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Welcome 
To Whitsunday Shire Family Day Care 
Whitsunday Shire Family Day Care have been providing the Whitsundays with quality childcare since 1984 with   

Educators currently based in Proserpine, Strathdickie, Cannonvale, Woodwark, Mandalay, Dingo Beach and Bowen. 

With high quality learning in an Educatorôs own home,  each childôs individual needs are met offering parentôs peace 

of mind. Whitsunday Shire Family Day Care is an ñExceedingò rated service and this rating as been maintained 

since the introduction of the National Quality Framework in 2012.  

Educators operate from their own homes and are self employed. Educators are supported,  monitored, assessed 

and regulated by our Coordination Unit. The service is licensed and regulated by the relevant Commonwealth and 

State Departments. 

Family Day Careôs unique small mixed-age group setting encourages the formation of genuine and trusting          

long-lasting relationships, promotes the development of confidence and self-worth and fosters a sense of belonging, 

being and becoming; all which play an important role in the foundations of a childôs sense of identity. Each education 

and care environment have the capacity to offer care for children from birth to 13 years of age, often allowing        

siblings to experience quality educational programs together in the same location, whilst having the security and  

familiarity of family. In small groups, children will enjoy a natural approach to play and discovery and form genuine 

lasting bonds with their passionate Early Childhood Educator.  

This unique setting creates a special space where each child is free to thrive and develop their own personalities. An 

environment where Educators have more time to help every child pursue their passions and can actively support 

new hobbies, creating a space where everyone receives dedicated attention and feels the comforting embrace of a 

family unit.  

This Information Booklet will assist you to understand how Whitsunday Shire Family Day Care  operates and we 

hope that your experience with the service will be enjoyable.  

 



Philosophy 
²Ŝ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǘƘŀƴƪ ǘƘŜ Dƛŀ ŀƴŘ bƎŀǊƻ ǇŜƻǇƭŜΣ ǘƘŜ ǘǊŀŘƛǝƻƴŀƭ ŎǳǎǘƻŘƛŀƴǎ ƻŦ ǘƘŜ ƭŀƴŘ ǿƘŜǊŜ ƻǳǊ ƻŶŎŜ ƛǎ ƭƻŎŀǘŜŘ ŀƴŘ ƻǳǊ 

9ŘǳŎŀǘƻǊǎ ŀƴŘ ŎƘƛƭŘǊŜƴ ƭŜŀǊƴ ŀƴŘ ǇƭŀȅΦ ²Ŝ ǿƛƭƭ ƭƻƻƪ ŀƊŜǊ ǘƘŜ ƭŀƴŘΣ Ǉƭŀƴǘǎ ŀƴŘ ŀƴƛƳŀƭǎ ǘƘŀǘ ōŜƭƻƴƎ ƘŜǊŜ ŀƴŘ ǿƛƭƭ ǘǊŜŀǘ ŀƭƭ ǇŜƻǇƭŜ 

ǎƘŀǊƛƴƎ ǘƘƛǎ ƭŀƴŘ ǿƛǘƘ ǊŜǎǇŜŎǘΦ ²Ŝ Ǉŀȅ ƻǳǊ ǊŜǎǇŜŎǘ ǘƻ ŀƭƭ ŜƭŘŜǊǎ Ǉŀǎǘ ŀƴŘ ŜƳŜǊƎƛƴƎΦ 

{ƘŀǊŜŘ ±ƛǎƛƻƴΥ 

²ƘƛǘǎǳƴŘŀȅ {ƘƛǊŜ CŀƳƛƭȅ 5ŀȅ /ŀǊŜ ƛǎ ŘŜŘƛŎŀǘŜŘ ǘƻ ǇǊƻǾƛŘƛƴƎ ǉǳŀƭƛǘȅ ƻǳǘŎƻƳŜǎ ŦƻǊ /ƘƛƭŘǊŜƴΣ CŀƳƛƭƛŜǎ ŀƴŘ  9ŘǳŎŀǘƻǊǎ ƛƴ ƘƻƳŜ-ōŀǎŜŘ 

ŜŘǳŎŀǝƻƴ ŀƴŘ ŎŀǊŜ ŜƴǾƛǊƻƴƳŜƴǘǎΦ ²Ŝ ŜƴǎǳǊŜ ǘƘŜ ǎŜǊǾƛŎŜ ŀƭƛƎƴǎ ǿƛǘƘ ǘƘŜ ƎǳƛŘƛƴƎ  ǇǊƛƴŎƛǇƭŜǎ ǿƛǘƘƛƴ ǘƘŜ bŀǝƻƴŀƭ vǳŀƭƛǘȅ CǊŀƳŜǿƻǊƪ 

ŀƴŘ ǘƘŜ !ǇǇǊƻǾŜŘ [ŜŀǊƴƛƴƎ ŦǊŀƳŜǿƻǊƪǎΦ ¢Ƙƛǎ ǿƛƭƭ ōŜ ŀŎƘƛŜǾŜŘ ƛƴ ŎƻƭƭŀōƻǊŀǝƻƴ ǿƛǘƘ ŀƭƭ ǎǘŀƪŜƘƻƭŘŜǊǎ ƻŦ ƻǳǊ ǎŜǊǾƛŎŜΣ ǾŀƭǳƛƴƎ ŀƭƭ     

ƻǇƛƴƛƻƴǎ ŀƴŘ ōŜƭƛŜŦǎΦ  

hǳǊ Ƴƛǎǎƛƻƴ ƛǎ ǘƻ ŜƴƎŀƎŜΣ ǎǳǇǇƻǊǘΣ ǊŜǎƻǳǊŎŜ ŀƴŘ ƛƴǎǇƛǊŜ ƭƻŎŀƭ 9ŘǳŎŀǘƻǊǎ ǘƻ ǿƻǊƪ ƛƴ ŎƻƭƭŀōƻǊŀǝƻƴ ǿƛǘƘ ŦŀƳƛƭƛŜǎ ǘƻ ŜƴǎǳǊŜ ŜŀŎƘ ŎƘƛƭŘ 

