-templates
https://www.acecqa.gov.au/new-national-educator-register
https://www.vic.gov.au/kindergarten-funding-guide
https://www.vic.gov.au/kindergarten-funding-guide
https://www.vic.gov.au/early-childhood-workforce-register?utm_medium=email&utm_campaign=Operational-Action-required-Early-Childhood-Workforce-Register&utm_content=vic.gov.au/early-childhood-workforce-register%23mandatory-requirements&utm_source=v6.education.vic.gov.au#mandatory-requirements
https://elaa.org.au/resources/free-resources/employee-management-development-resource/
https://ccyp.vic.gov.au/resources/child-safe-standards/
http://www.acecqa.gov.au/
http://www.police.vic.gov.au/
http://www.acecqa.gov.au/
http://www.workingwithchildren.vic.gov.au/
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• notifying all stakeholders affected by this policy at least 14 days before making any significant 
changes to this policy or its procedures, unless a lesser period is necessary due to risk (Regulation 
172 (2)). 

 

 

ATTACHMENTS 
• Attachment 1: Staff orientation checklist 

• Attachment 2: Probation implementation checklist 

• Attachment 3: Probation review report 
 

 

AUTHORISATION 
This policy was adopted by the approved provider of Creative Minds Early Years on 20/3/2026 

REVIEW DATE: 20/3/2029 
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ATTACHMENT 1: STAFF ORIENTATION CHECKLIST 

Full name of employee: ………………………………. Start date: ………………………… 

Person/s undertaking orientation: ………………………………………………………………. 

The following is a guide for discussion and information (if available) that can be provided to a new employee. 

 Completed 
by (please 
initial) 

Date 

Introduction of individual staff members   

Show the staff member around the service - location of emergency exits, 

emergency management plans, kitchen, toilets, staff room, desk area, storerooms, 

discuss access, locking up arrangements, provide keys or passwords as required 

  

Introduce approved provider  where possible   

Ensure employee understands nature of and length of probationary period   

Discuss and confirm understanding of the Philosophy/aims of the service   

Collect and record tax and bank details - pre employment    

Discuss parking arrangements if applicable.   

Discuss roster and break entitlements, such as meal breaks, breaks from working 

with the children 

  

Ensure Information on emergency contacts for the employee is recorded on their 

file 

  

Discuss expectations in relation to staff meetings (times and dates) and staff 

professional development (expectations and procedures for applying etc) 

  

Computer logon/email address   

Provide copies of or location of:   

• Service Information book   

• Staff employment policies   
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• Service policies and procedures including:   

– Administration of First Aid   

– Acceptance and refusal of authorisations   

– Anaphylaxis   

– Asthma   

– Child protection   

– Child Safe Environment   

– Code of Conduct   

– Complaints and grievances   

– Dealing with infectious diseases   

– Dealing with medical conditions   

– Delivery and collection of children   

– Determining responsible person   

– Diabetes   

– Emergency and evacuation   

– Enrolment and orientation   

– Excursions and service events   

– Fees   

– Governance and management of the service   

– Incident, injury, trauma and Illness    

– Interactions with children   

– Nutrition and active play   
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– Participation of volunteers and students    

– Privacy and confidentiality (including confidentiality of records)   

– Staffing (including qualifications and WWC check/criminal history 

record check  

 

– Occupational health and safety   

– Sun protection   

– Water safety   

• Education and Care Services National Regulations    

• Education and Care Services National Law Act 2010   

• DET Kindergarten Funding Guide    

• Sign in/out/Attendance book   

• Child enrolment records   

• Medication records/book   

• Accident, injury and illness records/book   

• Personal employee record   

• Employee attendance book/sign-in sheets   

• Leave/sick leave procedures/forms   

• Professional development request forms   

• List of staff members and contact phone numbers   

• Industrial Agreement information/employment agreement information   

• Staff meeting minutes   

• List of suppliers   

• Service Quality Improvement Plan   



 

Page 15 of 19 
 

Staffing | Date Reviewed March 26 

Sourced from Early Learning Association Australia 

• DET Regional contact details   

• List of specialist services with contact details   

• Employee rosters   

Employee communication processes; for example, diary beside the phone   

Locker and/or pigeonhole   

Noticeboards for:   

– Staff   

– Parents   

Program planning and individual records   

Process for employing relief/emergency staff   

Emergency/fire drill procedures   

Petty cash/budget information relevant to the position    

Maintenance procedures   

Rubbish collection arrangements   

Discussion of all employee’s responsibilities    

OHS induction (refer to Attachment 106)   
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ATTACHMENT 2: PROBATION IMPLEMENTATION CHECKLIST 

The employer should decide whether to have a probationary period when employing a new staff member, and must 

determine/ensure/undertake the following: 

Length of probationary period in accordance with the Creative Minds Early Years 

staffing policy  

Employee has been informed of the probationary and the probationary period is 

specified in their letter of employment  

Position description and responsibilities are provided, and standards/expectations of 

the position are clarified   

A manager, employer representative or, if applicable, sub-committee is appointed to 

have regular meetings to support the employee during the probationary period and 

review his/her performance prior to the end of the probationary period. 

