

SUBMIT SERVICE TITLE HERE

POLICY AND PROCEDURE CHECKLIST 
The documents listed below make up the Childcare Centre Desktop’s complete Policy and Procedure Library as of MARCH 2024. Compare its contents against your own Policy Manual, with particular attention to Regulated policies:
✓REG – Required as per the Educational and Care Services National Regulations [Regulation 168, 169]
✓OP – Operational (Essential but not specifically stipulated in the regulations)

	QA 1- EDUCATIONAL PROGRAM AND PRACTICE
	REG
	OP
	RELATED PROCEDURES

	Additional Needs Policy
	
	✓
	Additional Needs Procedure

	
	
	
	Guide to Strategic Inclusion Plan

	Celebrations Policy
	
	✓
	   

	EC Intervention Practitioner Management Policy
	
	✓
	

	Educational Program Policy
	
	✓
	Assessment and Planning Cycle Guide and Procedure 

	
	
	
	Educational Program and Practice Procedure

	
	
	
	Exceeding Themes Guide and Examples

	Multicultural Policy
	
	✓
	Multicultural Guide and Procedure

	Physical Activity Policy
	
	✓
	

	Technology Policy
	
	✓
	



	QA 2- CHILDREN’S HEALTH AND SAFETY
	REG
	OP
	RELATED PROCEDURES

	Acceptance and Refusal of Authorisations Policy
	✓
	
	Refusal of Authorisation Procedure

	Administration of First Aid Policy
	✓
	
	Administration of First Aid Procedure

	
	
	
	First Aid Kit Fact Sheet

	
	
	
	Tick Bite Procedure

	Administration of Medication Policy
	
	✓
	Administration of Medication Procedure

	Adventurous (Risky and Nature) Play Policy
	
	✓
	Mud Pit Management Procedure

	Anaphylaxis Management Policy
	
	✓
	

	Asthma Management Policy
	
	✓
	

	Bottle Safety & Preparation Policy
	
	✓
	Formula Bottle Feeding Preparation

	Breastfeeding Policy 
	
	✓
	Breast Milk Preparation Procedure

	[bookmark: _Hlk76557215]Bush Fire Policy
	
	✓
	Bush Fire Response Procedure

	CCTV Policy
	
	✓
	

	Child Protection Policy 
	✓
	
	NSW Child Protection MRG Support Guide

	
	
	
	Child Protection Notification Procedure

	Child Safe Environment Policy
	✓
	
	Child Safe Environment Procedure

	Child Safety and Wellbeing Policy (VIC services)
	
	✓
	Child Safe Standards – Guide (Vic Services)

	Children’s Belongings Policy 
	
	✓
	

	Clothing Policy 
	
	✓
	

	Cyber Safety Policy
	
	✓
	Cyber Safety Procedure

	
	
	
	Data Breach Response Plan Procedure

	
	
	
	Data Security Procedure and Checklist

	Cyclone Management Policy 
	
	✓
	

	Cystic Fibrosis Management Policy
	
	✓
	

	Dealing With Infectious Diseases Policy (previous title Control of Infectious Disease Policy)
	✓
	
	Managing Spills of Blood and Body Fluids Procedure

	
	
	
	Reporting of Infectious Diseases Procedure

	Delivery of Children to and from EEC Service Policy
	✓
	
	Children's Arrival Procedure

	
	
	
	Children's Departure Procedure

	Dental Health Policy
	
	✓
	Dental Health and Dental Accident Procedure

	Diabetes Management Policy
	
	✓
	

	Earthquake Management Policy
	
	✓
	

	Eczema Management Policy
	
	✓
	

	Emergency and Evacuation Policy
	✓
	
	Bomb Threat Procedure

	
	
	
	Emergency Evacuation Procedure

	
	
	
	Emergency and Evacuation Week - Procedure and Guide

	
	
	
	Emergency Management Team Structure Guide

	
	
	
	Extreme Weather Procedure

	
	
	
	Informing Families of an Evacuation Procedure

	
	
	
	Planned and Unplanned Power Outage Procedure

	
	
	
	Risk Assessment Guide and Procedure

	Epilepsy Management Policy
	
	✓
	

	Excursions/ Incursions Policy
	✓
	
	Excursion Risk Assessment and Management Plan Guide

	
	