ƳŜŜǘǎ ǘƘŜƛǊ Ŧǳƭƭ ǇƻǘŜƴǝŀƭΦ hǳǊ ǇǊƛƳŀǊȅ ŦƻŎǳǎ ƛǎ ŀƭǿŀȅǎ ǿƘŀǘ ƛǎ ƛƴ ǘƘŜ ōŜǎǘ ƛƴǘŜǊŜǎǘ ƻŦ ǘƘŜ ŎƘƛƭŘ ŀƴŘ ƛƴ ŘƻƛƴƎ ǎƻ ǿŜ ƘƻƴƻǳǊ ǘƘŜ ¦ƴƛǘŜŘ 

bŀǝƻƴǎ /ƻƴǾŜƴǝƻƴ ƻƴ ǘƘŜ wƛƎƘǘǎ ƻŦ ǘƘŜ ŎƘƛƭŘΦ 

²Ŝ ŀƛƳ ǘƻ ǎǳǇǇƻǊǘ ŎƘƛƭŘǊŜƴ ǇƘȅǎƛŎŀƭƭȅ ŀƴŘ ŜƳƻǝƻƴŀƭƭȅΣ ŜƴǎǳǊƛƴƎ ǘƘŜ ǎǳǇŜǊǾƛǎƛƻƴΣ ƘŜŀƭǘƘΣ ǎŀŦŜǘȅ ŀƴŘ ǿŜƭƭōŜƛƴƎ ƻŦ ŀƭƭ ŎƘƛƭŘǊŜƴ ƛƴ 

ŎŀǊŜ ŀƴŘ ǇǊƻǘŜŎǝƴƎ ǘƘŜƳ ŦǊƻƳ ƘŀǊƳΣ ǿƘƛƭŜ ǇǊƻƳƻǝƴƎ ŀ ǎŜƴǎŜ ƻŦ ƛƴŘŜǇŜƴŘŜƴŎŜ ŀƴŘ ŎƻƴŬŘŜƴŎŜΦ 

9ŘǳŎŀǘƻǊǎ ŀǊŜ ǊŜǎǇŜŎǘŜŘ ŀƴŘ ǾŀƭǳŜŘ ǘŜŀƳ ƳŜƳōŜǊǎΦ ²Ŝ ŀŎƪƴƻǿƭŜŘƎŜ ŜŀŎƘ ƛǎ ƛƴŘƛǾƛŘǳŀƭ ŀƴŘ ǳƴƛǉǳŜ ŀƴŘ ǘƘŜƛǊ ƘƻƳŜ ŜƴǾƛǊƻƴƳŜƴǘ 

ƛǎ ǊŜƅŜŎǝǾŜ ƻŦ ŎǳƭǘǳǊŜΣ ǎǳǎǘŀƛƴŀōƛƭƛǘȅΣ ƭƻŎŀǝƻƴΣ ŜȄǇŜǊƛŜƴŎŜ ŀƴŘ ƪƴƻǿƭŜŘƎŜΦ  

9ŀŎƘ ŎƘƛƭŘΩǎ ƭŜŀǊƴƛƴƎ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ƛǎ ŀǎǎŜǎǎŜŘ ŀƴŘ ŘƻŎǳƳŜƴǘŜŘ ŀǎ ǇŀǊǘ ƻŦ ŀƴ ƻƴƎƻƛƴƎ ŎȅŎƭŜ ƻŦ ǇƭŀƴƴƛƴƎ ǿƘƛŎƘ ƛǎ ŘƛũŜǊŜƴǘ ƛƴ 

ŜǾŜǊȅ ƘƻƳŜΦ tǊƻƎǊŀƳǎ ŀƴŘ ŎȅŎƭŜǎ ƻŦ ǇƭŀƴƴƛƴƎ ǊŜƅŜŎǘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ŎƘƛƭŘǊŜƴ ƛƴ ŎŀǊŜ ŀƴŘ 9ŘǳŎŀǘƻǊ ǇŜǊǎǇŜŎǝǾŜǎΦ 

²Ŝ ŀƛƳ ǘƻ ǇǊƻǾƛŘŜ ƻǇǇƻǊǘǳƴƛǝŜǎ ǘƘŀǘ ǇǊƻƳƻǘŜ ƳŜŀƴƛƴƎŦǳƭ ŜȄǇŜǊƛŜƴŎŜǎΣ ŜǎǘŀōƭƛǎƘ ǊƻǳǝƴŜǎ ŀƴŘ ǇƭŀƴƴŜŘ ŜȄǇŜǊƛŜƴŎŜǎ ŦƻǎǘŜǊƛƴƎ   

ŎƘƛƭŘǊŜƴΩǎ ƴŜŜŘǎΣ ƛƴǘŜǊŜǎǘǎΣ ŀƴŘ ƛŘŜŀǎΦ 

tŀǊŜƴǘǎ ŀƴŘ 9ŘǳŎŀǘƻǊǎ ŀǊŜ ǾƛŜǿŜŘ ŀǎ ǇŀǊǘƴŜǊǎΣ ŎƻƭƭŀōƻǊŀǘƻǊǎ ŀƴŘ ŀŘǾƻŎŀǘŜǎ ŦƻǊ ǘƘŜ ŎƘƛƭŘǊŜƴΣ ǿŜ ǿƛƭƭ  ŎƻƭƭŀōƻǊŀǘŜ ǘƻ ōǳƛƭŘ ǘǊǳǎǝƴƎΣ 

ǊŜŎƛǇǊƻŎŀƭ ŀƴŘ ǊŜǿŀǊŘƛƴƎ ǊŜƭŀǝƻƴǎƘƛǇǎ ǿƘŜǊŜ ŜǾŜǊȅƻƴŜ ŦŜŜƭǎ ŀ ǎŜƴǎŜ ƻŦ ōŜƭƻƴƎƛƴƎΦ 

²Ŝ ǇǊŀŎǝŎŜ ƛƴŎƭǳǎƛǾŜƴŜǎǎΣ ŀǇǇǊŜŎƛŀǘŜ ŘƛǾŜǊǎƛǘȅΣ ǊŜǎǇŜŎǘ ŀƭǘŜǊƴŀǘŜ ǿƻǊƭŘ ǾƛŜǿǎΣ ŀƴŘ ŎŜƭŜōǊŀǘŜ ǘƘŜ ōŜƴŜŬǘǎ ƻŦ ŘƛǾŜǊǎƛǘȅ ŀƴŘ ƘƻƴƻǳǊ 