Reviews will be conducted at 1, 3 and 6 months of employment commencement 

(more often if required), during the probationary period so the progress of any 

agreed goals and role expectations from the first meeting can be discussed.  

Creative Minds Early Years representative or manager and the employee have met 

to review the employee's performance during the probationary period.  

Probation review report completed, and the representative reports back to the 

Approved provider, at least 10 days prior to the end of the probationary period.  

The employer makes a decision to confirm employment and has checked with the 

employee to confirm his/her willingness to continue employment. 

Alternatively, if the employees’ performance does not meet the requirements of the 
role, a decision has been made to terminate employment following the procedures 
set out in the applicable legislation/award/agreement  

Employee’s ongoing employment is confirmed in writing.  (Alternatively, the process 

to terminate the employee's employment in accordance with applicable legislation, 

award/agreement has commenced)  
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ATTACHMENT 3 - PROBATION REVIEW REPORT 

Full name of employee: ……………………………………………… Name of service: Creative Minds Early Years 

REVIEW REPORT    

  First        Second        Final Report date:  ……………………….          

Date employment commenced: ………………………    Expiry date of probation period:  ……………………. 

Key duties/performance standard/conduct 

(Refer position description) 

Comments about duties, performance, and conduct Goals for next review (if a second review  

is to be held) (Identify training needs) 
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Issues raised by employee 

 

 

Issues raised by employer 

 

 

 

Conducted by: 

Name: ……………………………………………………….……    Date: ………………………………………….. 

Position: …………………………………………………….  

Signature:  …………………………………………………. 

Employee’s signature: …………………………………………………………………….    Date: ……………………… 

Employer’s signature: ……………………………………………………… Position: ……………………………………  Date: …………. 

FINAL REVIEW ONLY 

Action/outcome: Satisfactory completion of probationary period:    Yes    No    

Note: Original is to be placed in the employee’s personnel file. Copy provided to employee. 
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ATTACHMENT 4: EMPLOYEE GAP FEE AGREEMENT 

Please complete this form and return to Creative Minds Early Years by [Date] : 

Fee payment contract 

Child/ren full name: 

Parent’s/guardian’s full name: 

Creative Minds Early Years will cover 95% of the gap fee of employees enrolled children within the service. 

• I/we acknowledge that the childcare service is funded by fees paid by parents/guardians. The service cannot operate without the fees paid by parents/guardians. 

• I/we acknowledge having received and read the attached summary of Creative Minds Early Years fees policy, which sets out the procedure for fee payment 

• I/we understand that fees are non-refundable. 

• I/we agree that if our activity and financial circumstances change, we will immediately notify Centrelink to ensure our Child Care Subsidy entitlements are up to 
date 

• I/we acknowledge that if fees are not paid by the due date, Creative Minds Early Years will implement the late payment of fees procedures, as outlined in the 
Fee Information for Families, which could result in the withdrawal of my/our child’s place at the service and no further enrolments until the outstanding fees are 
paid. 

• I/we agree that if my/our financial circumstances change and I/we am/are unable to pay as agreed, I/we will immediately notify the [responsible position] to 
discuss alternative payment options. 

• I/we acknowledge that I/we have received and read the service’s Fee information for families, which outlines the procedure for payment of fees. 

• I/we Agree to pay fees while the child is absent. Examples include annual leave, public holidays, illness, closure due to unforeseen circumstances etc. 

• I/we agree to collect my child/ren from Creative Minds Early Years prior to closing time. 

• I/we agree to give 2 weeks written notice of when my child/children will be leaving Creative Minds Early Years. 

• I/we agree that any outstanding fees will be deducted from my final wages’ payment upon termination of employment.  

Signature (parent/guardian):      Date:      

Note: invoices, receipts and collection of fees will be in accordance with the Creative Minds Early Years Fees Policy.  

Fee amounts are confirmed upon enrolment in our enrolment software and viewable at any time. 

 