	
	Incursion Risk Assessment and Management Plan Guide

	Flood Management Policy 
	
	✓
	Flood Emergency Procedure

	Furniture and Equipment Safety Policy
	
	✓
	

	Hand Washing Policy
	
	✓
	Hand Washing Procedure

	Head Lice Policy
	
	✓
	

	Health and Safety Policy
	
	✓
	Indoor Cleaning Procedure

	
	
	
	Safe Disposal Sharps Procedure

	Immunisation Policy
	
	✓
	

	Incident, Injury, Trauma and Illness Policy
	✓
	
	Head Injury Guide and Procedure

	
	
	
	Illness Management Procedure

	Information Sharing & Family Violence Reforms Policy (VIC services)
	
	✓
	

	Lockdown Policy
	
	✓
	Emergency Lockdown Rehearsal Procedure and Guide

	
	
	
	Lockdown Procedure

	Managing an Aggressive Person or Visitor Policy
	
	✓
	

	Managing an Unidentified Dog Policy
	
	✓
	

	Medical Conditions Policy
	✓
	
	Managing a Medical Condition Procedure

	Multi-Storey Building Policy
	
	✓
	Multi-Story Building Procedure

	Nappy Change and Toileting Policy
	
	✓
	Bathroom Cleaning Procedure

	
	
	
	Cloth Nappies Guide and Procedure

	
	
	
	Nappy Change Procedure

	
	
	
	Toileting Procedure

	Nutrition and Food Safety Policy
	✓
	
	Food Hygiene Practices Procedure

	
	
	
	Kitchen Cleaning Procedure

	
	
	
	Menu Development and Review Procedure

	
	
	
	Nutritional Practices Procedure

	Out of Hours Babysitting Policy
	
	✓
	

	Photograph Policy
	
	✓
	

	Reportable Conduct Scheme Policy (VIC services)
	
	✓
	

	Road Safety Policy
	
	✓
	Car Park Safety Management

	Safe Arrival of Children Policy
	✓
	
	Safe Arrival of Children Procedure

	Safe Storage of Hazardous Chemicals Policy
	
	✓
	Hazardous Substances Register Procedure

	
	
	
	Managing Spills of Hazardous Chemicals Procedure

	Safe Transportation Policy
	✓
	
	Bus Transport Procedure

	
	
	
	Missing Child During Regular Transportation Procedure

	Sick Children Policy (merged with Incident, Injury, Trauma & Illness Policy)
	
	✓
	

	Sick Staff Policy
	
	✓
	

	Sleep and Rest Policy
	✓
	
	Sleep and Rest Procedure

	Snake Awareness Policy
	
	✓
	

	Sun Safety Policy
	✓
	
	Sun Safe Procedure

	Supervision Policy
	
	✓
	Missing Child Procedure

	
	
	
	Supervision Guidelines and Procedure

	
	
	
	Working Directly with Children Guide

	Teething Policy
	
	✓
	

	Tobacco Drug Alcohol Free Policy
	
	✓
	

	Unexpected Death of a Child at the Service Policy
	
	✓
	

	Unexpected Death of a Staff member at the Service Policy
	
	✓
	

	Water Safety Policy
	✓
	
	Water Safety Procedure

	Work Health Safety Policy
	
	✓
	



	QA 3- PHYSICAL ENVIRONMENT
	REG
	OP
	RELATED PROCEDURES

	Animal & Pet Policy
	
	✓
	

	Environmentally Responsible Policy
	
	✓
	

	Physical Environment Policy (moved from QA2)
	✓
	
	Equipment and Resource Audit Guide and Record

	
	
	
	Physical Environment and Parent Journey Procedure

	
	
	
	Sand Pit Management Procedure



	QA 4- STAFFING ARRANGEMENTS
	REG
	OP
	RELATED PROCEDURES

	Bullying, Discrimination and Harassment Policy
	
	✓
	Bullying, Discrimination & Harassment Procedure

	Code of Conduct Policy
	✓
	
	

	Dealing with Complaints Policy (Staff)
	✓
	
	

	Performance Management Policy
	
	✓
	Managing Staff Underperformance Procedure

	
	
	
	Staff Performance Review Procedure

	Pregnancy in Early Childhood Policy
	
	✓
	

	Probation and Induction Orientation Policy
	
	✓
	Probation Meeting Procedure

	Recruitment Policy
	
	✓
	

	Responsible Persons Policy
	✓
	
	Responsible Person Procedure

	Staff Leave Entitlement Policy
	
	✓
	Sick and Carers Leave Guidelines Procedure

	
	