ŘƛũŜǊŜƴŎŜǎΦ 

/ƻƳƳǳƴƛǘȅ hǳǝƴƎǎ ŀƴŘ 9ȄŎǳǊǎƛƻƴǎ ŀƴŘκƻǊ ŎƻƳƳǳƴƛǘȅ ŜȄǇŜǊƛŜƴŎŜǎ ǿƛǘƘƛƴ ǘƘŜ ƘƻƳŜ ŀǊŜ ǎǳǇǇƻǊǘŜŘ ŦƻǊ  ŎƘƛƭŘǊŜƴ ǘƻ ŦŜŜƭ ŎƻƴƴŜŎǘŜŘ 

ǘƻ ǘƘŜƛǊ ǿƻǊƭŘ ŀƴŘ ƻũŜǊǎ ƻǇǇƻǊǘǳƴƛǘȅ ƻŦ ŜƴƎŀƎŜƳŜƴǘΣ ƭŜŀǊƴƛƴƎ ŀƴŘ ƭƛŦŜ ǎƪƛƭƭǎΦ  

¢ƘǊƻǳƎƘ ŎǊƛǝŎŀƭ ǊŜƅŜŎǝƻƴΣ ǿŜ ǎǘǊƛǾŜ ǘƻ ŎƻƴǎƛǎǘŜƴǘƭȅ ƛƳǇǊƻǾŜ ǇǊŀŎǝŎŜǎΣ ŜƳōǊŀŎŜ ŎƘŀƴƎŜΣ ƛƳǇƭŜƳŜƴǘ ǉǳŀƭƛǘȅ ƛƳǇǊƻǾŜƳŜƴǘǎ ŀƴŘ 

ŀƛƳ ŦƻǊ ƘƛƎƘ ǉǳŀƭƛǘȅ ǇǊƻŦŜǎǎƛƻƴŀƭ ǇǊŀŎǝŎŜǎ ǘƻ ŜƴǎǳǊŜ ŎƘƛƭŘǊŜƴΩǎ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ǎǳŎŎŜǎǎ ƛƴ ƭƛŦŜƭƻƴƎ ƭŜŀǊƴƛƴƎΦ 



/ƻƴǘŀŎǘ LƴŦƻǊƳŀǝƻƴ 

hǳǊ {ǘŀũ ŀƴŘ ǘƘŜƛǊ wƻƭŜǎ 

The Coordination Unit facilitates the consistency and high quality of all childcare delivered under Whitsunday Shire 

Family Day Care banner and works in partnership with Educators to uphold  organisational values, meet required 

legislation and the National Quality Standard.   

Approved Provider:  Whitsunday Shire Family Day Care  

     18B Chapman Street 

     Proserpine QLD 4800 

     President: Donna Anderson  

 

Regulatory Authority:   Office for Early Childhood Education and Care 

     PO Box 5179 

     Townsville QLD 5179 

     Phone (07) 4758 3385 

All enquiries should be directed to Whitsunday Shire Family Day Care 

Address:   18B Chapman  Street 

   Proserpine QLD 4800 

Phone:  (07) 4945 2422   

Email:   whitfdc@bigpond.com   

Website:   www.whitsundayfamilydaycare.com.au 

Facebook:  https://www.facebook.com/whitsundayshirefamilydaycare 

Service Hours: 8.30 am ð 4.00 pm  Monday to Thursday (Closed on Fridays) 

            Amanda Brett          Kylie Smith                 Buddy Bear 

  Nominated Supervisor     Nominated Supervisor           Mascot 

  Coordinator         Coordinator 

  Educational Leader  Educational Leader   



 

 
 

Approved Provider 

Whitsunday Shire Family Day Care Management Committee is the Approved Provider of the scheme.  
 
The Management Committee which includes representatives of parents, Educators and community members, meets 
bi-monthly to conduct the business of the service.  
 
Anyone, who has an interest in the service, is encouraged to seek nomination to the committee at the Annual      

General Meeting that is held in September each year. You are also welcome to attend these meetings as an        

observer. 

 

Coordination Unit 

The Coordination Unit is central to the operational functioning of the Education and Care Service, supporting the   

provision of quality education and care and is the point of contact, registration, referral, resourcing, monitoring and 

support for parents and Educators.  

 

Coordinators support Educators in curriculum decision making, planning for childrenôs learning and development and 

in their interactions with families and children. They work in a close partnership with Educators to ensure they uphold 

organisational values and meet requirements set by government legislation and supports Educators to participate in 

ongoing professional development on a range of topics relevant to childrenôs development and learning.  

 

The Coordination Unit team is directly responsible to the Management Committee and must adhere to the guidelines 

as set down by the Office for Early Childhood Education and Care, the Education and Care Services National Law 

and the Education and Care Services National Regulations. The Coordination Unit also administers government child 

care subsidies on behalf of eligible families.   

 

Educators 

Educators are responsible for the delivery of quality education and care and agree to work cooperatively with the 

Families, Coordination Unit and the community in the delivery of the service. Educators are directly responsible to 

the Coordination Unit and must adhere to the Education and Care Services National Law (Queensland) and         

Education and Care Services National Regulations  and Whitsunday Shire Family Day Careôs Policy and Procedure 

Manual. 

 

The Whitsunday Shire Family Day Care Policy and Procedure Manual is available at your  Educatorôs home or at the 

scheme office. It details the policies and procedures of the service.  

 

Non Discriminatory Access 

Whitsunday Shire Family Day Care offer all families access to quality childcare appropriate to their needs. The     

service makes every effort to promote understanding, tolerance and mutual respect for all service members and the 

wider community.  
 

Confidentiality 

This is the process by which the right to privacy is protected and it is an integral principle of the service. Written     

records concerning children and their families, Educators and their families are stored securely. Only the parent can 

access this information or Educator to whom the records  relate and appropriate staff, management committee   

members and government department officers as necessary. Verbal information will be handled discreetly and all 

written records shredded after elapse of the period of retention described by legislation. It is the expectation of this 

service that all peopleôs information will be treated with the utmost respect.  

