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Education and Care Policy and 
Procedure Manual 

Policy and Procedure Writing Policy 

 
Policy Statement 

 
Effective policies are an essential element in the operation of our services. 
 
Clearly written current policies that are sourced to relevant authorities in best practice for early 
childhood are vital as they form the foundation of high-quality service delivery and practices. 

 
Our services have a responsibility to all stakeholders to ensure that the policies and practices of 
the services are in line with relevant legislation and regulations and that they are adhered to at all 
times. 
 
Education and Care Services National Regulations  

Chapter 4: Operational Requirements 
Part 4.7: Management and Leadership 
Division 2: Policies and procedures 

• Regulation 168: Education and care services must have policies and procedures 

• Regulation 169: Additional policies and procedures – family day care service 

• Regulation 170: Policies and procedures to be followed 

• Regulation 171: Policies and procedures to be kept available 

• Regulation 172: Notification of changes to polices or procedures 
 
Division 3: Information and record keeping requirements 
Subdivision 5: Law and regulations to be available 

• Regulation 185: Law and regulations to be available 
 
National Quality Standard 

 

Quality Area 6: Collaborative Partnerships with Families and Communities 
Standard 6.1: Respectful relationships with families are developed and maintained and families are 
supported in their parenting role. 

• Element 6.1.1: Families are supported from enrolment to be involved in the service and 
contribute to service decisions. 

 
Quality Area 7: Governance and Leadership 
Standard 7.1: Governance supports the operation of a quality service 

• Element 7.1.1: A statement of philosophy guides all aspects of the services operations 

• Element 7.1.2: Systems are in place to manage risk and enable the effective management 
and operation of a quality service 

 
Strategies and Practices 

 

• Policies will be reviewed approximately every three (3) years and will: 
 

o Reflect the needs of children and families 
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o Outline practices which protect children’s health, safety and wellbeing  

 
o Be in accordance to the Education and Care Services National Regulations, 

National Quality Standards and Education and Care Services National Law Act 
2010 

 

• Our services may be unable to meet some stakeholder’s individual needs. We are unable 
to compromise current health and safety recommendations to meet individual stakeholders 
needs, to ignore health and safety recommendations could potentially place the well-being 
of children at risk e.g. some families may place pillows or doonas in their baby’s cot at home, 
the services policies and practices must reflect the safe sleeping recommendations from the 
SIDS and Kids organisation and therefore will not allow pillows and doonas 

 

• Our policies/procedures provide a clear expectation of the practices that need to be 
implemented consistently by educators in our services everyday 

 

• Educators are to use the policies/procedures to guide their daily work and decision making, 
this will support and promote best outcomes for children 

 

• Policies/procedures are sourced from a variety of recognised authorities as they have the 
expertise to research theories and test/endorse best practice 

 

• A copy of the National Law Act, the Education and Care Services National Regulations and 
the service policies are to be available at each service at all times for use by educators, 
volunteers, parents of children enrolled at the service and any person seeking to make use 
of the service 

 
Sources and further reading 

• McFarlane J & Rowell P (2008) Keeping up to date with current practice. Putting Children 
First 26; 18-20 

• Rowell P (2006) Developing Policies – Putting practice to paper. Putting Children First 

• Community Child Care Victoria; Writing Policy for your Service (2008) 
 
 
 
 
 
 
 
 
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. 

 


