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STAFF ARRANGEMENTS POLICY
Purpose
This policy is our commitment to meeting our regulatory requirements in relation to staffing including that:
i. professional standards guide our practices;
ii. our responsible person ensures that the service is effectively supervised and managed; and
iii. volunteers and students are provided with the necessary training and support.
Scope
This policy applies to all staff, volunteers and students.
Policy statement
General
1. We employ appropriately qualified staff in accordance with all legislative and regulatory requirements. 
2. Each staff member has an up-to-date file at our service that is audited quarterly by the service Director. The file contains all documentation to demonstrate compliance with legislation, regulation and quality standards including:
a) resume, certificates and/or ACECQA approved qualifications
b) teacher registration (if applicable)
c) proof of actively working towards a qualification (statement of attainment or transcript no older than three months) (if applicable)
d) current first aid qualification
e) National Police Certificate
f) Working with Children Check
g) Completed and signed Educational Leader Form (if applicable)
h) Completed and signed Responsible Person Consent Form (if applicable)
i) Completed and signed Nominated Supervisor Consent Form (if applicable).
3. At least one responsible person will be present at our service at all times. A responsible person is:
a) the approved provider or person with management or control;
b) a nominated supervisor;
c) a person in day-to-day charge of the service.
4. Our responsible persons are appointed in line with regulatory requirements and ensures that the service is effectively supervised and managed. Refer to our Staff Screening Policy.
5. We have a suitably qualified Early Childhood Teacher available or employed at our service as required by regulation.
6. When in charge of our service the nominated supervisor and the person in day-to-day charge will:
a) make sure that the service is meeting all legal and regulatory requirements including but not limited to: required staffing, ratio of staff to children, safety of children and adequate supervision;
b) take responsibility for ensuring appropriate responses to any emergencies or incidents;
c) notify their line manager and a PMC of any serious or reportable matters in line with our Incident Injury Trauma Illness Policy;
d) keep families informed of any changes to staff;
e) make sure the details of the educational leader are displayed at the entrance, in an area visible for families and visitors;
f) make sure the Staff to Room Ratio Form is completed; and
g) ensure all notifications and documentation are completed as required.
h) ensure the service environment is free from tobacco, vaping devices, vaping substances, drug and alcohol.
7. We have monthly staff meetings that cover operational matters, feedback from families and program development.
8. We will give staff seven days’ notice of staff meetings and, where applicable, provide a meal or meal allowance as per the relevant industrial agreement.
Staff roster
9. The nominated supervisor is responsible for developing an annual staff roster in consultation with line management that ensures compliance with all legislation, regulation and quality standards.
10. Staff rosters will:
a) include rotating cycles (e.g. cycle A and cycle B) and be fair and equitable to all staff;
b) ensure decisions are made based on the service needs and not individual preferences;
c) maintain the correct staff-to-child ratio, including ensuring at least 50% of diploma qualified educators are working directly with children;
d) support consistency of staff in rooms;
e) take into consideration individual needs and circumstances of staff and their family responsibilities in accordance with the relevant law; and 
f) ensure staff are rostered a break, as to their industrial agreement;
g) identify all responsible persons for each shift.
h) include non-contact time for:
i. planning, preparation, assessment and documentation;
ii. building, managing and maintaining collaborative partnerships with families and communities;
iii. meetings;
iv. reporting;
v. implementing initiatives;
vi. duties necessary to the efficient running of the program; and
vii. leadership, mentoring and advocacy.
Use of casual or agency staff
11. We employ casual staff to cover sick leave or other short-term leave where regular staff are unavailable and the absence will make us non-compliant with staffing regulations.
12. We may also use casual staff when regular staff are:
a) on longer periods of leave;
b) when a position is vacant;
c) concerned that moving staff around will impact children in terms of consistency of staff.
13. All casual staff that we employ complete our induction, are introduced to families and children, and are informed of children’s needs, health requirements (i.e. allergies) and interests.
14. We seek waivers from the regulatory authority as required due to staffing vacancies.
15. 
Volunteers and students on practicum
16. We value the important role of volunteers and students on practicum placements. They are provided with the necessary training and support to ensure they are familiar with our policies and procedures.
Legislative Requirements 
Education and Care Services National Law
Education and Care Services National Regulations
Clauses specifically relating to excursions:
	Section 161
	Offence to operate education and care service without nominated supervisor