 

Families are asked to respect your Educatorôs privacy by not discussing personal details such as the Educatorôs 

home, family or earnings with others. You may discuss any concerns, problems or other matters about your childôs 

care with the Coordination Unit Staff at any time.  

 

Social Media 

No images of children will be used on social media or marketing material without the prior written approval of the  
parents/guardians of the child. This is part of Parent Agreement completed upon Enrolment with the service.   

 

Whitsunday Shire Family Day Care Operational Information 



Emergency Procedures 

All  Educators are required to have an emergency procedures in place to be used in the event of any emergency. 

The Evacuation Plan must be displayed. Smoke alarms are installed in the homes of all our Educators along with a 

fire extinguisher and a fire blanket.  Please be aware of where these are located within your Educatorôs home and be 

familiar with the emergency procedures. 

 
Quality Improvement Plan 
The National Regulations require approved services to have a Quality Improvement Plan (QIP). The aim of this plan 
is to help providers self-assess their performance in delivering quality education and care and to plan future           
improvements. The QIP also helps the Regulatory Authorities with their assessment of the service. Our Quality     
Improvement Plan is available on request and will seek input from our families regularly. 
 
Newsletter 

A newsletter is emailed monthly for Educators and every second month for families to advise of up coming events, 

updates on the scheme, new and  interesting information.  You are most welcome to contribute to our newsletter and 

anything you wish to be submitted should be sent to our office or if possible come into the office and see us to talk 

about it.  Newsletters are emailed, available on our website or given to your Educator if  either of these options isnôt  

available to you. 

 

Early Childhood Education and Care Legislation 

The óNational Quality Framework for Early Childhood Education and Careô is in place to ensure services are of the 

highest possible quality for a childôs optimum development and provides families with the right information to assist 

them to be able to make informed choices. The legislative framework consists of the Education and Care Services 

National Law and the Education and Care Services National Regulations. More information can be found at 

www.acecqa.gov.au  

 

Our scheme has been rated as ñExceeding National Quality Standardò and our National Quality Framework Rating 

can be found at https://www.acecqa.gov.au/resources/national-registers/services/whitsunday-shire-family-day-care-

scheme 

 

Smoking 

Smoking is prohibited at early childhood education and care facilities and for five metres beyond their boundaries. 

The law applies to all smoking products including electronic cigarettes. Where an early childhood and education care        

facility is also a residential premises the law applies during the hours the premises is being used to provide an early 

childhood education and care service.  

 

Parental Concerns  

If parents, at any time have any questions, concerns or suggestions, please do not  hesitate to discuss any issues. If 

you do not feel comfortable raising these issues with your Educator you can contact the President confidentially as 

per the ñDealing with Complaintsò procedure below. 

 

Dealing with Complaints 

A complaint is any expression of dissatisfaction or concern about the service offered or provided by Whitsunday 

Shire Family Day Care including its Staff, Educators, Educatorôs Families and   our Management Committee. A   

complaint may be general in nature or relate to particular  personnel, a part of the service, a policy, a decision, or an 

aspect of service delivery. All complaints should be addressed to the President in writing.  

 

Whitsunday Shire Family Day Care President 

Private and Confidential 

18B Chapman Street,  

Proserpine 4800 

 Email: whitfdc2@outlook.com  

 

https://www.acecqa.gov.au/resources/national-registers/services/whitsunday-shire-family-day-care-scheme
https://www.acecqa.gov.au/resources/national-registers/services/whitsunday-shire-family-day-care-scheme


Code of Conduct      

Policy Statement:   

Whitsunday Shire Family Day Care have a legal responsibility to provide an open, welcoming, and safe environment 
for all children  and staff. We believe that all parents/guardians, family members and visitors play a crucial and        
valuable role in the effective operation of the centre.  
 

Legislative Requirements: 

Procedures:   
This Code applies to all families, Educators, guardians, authorised contacts, visitors, students, and family members of 
children enrolled with Whitsunday Shire family Day Care. The Code must be observed in all conduct and interaction 
with Whitsunday Shire Family Day  Care, including any function or event held by or on behalf of Whitsunday Shire 
Family Day Care. 
 

The code of behaviour is a set of rules outlining standards of acceptable behaviour at work.  It makes it clear to all people 
what is expected and reduces confusion and possible conflict.  Failure to abide by the staff and Educator code of           
behaviour may lead to immediate dismissal from Whitsunday Shire Family Day Care Assoc. Inc. (refer to Dealing with 
Concerns Policy) 
 

As part of our professional conduct, we will abide by the following principles: 
 

Coordination Unit, Educators/Educator Assistants, Staff, Volunteers, Students and Families will: 
 

¶ Abide by the Philosophy of Whitsunday Shire Family Day Care Association Inc. 

¶ Abide by Early Childhood Australia Code of Ethics 

¶ Adhere to all regulations, policies, procedures, and agreements of Whitsunday Shire Family Day Care Assoc. Inc. 

¶ Adhere to the National Principles for Child Safe Organisations 

¶ Adhere to Whitsunday Shire Family Day Careôs Child and Youth Risk Management Strategy 

¶ Treat families and children with courtesy, respect and consideration, act on complaints and provide services to the 
best of their ability 

¶ Observe all the rules of Whitsunday Shire Family Day Care Assoc. Inc. including those specified in the constitution 
and any others  determined by the Management Committee or the membership of the organisation 

¶ Represent Whitsunday Shire Family Day Care Assoc. Inc. in a positive way 

¶ Not discuss confidential issues of Whitsunday Shire Family Day Care Assoc. Inc. with people other than those who 
have a lawful right to that information 

¶ Follow any grievance procedures set down by the Management Committee to try to resolve any conflicts with other 
members of Whitsunday Shire Family Day Care Association Inc. 

¶ Not harass in any form clients, other staff, or members of Whitsunday Shire Family Day Care Association Inc. 

¶ Not abuse, physically or verbally, families, children, other staff, Educators, or members of Whitsunday Shire Family 
Day Care Association Inc. 

