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Governance, Management and Record Keeping Policy

National Quality Standard

Area 7 - Governance and leadership

Standard 7.1

Governance

Element 7.1.2

Management systems: Systems are in place to manage risk
and enable the effective management and operation of a
quality service.

Standard 7.2

Leadership

Element 7.2.1

Continuous improvement: There is an effective
self-assessment and quality improvement process in place.

Children (Education and Care Services) National Regulations (2011 SI 653):

Reg. 157 Access for parents

Reg. 167 Record of service’s compliance

Reg. 168 Education and care service must have policies and procedures

Reg. 171 Policies and procedures to be kept available

Reg. 172 Notification of change to policies and procedures

Reg. 173 Prescribed information to be displayed

Reg. 177 Prescribed enrolment and other documents to be kept by approved
provider

Reg. 180 Evidence of prescribed insurance

Reg. 181-183 Confidentiality and storage of records

Children (Education and Care Services) National Law (NSW)

| s. 3A | Paramount consideration

Links to the Child Safe Standards

Standard 1 — Child safety is
embedded in service
leadership, governance and
culture

Governance systems prioritise child safety in all
decision-making, ensuring policies, procedures and
compliance monitoring reflect a child-focused
approach.

Standard 2 — Children
participate in decisions
affecting them and are taken

Children are included in the development and review of
the service philosophy and policies, ensuring their
voices influence how the service is governed.
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Standard 3 — Families and
communities are informed and
involved

Parents are given open access to the service (Reg 157)
and are consulted in policy development, strengthening
transparency and family partnership in governance.

Standard 5 - Equity is upheld
and diverse needs are
respected

Governance processes require that policies and
record-keeping uphold privacy, cultural safety and
equity for all children and families.

Standard 7 - Staff and
volunteers are equipped with
the knowledge, skills and
awareness to keep children safe

Staff induction and training includes governance and
record-keeping responsibilities, ensuring all staff
understand their role in maintaining a child-safe
service.

Standard 8 — Physical and
online environments promote
safety and wellbeing

Secure systems for both paper and electronic records
protect children’s information and ensure environments
(physical and digital) are safe and well-managed.

Standard 9 — Implementation
of the Child Safe Standards is
continuously reviewed and
improved

Ongoing review of compliance records, the Quality
Improvement Plan, and governance processes ensures
continuous improvement in how the standards are met.

Standard 10 - Policies and
procedures document how the
organisation is child safe

Policies, procedures and compliance records clearly
document child-safe practices, ensuring accountability
and transparency across all governance areas.

Related Policies:

Complaints

Enrolment

Policy Statement:

Adventure OSHC is committed to providing high-quality education and care services that
operate according to all legal requirements and recognised best practice in governance,

management and record keeping.

In accordance with section 3A of the Children (Education and Care Services) National Law
(NSW), the protection of the rights and best interests of each child and the children
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attending the service is the paramount consideration in giving effect to this Law and in all
decisions made in the operation and delivery of the service.

This obligation prevails over the financial interests of the Approved Provider and any other
fiduciary duties owed by persons with management or control.

Purpose:

To outline the governance, management and record-keeping systems in place to ensure the
service operates legally, ethically, and transparently, with all records accessible to the
relevant people and authorities as required.

Scope:

This policy applies to the Approved Provider, Management Committee, Nominated
Supervisors, Responsible Persons, educators, staff, families and visitors.

Implementation:

Paramount Consideration in Governance and Decision-Making

Decisions related to areas listed below, will at all times be made in alighment with Section
3A of the Children (Education and Care Services) National Law (NSW), ensuring paramount
consideration is given to the safety and welfare of children.

Budget allocation

Staffing arrangements and ratios
Enrolment numbers

Risk management

Service expansion

Maintenance priorities
Resource purchases

Technology and digital systems
Policy development

Complaint resolution

Access for Parents (Regulation 157)

e Parents of children being educated and cared for by the service may enter the
premises at any time their child is in attendance, unless one of the exceptions in
Regulation 157(4) applies (risk to safety of children, staff, visitors, conflicts with duty
of the provider, supervisor or educator under the Law, or breach of a court order).

e Families will be advised of this right at enrolment and orientation.
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Governance Responsibilities of the Approved Provider
The Approved Provider retains responsibility for:

Compliance monitoring, regulatory oversight, and strategic planning

Policy development and ratification

Financial monitoring and reporting

Risk management and dispute resolution

Appointment and oversight of Nominated Supervisors and ensuring a Responsible
Person is always present.

Role of the Nominated Supervisor
The Nominated Supervisor is responsible for day-to-day management, including:

Implementing approved provider directions

Overseeing staff performance, supervision, and training

Managing daily operations within approved budgets and compliance systems
Maintaining an effective risk management framework

Keeping the Approved Provider and Regulatory Authority informed of developments
that affect service performance.

Compliance Records (Regs 167, 177(3)(b))

o Arecord of the service’s compliance with the National Law and Regulations will be
maintained, including but not limited to:

o Records of any compliance direction, compliance notice or penalty
o Evidence of steps taken to address compliance matters
o Audit and quality assurance records

e This record will be stored securely and made available to any person on request.

Evidence of Insurance (Reg 180)

e Evidence of the current prescribed insurance (public liability and any other insurance
required by law) will be kept at the service premises.

e This evidence will be made available for inspection by the Regulatory Authority or an
authorised officer on request.

Confidentiality and Record Keeping (Regs 177, 181-183)

e The service will keep all records required under the Regulations, including:
enrolment, attendance, incident, medical, compliance, staffing and financial records.
® Records will be:
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o Stored securely, either physically (locked cabinets) or electronically
(password-protected systems),

o Retained for the minimum periods required by Regulation 183,

o Made available to parents (for their child), regulatory authorities, or
authorised officers as appropriate.

e Confidentiality will be maintained at all times, in line with the Privacy Act and Child
Safe Standards.

Philosophy and Policies

e The service philosophy and associated policies will be developed collaboratively with
children, families, educators and staff.

e Policies will be dated, regularly reviewed, and kept accessible at the service (Reg
171).
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Sources:
e Education and Care Services National Regulations 2011 (NSW)
o National Quality Standard
e ACECQA Governance and Management Policy Guidelines (2021)
o NSW Office of the Children’s Guardian — Child Safe Standards (2021)
Version control created 10 April 2021
Reviewed 11 March 2022 - No changes (GW)
Reviewed 2 February 2023 - Minor changes (format, business name change) (GW)
Reviewed 11 September 2023 - Minor changes (formatting), related policies added (GW)
Reviewed September 2024 - No changes (GW)
Reviewed August 2025 - CSS added, rewritten in line with request for service application (GW)
Reviewed February 2026 - Paramount consideration principle added - policy statement
re-written, section added under ‘Implementation’ (GW)
Next review February 2027
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