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Engaging Early Childhood Educators/Volunteer/Student Policy  

 
Policy Statement 

 
Mornington Peninsula Shire is committed to ensuring that our recruitment and selection 
processes promotes and supports; transparency, diversity and equity. 
 
We recognise our duty of care and how the recruitment and selection of early childhood 
educators affects the health and wellbeing of children, families and peers.  
 
The purpose of the Engaging Early Childhood Educators Policy is to: 

• reflect an ethical and legal responsibility towards the recruitment and selection of 
early childhood professionals 

• obligate equal employment opportunities legislation 

• have continuity of educators to maintain the quality of care for children and families 

• commit to the induction process of child care educators 

• develop opportunities for professional development and training 
 
This policy is to be read in conjunction with the Mornington Peninsula Shire’s policy titled: 
Recruitment, Staff Selection and Induction (Policy No. 4.02) 
 
Education and Care Services National Regulations 

 
Part 4.4 – Staffing Arrangements 
Division 1 – Educational Leader  

• Regulation 118: Educational Leader 
Division 2 – Age and Supervision Requirements 

• Regulation 120: Educators who are under 18 to be supervised 
Division 3 – Minimum Number of Educators and FDC co-ordinators required 

• Regulation 121: Application of Division 3 

• Regulation 122: Educators must be working directly with children to be included in ratios 
Division 4 – Educational qualifications for Educators 

• Regulation 125: Application of Division 4 

• Regulation 127: Family Day Care Educator Qualifications 

• Regulation 128: Family Day Care Co-ordinator Qualifications 
Division 6 – First Aid Qualifications 

• Regulation 136: First Aid Qualifications 
Division 7 – Approval and Determination of Qualifications 

• Regulation 137: Approval of qualifications 

• Regulation 138: Application for qualification to be assessed for inclusion on the list of 
approved qualifications 

• Regulation 139/140/141: Application for determination of equivalent qualification 

• Regulation 142: Translation of documents 

• Regulation 143: Certification of documents 
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Division 10 – Register of family day care educators, co-ordinators and assistants and records of 
family day care service 

• Regulation 153: Register of family day care educators, co-ordinators and assistants 

• Regulation 154: Record of staff engaged or employed by Family day Care service 
 
National Quality Standard 
 

Quality Area 4: Staffing Arrangements 
Standard 4.1: Staffing arrangements enhance children’s learning and development 
 

Quality Area 7: Governance and Leadership 
Element 7.1.3: Roles and responsibilities are clearly defined, and understood, and support effective 
decision-making and operation of the service. 
 

Strategies and Practices 
 

Recruitment 
 

The Family Day Care coordination team are responsible for the recruitment and licensing of Family 
Day Care educators. An educator pack will be provided to all prospective applicants and will include 
sufficient information to ensure that applicants understand the roles and responsibilities of 
becoming an educator  
 

Once an application for family day care has been received the coordination team will arrange for 
the interview process to commence 
 

Family day care educators who have successfully met the requirements to become a licensed 
educator are offered a twelve-month licence to operate family day care through the Mornington 
Peninsula Shire and to become licensees of the Shire 
 

• Family day care educators are responsible for their own taxation 
 

• The Mornington Peninsula Shire is responsible for family day care educators work cover 
 

Selection criteria 

The selection criteria will be determined by the unit manager and the team leader of Education and 
Care and will be based on: 

• Demographic location (areas of need) 

• Qualifications, training and minimum age 

• Abilities, attitudes and experience 

• Suitability of home environment 

• Suitability of reference checks 

• Basic English skills (required to enable the applicant to manage the record keeping 
requirements, understanding of policies and procedures and to call for emergency services 
if required) 

 
 
 



 

Page 3 of 3                                     POLICY UPDATE: DECEMBER 2019   NEXT REVIEW DATE: DECEMBER 2022 
 
 
 

Education and Care Policy and 
Procedure Manual 

Induction/Orientation 
Orientation of new educators is instrumental in ensuring that the educator commences and 
continues working in the way desired by the Shire and the unit 
 

Orientation for family day care educators is compulsory and will be conducted by the coordination 
team 
 

Policies 
All new educators will be provided with the Mornington Peninsula Shire Education and Care policies  
 

Performance development and review (PDR) 
All family day care educators will have an annual performance review at the end of each licensing 
year 
 

Learning and development 
In order to ensure that the Mornington Peninsula Shire has an appropriately skilled and qualified 
early childhood team, the coordination team will provide access to compulsory in house training as 
well as all Professional Development opportunities available by external providers. 
 

Volunteers and Students 
We welcome both volunteers and students on work experience or study placements into our 
services 
 

Placements of students and volunteers will be made in conjunction with Human Resources and 
development and in line with Shire policy number 4.10 
 

The service team leader will liaise with Human Resources to ensure suitable placements 
 

All volunteers and students must be approved for the level of experience they will be undertaking 
and therefore may require police checks and/or working with children checks 
 
Sources and further reading 

• Mornington Peninsula Shire Policies; Recruitment, Staff Selection and Induction Policy 
(4.02), Performance Development and Review Policy 2015 (4.03), Learning and 
Development Policy (4.01) 

• National Frameworks: My Time Our Place, Victorian Early Years Learning and 
Development 

• Early Childhood Australia (2016) The Code of Ethics  
 

Legislative Acts (Commonwealth) 

• Age Discrimination Act 2004  

• Disability Discrimination Act 1992  

• Human Rights and Equal Opportunity Commission Act 1986  

• Privacy Act 1988 

• Racial Discrimination Act 1975  

• Sex Discrimination Act 1984  
 
Mornington Peninsula Shire acknowledges and pays respect to the elders, families and ancestors of the Bunurong/Boon Wurrung people, who have been the 

custodians of this land for many thousands of years. We acknowledge that the land on which we meet is the place of age-old ceremonies, celebrations, 

initiation and renewal; and that the Bunurong/Boon Wurrung peoples’ living culture continues to have a unique role in the life of this region. 