¶ Encourage open communication between all families, children, staff, and management committee 

¶ Respect cultural differences 

¶ Provide a welcoming inclusive and safe environment for all children, young people, parents, staff, volunteers, and 
students 

¶ Avoid the use of offensive language 

¶ Avoid contact with children that may be construed as inappropriate 

¶ Respect the privacy of Educators, children, and families in care 

¶ Respond to all cases of suspected child abuse or neglect 

¶ Protect the security and safety of children at all times 

 
Unacceptable conduct includes but it not limited to: 
 

¶ Being adversely affected by and/or under the influence of drugs or alcohol while performing work duties,        
representing WSFDC or when driving vehicle for work purposes 

¶ Misusing prescription drugs or using, possessing, or selling illegal or un-prescribed drugs, while performing 
work duties. 

¶ Using unprofessional or obscene language or gestures towards colleagues, children or families, or engage in              
unprofessional or unsolicited conversations (e.g. gossiping, vexatious claims)  

¶ Engaging in behaviour that may be considered as, or constitute bullying, discrimination, or harassment 

¶ Behaving in a fraudulent or dishonest manner 

¶ Breaching any laws that govern the workplace  

¶ Make unauthorised statements or provide unauthorised information to the media or government officials 

¶ Making or posting inappropriate, false or malicious comments or materials online regarding WSFDC,              
colleagues, children or families. This includes, but is not limited to social networking sites, emails and text     
messages. 

9ŘǳŎŀǝƻƴ ŀƴŘ /ŀǊŜ {ŜǊǾƛŎŜǎ bŀǝƻƴŀƭ wŜƎǳƭŀǝƻƴǎΤ wŜƎǳƭŀǝƻƴ мрр-мрсΣ мсу 



Educator Information 

Educators 

An Educator is a  self-employed, home-based early childhood worker who is registered by  Whitsunday Shire Family 

Day Care to care for small groups of children in their home. All Educators registered with our scheme are              

experienced in caring for children and are supported by Coordinators with Early Childhood Education and Care   

qualifications.  

 

Please show your Educator that you value the care they provide to your family by understanding and respecting the 

policies of our scheme and by taking the time to talk with them about your childôs needs. Positive relationships      

between the Educator and families are critical in providing quality care and learning to the children. 

 

Your Educatorôs Registration Certificate will be displayed at all times and the program, if not on display will be     

available upon request. If you would like to contribute ideas to the program you are welcome to discuss these with 

your Educator. 

 

Students and Volunteers 

Students and volunteers may partake in work experience programs with Whitsunday Shire Family Day Care. Written 

permission from parents is required before placement of students or volunteers occurs. Strict supervision and a   

commitment to confidentiality will be required. 

 

Limit On Numbers Of Children In Care 

In accordance with the Early Childhood Education and Care Services National Law and  Regulations, the Family Day 

Care ratio requirement is 1:7. Of this seven, there is a maximum of four children preschool age or under. Ratio     

includes the Educatorôs own children younger than 13 years of age if there is no other adult to care for them. They 

may also care for school age children either before/after school or during the holidays, but there will be no more than 

7 children in total in care at the same time.  

 

Assessment of Family Day Care Venue and Residence  
The Coordinators conduct an assessment of each venue and residence of the service before education and care is 
provided to children. The suitability of each residence and venue is considered in relation to ensure the health, safety 
and wellbeing of children being educated and cared for by the service are being protected.  
 

What if my Educator is not available?  

When your Educator is planning to take holidays you will be notified by your Educator. You may choose to make your 

own arrangements with friends or family or you may want the service to  offer alternate care. If you do need care, 

please notify the Coordination Unit at Whitsunday Shire Family Day Care as soon as possible and every effort will be 

made to place your child with an alternate Educator.  

 

If your Educator is unavailable on short notice and it is outside of office hours, the on call Coordinator may call you to 

ask if you need alternate care.  

 
Routine 

Repetition is essential for young children, they quickly learn what to expect each dayðwash hands, meal times, play 

and rest time etc. This leads to the children becoming confident, with a sense of security when they become familiar 

with their new surroundings. Please discuss the  daily routine with your Educator.  

 
Sustainability 

We are dedicated to protecting our environment to ensure a sustainable future for our children. Through continuous 
improvement, we strive each day to be better than the day before. 
 
All of our Educators actively engage in caring for the environment and promoting sustainable practices by educating 
and working alongside children, families and the broader community. Learning about sustainability begins with      
everyday actions. Babies and toddlers start by observing adults who model these behaviours, often supported by 
songs, rhymes and verbal cues from Educators. As children grow, particularly from the age of three, they begin to 
understand the reasons behind these practices and the impact their actions have on the planet. 
 
The Whitsunday Shire Family Day Care Schemeôs Sustainability Statement is available at the Coordination Unit.   
Individual Educator sustainability plans can be found at each Educator's residence. 
 



 
Medication 

Your Educator may give medication only when you have signed an authority for medication for them to do so.  

Any medication must: 

¶ Be in the original container with a pharmacy label attached indicating the childôs name and dose                   

(i.e. Prescription or óover the counterô pharmacy medication) 

¶ Have a current óuse byô date and be given only to the child whose name appears on the label 

¶ Be handed directly to your Educatorðplease do not leave in your childôs bag  

¶ In the event that a child has a high fever and parent/guardian/nominee cannot be contacted the parent/

guardian can authorise the administration of a single dose of  paracetamol medication they have provided to 

the Educator (appropriately labelled by qualified practitioner or pharmacist) on the Parent Agreement Form 

upon enrolment. 
 

Medical Conditions 

During the enrolment please advise the service if your child has a medical condition and their specific needs as part 

of their condition. You will be requested to complete a Medical Risk Management and Minimisation Plan. 
 

Your child is not to attend care without medication prescribed by their medical practitioner in relation to your childôs 

specific health care need, allergy, or relevant medical condition. 
 

If relevant, understand that we must give permission for your childôs Medical Management and Risk Minimisation 

Plan to be on display at your childôs Educatorôs home to comply with the Education and Care Services National             

Regulations. This information will not be used for any purpose other than to ensure the wellbeing of your child. 
 