	
	Flexible Working Arrangement Guidelines

	Staff Wellness Policy
	
	✓
	

	Staffing Arrangements Policy
	
	✓
	[bookmark: _Hlk117521515]Mentorship Guide and Agreement

	
	
	
	Team Meeting Guide



	QA 5- RELATIONSHIPS WITH CHILDREN 
	REG
	OP
	RELATED PROCEDURES

	Anti-Bias and Inclusion Policy
	
	✓
	

	Behaviour Guidance Policy
	✓
	
	Behaviour Guidance Procedure

	
	
	
	Behaviour Guidance Biting Procedure

	
	
	
	Behaviour Guidance Guide Promoting and Supporting Positive Behaviour

	Behaviour Guidance-Bullying Policy
	✓
	
	Bullying Response Procedure

	Children in the Workplace Policy
	
	✓
	

	Gender Equity Policy
	
	✓
	

	Interactions with Children, Families and Staff Policy
	✓
	
	

	Respect for Children Policy
	
	✓
	



	QA 6 - COLLABORATIVE PARTNERSHIPS
	REG
	OP
	RELATED PROCEDURES

	English as an Additional Language or Dialect (EAL/D) Policy
	
	✓
	

	Enrolment Policy
	✓
	
	Enrolment Procedure

	
	
	
	Waitlist Procedure

	Family Communication Policy
	
	✓
	Connecting with Parents and Children – Guide

	
	
	
	Family Conduct Guidelines

	Kindergarten Enrolment Policy (VIC services)
	
	✓
	

	Open Door Policy
	
	✓
	

	Orientation of Families Policy
	
	✓
	

	Termination of Enrolment Policy
	
	✓
	Termination of Enrolment Procedure

	Transition to School Policy
	
	✓
	Transition to School Guide



	QA 7 - GOVERNANCE AND LEADERSHIP
	REG
	OP
	RELATED PROCEDURES

	Child Care Subsidy (CCS) Accounts Policy
	
	✓
	

	Child Care Subsidy (CCS) Data Security Policy
	
	✓
	

	Child Care Subsidy (CCS) Governance Policy
	
	✓
	CCS Application Guide

	
	
	
	CCS Procedure Guide

	Child Care Subsidy (CC) Notifications Policy
	
	✓
	Notification and Reporting Guide

	Child Care Subsidy (CC) Personnel Policy
	
	✓
	

	Dealing with Complaints Policy 
	✓
	
	Complaints or Grievance Procedure

	
	
	
	Complaints / Grievance Investigation Guide and Form

	Fraud Prevention Policy
	
	✓
	Fraud Corruption Prevention Procedure

	Governance Policy
	✓
	
	Philosophy Development and Review Procedure

	
	
	
	Quality Improvement Plan Guide

	Kindergarten Payment of Fees Policy (VIC services)
	
	✓
	Funded Kindergarten Service Agreement Guide (VIC Services)

	Make-Up Day Policy
	
	✓
	

	Management Committee Policy
	
	✓
	

	Payment of Fees Policy
	✓
	
	Overdue Fee Payment Procedure

	Privacy and Confidentiality Policy
	✓
	
	Privacy and Confidentiality Procedure 

	
	
	
	Privacy Law Compliance Procedure

	Professional Development Policy
	
	✓
	Professional Development Guide and Procedure

	Relief Staff Policy
	
	✓
	

	Record Keeping & Retention Policy
	
	✓
	Record Keeping Quick Reference Guide and Checklist

	Social Media Policy
	
	✓
	

	Student, Volunteer and Visitor Policy
	✓
	
	

	Withdrawal of a Child Policy
	
	✓
	

	Writing Reviewing and Maintaining Policies
	
	✓
	Policy Evaluation Procedure

	
	
	
	Policy to Procedure Guide

	
	
	
	Required Policies and Procedures Quick Reference Guide



Note: There may be a variation of policy titles and structures between the policies in our library and your own. To confirm what is required go to the Education and Care Services National Regulations as your first point of reference.
Under the Education and Care Services National Regulations [regulation 168] the approved provider must ensure that policies and procedures are in place in relation to a range of matters under sub regulation (2). Family Day Care Services are required to ensure additional policies and procedures are in place as per regulation 169.
The approved provider must also take reasonable steps to ensure policies and procedures are followed. [regulation 170].
Ensure you notify all families 14 days before any policy change that may have a significant impact on the provision of education and care to any child enrolled at the service or the family’s ability to utilise the service. Notification must be made regarding payment of fees. [Regulation 172].
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