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Education and Care Policy and 
Procedure Manual 

Leave Policy 

 
Policy Statement 
 

Family day care educators are licensed with the Mornington Peninsula Shire as licensees 
and as such are not employees of the Shire and do not attract the same leave entitlements 
as Shire employees. 
 

It is recognised that leave for educators is extremely important to safeguard the health of 
the educator which in turn supports the well-being of the children.  

Even in the most enjoyable job, stress can build up, perspective can be lost, and the 
important maintenance of personal physical and emotional health can suffer.  

Not taking leave can often be associated with an increased risk of burnout and stress related 
problems. There is a link between not taking leave and having a poor work – life balance.  

Education and Care Services National Regulations  

Chapter 4: Operational Requirements 
Part 4.2: Children’s health and safety 
 
National Quality Standard 

Quality Area 2: Children’s Health and Safety 
Standard 2.2: Each child is protected 

• Element 2.2.1: At all times, reasonable precautions and adequate supervision ensure 
children are protected from harm and hazard. 

 
Strategies and Practices 

• Educators do not receive payment when they are unavailable for care  
 

• Educators are required to notify the coordination team of all leave days taken and to be 
taken.  Please refer to the licence agreement section 7 for further information 

 

• Whenever possible, educators are to provide a minimum of two (2) weeks’ notice to both 
families and the coordination team of their intention to take leave. (It is noted this will not 
always be possible, such as in situations of illness or emergency family situations) 

 

• Where requested, every effort will be made to arrange alternate care through the 
coordination team for families affected by an educator leave 

 

• If an educator takes leave, this will affect all children booked into care for that time period. 
Being selective about only having “X” children and not “Y” children during a time period is 
not acceptable e.g. choosing to have “Mary” from 9am to 2pm but not “Sally” whose hours 
are 7am to 6pm 

 

• Educators may elect to care for before and after school care children and not the preschool 
aged children on a particular leave day as it denotes a different time period 

 
Maternity leave 
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• The family day care coordination team is not obliged to guarantee an educator’s position; 
however, every effort will be made to keep the educator licensed for up to 12 months from 
the date the maternity leave commences 

 

• A medical certificate stating the expected baby due date is required and educators may work 
up to six weeks prior to their expected due date and are able to return to family day care six 
weeks after the birth of their child 

 
Medical leave 
 

• Educators are encouraged to care for themselves at the first signs of illness. An educator 
who is working and exhibits symptoms of an infection may be asked to get a medical 
certificate stating their non-infectious state  

 

• Educators returning to care provision from medical leave of more than two (2) weeks are 
required to provide a medical certificate from their medical practitioner confirming they are 
fit to return to family day care 

 

• Educators who are not providing care on any particular day due to illness are required to 
contact the coordination team to inform them that they are not available for care. This can 
be done outside of office hours by leaving a message on the Family Day Care Emergency 
phone. This call can be made by any family member on the educator’s behalf. 

 
Annual leave 
 

• It is recognised that holidays are a normal and healthy activity, which benefits the health 
and well-being of our educators and we encourage educators to take annual leave on a 
regular basis 

 
Personal/family leave 
 

• Due to a number of reasons there may be times when family leave is needed 
 

• There may be occasions when the coordination team observe that due to personal/family 
reasons in the educator’s home, that they are not providing the required standard of care.  
In these circumstances, educators will be asked to take leave and to care for themselves 
and/or their families 
 

• A medical clearance may be required when returning from personal/family leave 
 
Sources and further reading 

• www.noleavenolife.com 

• MPS Family Day Care Licence Agreement - section 7 
 

 
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. 

   

http://www.noleavenolife.com/