Illnesses/Infectious Diseases 

A child who is sick and may have an infectious illness must be excluded from care and will only be allowed to return 

to care after the exclusion period has expired and when symptoms have  disappeared.  If it is not clear from the  

condition of the child that exclusion is required, a  diagnosis should be sought. This is in consideration of the other 

children in care and the Educatorôs own health. Information regarding illnesses/infectious diseases and times for 

which children can be excluded is available here:  

https://www.health.qld.gov.au/ph/documents/cdb/timeout_poster.pdf 
 

In the event of the Educator or a member of their own family becoming ill, then they are required to contact families 

of the children in care as soon as possible and notify the scheme so alternative care can be arranged if care it is 

available and is required.  If care is not provided by the scheme, payment will not be required.   
 

Children that are unwell are best to stay at home, sending a sick child to care increases the spread of the illness. If 

the Educator considers a child is not well enough to stay or shows signs of any infectious diseases, the parent will 

be contacted to collect their child and normal fees will apply. 
 

Administration of Medication  

Families requesting the administration of medication will be required to follow the policy guidelines developed by      

Whitsunday Shire Family Day Care to ensure the safety of children and Educators in line with legislative guidelines 

and standards in order to ensure the health of children, families and Educators at all times. For further information 

please refer to Whitsunday Shire Family Day Care Policy and Procedure Manualð Administration of Medication  

and Dealing with Medical Conditions in Children policies.  
 

Immunisation  

Whitsunday Shire Family Day Care recommends that children are immunised to the guidelines as recommended by 

the National Health and Medical Research Council, but is not a requirement of participation in care. Families who 

choose not to have their children immunised must be aware that their child/children may be excluded from care in a 

situation where an Educator, a member of the Educatorôs family or another child in care has been exposed to or is 

suffering from an illness or disease included in the  immunisation schedule. 
 

Upon enrolment parents will be requested to supply copies of child/renôs current records of their immunisation      

status. Please keep the office informed of your child/renôs immunisation records as they are updated. Should you 

require further information regarding immunisation for your family visit https://www.qld.gov.au/health/conditions/

immunisation 
 

Unimmunised children will not receive Family Assistance, please contact Family Assistance Office if you require  

further information. 

Health and Wellbeing 

https://www.health.qld.gov.au/ph/documents/cdb/timeout_poster.pdf
https://www.qld.gov.au/health/conditions/immunisation
https://www.qld.gov.au/health/conditions/immunisation


Incidents/Injuries 

When a child is involved in an incident or sustains an injury whilst in care, Educators are required to administer first 

aid immediately and seek further medical attention if necessary. Such incidents include bites, bruises, serious 

bumps, falls etc. 
 

Educators are to notify the parent/guardian and Coordination Unit as soon as possible. An Incident Report Form 

must be completed by the Educator, signed by the parent/guardian and  forwarded to the scheme office. 
 

If the injury requires medical assistance from a  doctor, dentist or ambulance, the Office Of Early Childhood           

Education and Care will be notified. Educators are required to have training in first aid, resuscitation, anaphylaxis 

and asthma management. 

 

Hygiene 

As an early childhood service, we need to be aware of ways to minimise the spread of disease/infection. Diseases 

can be spread by: 

¶ airborne droplets, e.g. sneezing 

¶ faecal/oral contamination 

¶ skin contact 

¶ urine/blood/body secretions. Disposable gloves will be used when dealing with bodily fluids. 
 

Therefore Educators are required to adhere to recommendations of health and hygiene practices for example: 

¶ Providing separate eating utensils, hand towels, washers and linen for each child. 

¶ Washing of hands upon arrival and departure, before eating, after play, toileting, nose wiping, changing      

nappies or handling of pets. 

¶ Hand sanister is available upon entry and exit of the service. 

¶ Regular washing and disinfecting of toys, equipment,  bedding. 

¶ Safe storage and handling of food. 

¶ Removal of pet droppings and keeping pet food and pet water dishes out reach of the children 

¶ Safe disposal of nappies, food scraps, household rubbish as well as general household cleanliness. 
 

Sleep, Rest and Relaxation 

We are committed to providing a safe, comfortable, and nurturing environment that supports each child's individual 

sleep, rest, and relaxation needs. Safe sleep practices are a priority in family day care to ensure the highest level of 

safety for all children. Our Educators follow the Red Nose principles and guidelines to reduce the risk of sleep-related 

incidents. 
 

For children under 3 years of age, sleep checks are conducted and documented every 10 minutes to monitor their 

safety and wellbeing while they rest. Educators work closely with families to support each childôs individual sleep  

routine and needs, promoting a sense of security and consistency across both home and care environments. 
 

Meals and Nutrition 

All children in care require regular, healthy meals, snacks and fluids. It is encouraged that children bring a healthy, 

nutritious lunchbox to care and water is the best drink to put in our drink bottles. Whitsunday Shire Family Day Care 

has a  ñNutritious Lunchbox Recipe Bookletò  included in your enrolment pack for your convenience. Children often 

eat more in care then they do at home as they burn up so much more energy playing with their friends.. A general 

guide to pack would be; fruit and yoghurt for morning tea, a main meal (leftovers is always a great option) and then 

fruit and snacks for afternoon tea.  

Provision is made for children to enjoy occasional treats (e.g. birthday parties, special outings etc.) and for children to 

participate in óspecialô cooking activities with their Educator. 



 
 

Confirming Care 

Please ensure you complete all the steps on the Confirming Care Information Sheet provided  upon enrolment to 

ensure your Child Care Subsidy is applied.  
 

Commencing Care 

Your child may take a while to settle into his/her new environment, especially if he/she has not been used to leaving 

you. This is perfectly natural. However anxious you may be feeling about leaving your child, it is important that you 

try your best not to show it. Even very young children can pick up on anxiety from their parents. If your child senses 

that you are anxious about leaving them, they will feel that there may be something to be worried about. 

Parents and Educators please make sure that children are shown where they will be sleeping and playing, where to 

find the toilet, bathroom and where to put their belongings in the day care home. 

Be positive cheerful and firm. Place your trust in the Educator and say goodbye. A phone call to your Educator from 

work or home can sometimes ease your mind and reassure you that everything is okay. 

