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Administration and Record Keeping Policy  

Policy Statement 

Mornington Peninsula Shire Education and Care Services are required under legislation to 
ensure the appropriate administration and record keeping practices are complied with and 
maintained. 
 
All records relating to the provision of services are to be made available for inspection as 
requested under government legislation. 
 
There are a number of items that fall under the category of record keeping and each area 
has a policy that provides more detailed information and those policies are to be read in 
conjunction with this document. 
 
Education and Care Services National Regulations  

 
Part 4.2: Children’s Health and Safety 
Division 2: Incidents, injury, trauma and illness 
 
Part 4.7: Management and Leadership 
Division 1: Management of Services: 
Subdivision 1: Attendance and enrolment records 

• Regulation 158: Children’s attendance record to be kept by approved provider 

• Regulation 159: Children’s attendance record to be kept by family day care educator 

• Regulation 160: Child enrolment records to be kept by approved provider and family day 
care educator 

• Regulation 161: Authorisations to be kept in enrolment record 

• Regulation 162: Health information to be kept in enrolment record 

• Regulation 165: Record of visitors 
 
Subdivision 3: Record of service’s compliance 

• Regulation 167: Record of service’s compliance 
 
Division 3: Information and Record Keeping Requirements 
Subdivision 2: Prescribed records 

• Regulation 177: Prescribed enrolment and other documents to be kept by approved provider 

• Regulation 178: Prescribed enrolment and other documents to be kept by family day care 
educator 

• Regulation 179: Family day care educator to provide documents on leaving service 
 
Subdivision 3: Insurance information 

• Regulation 180: Evidence of prescribed insurance 
Subdivision 4: Confidentiality and storage of records 

• Regulation 181: Confidentiality of records kept by approved provider 

• Regulation 182: Confidentiality of records kept by family day care educator 
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• Regulation 183: Storage of records and other documents 

• Regulation 184: Storage of records after service approval transferred 
 

National Quality Standard 

 
Quality Area 7: Governance and Leadership 
 
Standard 7.1.2: Systems are in place to manage risk and enable the effective management and 
operation of a quality service. 
 
Strategies and Practices 

 
Internal departments of the Mornington Peninsula Shire and external departments that may require 
access to the administration and records are: 

o Department of Education and Training (DET) 
o Australian Children’s Education & Care Quality Team (ACECQA) 
o Child Care Subsidy Compliance Team 
o Mornington Peninsula Shire departments including; finance department, internal and 

external auditors etc. 
 

• Confidential records are to be maintained in lockable storage facilities e.g. filing cabinets, 
archive rooms etc.  

 
Specific records 

• Medication records – see Medication Policy 

• Health records – see Medical Conditions Policy 

• Accident, Injury, Trauma Records – see Accident, Injury, Trauma Policy 

• Attendance Records – see Fees, Payment and Timesheet policy, Access to Children policy 
and the Remuneration Policy 

• Enrolment Records 
 
Sources and further reading 

• Education and Care Services National Regulations  

• DET Child Care Service Handbook  

• ACECQA www.acecqa.gov.au 
 
 
 
 
 
 
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. 

 