	Section 161A
	Offence for nominated supervisor not to meet prescribed minimum requirements

	Section 162
	Offence to operate education and care service unless responsible person is present

	Section 162A 
	Persons in day-to-day charge and nominated supervisors to have child protection training

	Section 165
	Offence to inadequately supervise children

	Section 166
	Offence to use inappropriate discipline

	Section 167
	Offence relating to protection of children from harm and hazards

	Section 168
	Offence relating to required programs

	Section 169
	Offence relating to staffing arrangements

	Section 170
	Offence relating to unauthorised persons on education and care service premises

	Section 172
	Offence to fail to display prescribed information

	Section 173
	Offence to fail to notify certain circumstances to Regulatory Authority

	Section 175
	Offence relating to requirement to keep enrolment and other documents

	Regulation 77
	Health, hygiene and safe food practices

	Regulation 78
	Food and beverages

	Regulation 79
	Service providing food and beverages

	Regulation 80
	Weekly menu

	Regulation 81
	Sleep and rest

	Regulation 82
	Tobacco, vaping devices, vaping substances, drug and alcohol-free environment

	Regulation 83
	Staff members and family day care educators not to be affected by alcohol or drugs

	Regulation 84
	Awareness of child protection law

	Regulation 85
	Incident, injury, trauma and illness policies and procedures

	Regulation 90
	Medical conditions policy

	Regulation 93
	Administration of medication

	Regulation 94
	Exception to authorisation requirement – anaphylaxis or asthma emergency

	Regulation 95
	Procedure for administration of medication

	Regulation 96
	Self-administration of medication

	Regulation 99
	Children leaving the education and care service premises

	Regulation 100
	Risk assessment must be conducted before excursion

	Regulation 101
	Conduct of risk assessment for excursion

	Regulation 102
	Authorisation for excursions

	Regulation 102B
	Transport risk assessment must be conducted before service transports child

	Regulation 102C
	Conduct of risk assessment for transporting of children by the education and care service

	Regulation 102D
	Authorisation for service to transport children

	Regulation 117A
	Placing a person in day-to-day charge

	Regulation 117B
	Minimum requirements for a person in day-to-day charge

	Regulation 117C
	Minimum requirements for a nominated supervisor

	Regulation 123
	Educator to child ratios – centre-based services

	Regulation 125
	Application of Division 4

	Regulation 126
	Centre-based services – general educator qualifications

	Regulation 136
	First aid qualifications

	Regulation 145
	Staff record

	Regulation 146
	Nominated supervisor

	Regulation 147
	Staff members

	Regulation 148
	Educational leader

	Regulation 149
	Volunteers and students

	Regulation 150
	Responsible person

	Regulation 155
	Interactions with children

	Regulation 156
	Relationships in groups

	Regulation 168
	Education and care service must have policies and procedures

	Regulation 170
	Policies and procedures to be followed

	Regulation 171
	Policies and procedures to be kept available

	Regulation 172
	Notification of change to policies or procedures

	Regulation 173
	Prescribed information to be displayed

	Regulation 174
	Time to notify certain circumstances to Regulatory Authority


Related Documents
Staff Screening Policy
Child Safety and Wellbeing Policy
Supervision of Children Policy
Incident Injury Trauma and Illness Policy
Excursions Policy
Definitions
Casual staff: work ad hoc hours on an irregular basis, do not receive sick leave or annual leave and can end their employment without notice. 
Agency staff: a temporary staff member sourced from an employment agency.
Nominated supervisor: a person nominated by the approved provider of the service. They are responsible for day-to-day management of a service.
Early Childhood Teacher: a person with a tertiary qualification in early childhood education as recognised and published on the ACECQA’s approved qualification register.
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