Never sneak off while your child is distracted. It may seem to work well in the short term, but in the long term your 

child will develop a lack of trust and security and this may make them more dependent and óclingyô around you at 

home. 

Once your child has started attending an Educatorôs home. Allow a little time occasionally at the beginning or end of 

the day to talk to the Educator, by coming to collect 10 minutes earlier or staying 10 minutes after drop off, so that 

little problems never become big issues. If you keep the communications lines open, it will be easier for you to   

maintain a good  relationship based on cooperation and mutual respect. 

Delivery and Collection of Children 

Safety and security is of paramount importance in the delivery and collection of children. A child can only be given 

into the care of the Educator and your child will only be permitted to leave the Educatorôs home with his/her Parents/

Guardian or Authorised Nominee. In the event that the child is not collected, then the person nominated on the     

Authorised Nominee Form will be contacted.   

Child Care PIN 

Whitsunday Shire Family Day Care uses a technology platform called Harmony which is designed to streamline   

communication and administration processes with families. It is a regulatory requirement that all children are signed 

in and out of care each day using an electronic signature known as a PIN.  

 

A PIN is used to verify a personôs identity when signing child attendances. A system generated random PIN will be 
sent to each parent/guardian via their supplied email addresses.  Additional PINS will be sent to those listed as    
Authorised Nominees on your Drop off and Collection Authorisation. You have 72 hours to change this PIN to    
something you can remember. 

Each person is allocated their own unique PIN and it is not to be shared with your  
Educator or any other person collecting the child/ren.  

 
Please refer to your Harmony Parent/Guardian Information Guide in your Enrolment Package for more information.  

Child Care Subsidy 

The Child Care Subsidy (CCS) is the main way the Australian Government helps families with child care fees.       

Providers must be approved by the department to receive CCS on behalf of  families. The additional Child Care  

Subsidy (ACCS) is a top up payment in addition to the CCS which will provide targeted additional fee assistance to 

families and children who need extra support. 

CCS will be paid directly to Whitsunday Shire Family Day Care to pass on to families as a fee reduction. Families will 

pay the Whitsunday Shire Family Day Care  the difference between the subsidy and fees charged. This is referred to 

as the ñgap feeò. This will occur via a Direct Debit payment each Friday for care provided the week prior. 

Liability to Pay for Child Care Fees 

The Australian Government provides financial assistance through the CCS or ACCS to eligible families to help cover 

the cost of child care and to encourage workforce participation. One or more individuals may be responsible for the 

childôs care and liable to pay the child care fees. They must be the adult legally responsible for the childôs care or 

their partner. An individual must have incurred a liability to pay for a session of care under a Complying Written    

Arrangement to be eligible for CCS. This is a core part of eligibility for CCS or ACCS. It establishes the liability of the 

individual to pay for child care. Without a Complying Written Arrangement containing all the information required, the 

individual will not be eligible for Child Care Subsidy.  

Enrolment and Fees 



Service Levy 

The service levy is an hourly charge paid by all consumer parents. Refer to your Educatorôs fee schedule guidelines 

for the cost.  

This fee enables us to: 

¶ Supply your Educator with the necessary equipment to care for your child/children e.g. car seats, high chairs, 

sleeping mats, etc. 

¶ Provide Educators with a Resource Library that has a variety of resources suitable to your child/childrenôs age/

stage of development. 

¶ Provide Playgroups 

¶ Administrative Cost 
 

Payment of Fee and Attendance Records 

¶ Standard operational hours are 8.00am to 6.00pm, Monday to Friday. Care outside of these hours will be 

charged at non-standard rates. 

¶ Educators set their own fee schedules. You should discuss the fee schedule with your  Educator at  your 

childôs enrolment interview. 

¶ Payment Method: All payments are made via direct debit to Whitsunday Shire Family Day Care 

¶ Payment Due: Payment is due every Friday for the week prior's services. 

¶ Direct Deposit Surcharge: A $0.70 surcharge will be applied to each payment made via direct debit, as 

charged by the bankΦ IƛƎƘŜǊ ŦŜŜǎ Ƴŀȅ ŀǇǇƭȅ ǘƻ ŎǊŜŘƛǘ ŎŀǊŘǎΦ 

[ŀǘŜ ƻǊ Failed Payments: 

¶ Direct Debit Failure: In the event that the direct debit fails, an $8 fee will be applied for each failed payment. 

¶ Ongoing Failures: If two consecutive direct debit failures occur, the care services may be suspended until the 

outstanding fees are paid in full. 

¶ Possible Consequences: Failure to settle fees after two consecutive failed payments may result in the loss of 

your child's position in family day care. 

¶ Please ŜƴǎǳǊŜ ǘƘŀǘ ǇŀȅƳŜƴǘǎ ŀǊŜ ƳŀŘŜ ƻƴ ǝƳŜ ǘƻ ŀǾƻƛŘ ŀƴȅ ŘƛǎǊǳǇǝƻƴ ƛƴ ŎŀǊŜ ǎŜǊǾƛŎŜǎΦ 
 

Terminating Booked Care 

You must give your Educator notice as per individual fee schedule if you want to: 

¶ Reduce your hours of care 

¶ Cancel care permanently 
 

If you do not give notice you will be required to pay for the notice period as per individual fee schedule at your normal 

fee in lieu of notice. If you do not use care during this period, or are absent on the last day of care, child care subsidy 

cannot be applied and full fees will be required. 
 

Notice is deemed to have been given on the day you advise your Educator of the change. You cannot claim          

allowance absences or child care subsidy if your child has not started care or has stopped care. You also cannot 

claim allowance absences or child care subsidy if you have notified your  Educator and your scheme you are taking 

your child out of care on a set date and then change your mind and remove your child earlier.  
 

Holidays Families 

In the event of families taking holidays, fees will still apply, failure to pay these fees may result in a childôs place    

being no longer available with your Educator or the Scheme.  
 

Holidays Educators 

When your Educator is unavailable to care for your child/children every effort will be made to place your child  with 

another Educator. Parents who need alternative care to be arranged by the scheme are advised to complete óHoliday 

and Leaveô form or make contact with the scheme so that every effort can be made to offer a suitable alternative 

placement for your child. However, the availability of alternative care is dependent on Educator vacancies so      

placement cannot be guaranteed. 

Parents who do not require alternative care will not be charged fees whilst the Educator is away on leave. 
 

Booked Hours 

It is essential that you adhere to your agreed upon hours. Please contact your Educator if your child will not be at-

tending booked care, or a late pick-up or delivery of a child is inevitable. A   penalty fee may apply per child on an 

hourly basis or part thereof for late pick-ups without notice. This penalty is not subsidised. Should you need to 

change your booked care hours please notify your Educator and the Coordination Unit immediately, your Educator 

will have a booking form to complete. If this is not completed it is possible that your CCS will not be applied. 



Casual Care  

In the event that you require extra hours or an extra day of care for your child in addition to your  normal booked 

hours this may be charged at a casual rate. 

 

Absences From Care 

¶ All booked hours of care must be paid for even if you do not use care unless your Educator is unavailable to 

provide care. 

¶ Payment of Childcare Subsidy for absences from care is limited to a total of 42 days per  financial year (this 

includes public holidays)  

 

Public Holidays 

When care is not needed: 

The usual fee is payable for all booked care days falling on public holidays. 

 

When care is needed: 

A higher fee is payableï please check your Educatorôs fee schedule for this rate.  

 

Adhere to the Fee Schedule 

It is essential parents are familiar with and agree to the information provided to you in the Fee Schedule provided to 

you by your Educator upon enrolment. It is the parentôs responsibility to  ensure direct debit payments are            

successful. 

Before and After School Care  

The duty of care begins when the parent/guardian has signed in a child with the Educator until school commences. 

After school care commences when school finishes until the parent/guardian signs the child out. By arrangement, 

educators can escort a child to and/or from school either by car or walking. These arrangements should be made at 

the initial interview, and reviewed each year. Child Care Subsidy is only eligible where there is an expectation of care 

for BSC/ASC at the educators setting. It will not be paid as a transportation service.  

 

School Homework  

Educators are not responsible for supervising homework. Educators will, if possible, arrange a quiet area for school 

age children to do homework, but it is not the educatorôs responsibility to supervise homework or to ensure that it is 

completed.  

 

Provision of Essentials For Care 

Families are asked to provide ample clothing for children. Include clothing that is sun safe, hat, shoes, sunscreen, 

extra pants and any personal items your child may need. Children need clothes they can play in and that helps     

protect them from the sun for a day in care. Suggestions and recommendations are available at Cancer Council 

Queensland https://cancerqld.org.au/ 

 

Babies may need extra supplies of nappies, etc. Discuss this with your childôs Educator.  

 

Please be aware that day care days are filled with fun activities and clothes may get messy. Older clothes are best 

and perhaps a good set if your Educator is taking your child on an excursion.  

 

Activity/Outings Permission 

Educators are encouraged to include activities and outings into the local and wider community. These experiences 

consider the age, interests and abilities of the child. Educators have  completed Risk Management and Assessment 

for each outing and will require parent/guardian permission to attend.  

 

Transport (If applicable) 

Educators may transport children in vehicles in emergency situations and for regular outings as discussed with you. 

Children must at all times be in an approved, properly installed child car  safety restraint appropriate to the childôs 

age/weight. All such equipment is checked to comply with Australian Standards. No child will leave the home  without 

a permission form being completed and signed by the parent/guardian/authorised nominee. Educators will follow 

strict Risk Management Plans for transportation.  

 

If you do not wish your child to be transported in vehicles (other than in emergency situations) please discuss this 

with your Educator and the Coordination Unit. Children may only be transported with the Educator in attendance. 

https://cancerqld.org.au/


Swimming 

Some Educators may wish to take a child/children swimming. If parents consent to swimming, written permission is 

required and adult/child ratio for swimming is maintained at all times. (Refer to the Scheme Policy Manual for details) 

 

Pets 

Pets are in many Educatorôs homes as an integral part of family life. Educators with pets  must adhere to strict       

hygiene requirements.   

 

Parent/Guardianôs concern for their childôs safety will be acknowledged at all times and you have the choice of     

placing their  children in a home with or without pets. Parent permission is sought and a risk management plan   

completed prior to any interaction with pets.If you have any reservations about pets, please discuss this matter with 

the Coordinator.  

 



 
 

Family and Child Connect  

We love our children but sometimes things get a bit tough and you may need a bit of help. Every family faces       

challenges at some point. We connect you to the support you need to make things better for you and your family. Itôs 

confidential, free and worth the call. 13 FAMILY or 133264 or follow this link: http://familychildconnect.org.au/ 

 

Child Protection and Reporting of Harm 

Whitsunday Shire Family day Care believes every child has the right to be safe and protected from all forms of 

abuse. We are committed to protecting the security and safety of children in family day care at all times, and in     

affirmation of the dignity and rights of the child, active measures are in place to prevent the occurrence of child abuse 

or neglect; and where abuse or neglect has occurred or is suspected to have occurred, the service will respond to all 

cases in a manner which will keep children safe.  

 

Whitsunday Shire Family Day Care is committed to providing safe environments for children and young people in 

family day care, and an environment in which  they can learn and grow.  

 

Whitsunday Shire Family Day Care is committed to ensuring the safety of all children and will respond to any        

situation where a child is harmed or suspected to have been harmed in a respectful, consistent manner which meets 

legislative requirements.  

 

For information regarding child protection the Commission for Children and Young People and Child Guardian can 

be contacted by phoning 1800 113 611 or via the website https://www.bluecard.qld.gov.au/ 

 

Are you concerned about a childôs safety and wellbeing? 

The Child Protection Guide helps you decide whether to report to Child Safety or refer to Family and Child Connect. 

Please go to link below: 

Queensland Child Protection Guide - Department of Children, Youth Justice and Multicultural Affairs 

(cyjma.qld.gov.au)  

Child Protection Information 

http://familychildconnect.org.au/
https://www.bluecard.qld.gov.au/
https://www.cyjma.qld.gov.au/about-us/our-department/partners/child-family/our-government-partners/queensland-child-protection-guide
https://www.cyjma.qld.gov.au/about-us/our-department/partners/child-family/our-government-partners/queensland-child-protection-guide

