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Staffing Policy

National Quality Standard

Area 4 - Staffing Arrangements

Standard 4.1 Staffing arrangements enhance children’s learning and
development.

Element 4.1.1 Organisation of educators

Element 4.1.2 Continuity of Staff

Standard 4.2 Management, educators and staff are collaborative,
respectful and ethical.

Element 4.2.1 Professional collaboration

Element 4.2.2 Professional standards

Area 7 - Governance and Leadership

Standard 7.1 Governance supports the operation of a quality service.

Element 7.1.2 Management systems

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

Reg. 117A-117C Minimum requirements for Nominated Supervisors and Persons in
Day-to-Day Charge

Reg. 118 Educational Leader

Reg. 145-151 Staff and volunteer records

Reg. 168 (2)(i) Staffing Policy requirements

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

| s. 3A | Paramount consideration

Links to the Child Safe Standards

Standard 1 - Child safety and Service leadership ensures staff selection, support,
wellbeing is embedded in and supervision are child-focused.

organisational leadership,
governance and culture.

Standard 5 - People working with | Staff are appropriately screened, trained, and
children are suitable and supervised.
supported
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Standard 6 -Processes for Clear processes are in place for reporting, supervision,
complaints and concerns are and responding to concerns.
child-focused

Related Policies

Child Safe Environment Policy

Code of Conduct

Acceptance and Refusal of Authorisations

Governance and Management Policy

Incident, Injury, Trauma and lliness Policy

Policy Statement

Adventure OSHC is committed to employing, supporting, and retaining a team of educators
who are suitably qualified, experienced, and dedicated to the safety, wellbeing, and
development of all children. Staffing practices are designed to ensure compliance with the
National Law and Regulations, the ACECQA Staffing Guidelines, and the Child Safe Standards.
All aspects of our staffing practices will prioritise the protection of children’s rights and best
interests as the paramount consideration.

Purpose

This policy outlines the service’s approach to:

Scope

Ensuring all staff meet minimum qualification, training, and suitability requirements.
Maintaining appropriate records of all staff, students, and volunteers.

Supporting staff through induction, supervision, training, and professional
development.

Ensuring leadership roles (Responsible Person, Nominated Supervisor, Educational
Leader) are clearly defined.

This policy applies to all educators, staff members, volunteers, students on placement, the
Approved Provider, and the Nominated Supervisor.
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Implementation
STAFF SUITABILITY AND QUALIFICATIONS
Child-Safe Recruitment

Adventure OSHC recognises that a Working With Children Check (WWCC) is only one
element of a robust child safe recruitment process. In line with the NSW Child Safe
Standards and guidance from the Office of the Children’s Guardian, the company
implements a structured recruitment and screening process to ensure all adults working
with children are suitable and supported.

Recruitment practices are guided by child safe principles, ensuring the protection of
children’s rights and best interests.

The Approved Provider and/or delegates will undertake reasonable enquiries, both prior to
and during employment, to verify the ongoing suitability of all staff, volunteers and students
to work with children. These enquiries are designed to ensure that all individuals engaged
are suitable, committed to child safety, and not subject to any restrictions or prohibitions
that would prevent them from working with children.

Child Safe Recruitment - Safeguards
To strengthen child safe recruitment practices, Adventure OSHC will:

e Ensure recruitment processes are transparent, consistent and documented

e Maintain written records of all recruitment decisions, including interview notes and
reference check outcomes

e Require all applicants to demonstrate an understanding of child safe practices and
professional boundaries

e Ensure recruitment processes actively deter unsuitable candidates and promote a
child safe culture

Advertising for the Role
All job advertisements for child-related roles will:

e C(Clearly state that Adventure OSHC is a child safe organisation.

e Include a statement that the safety, welfare and wellbeing of children is the
paramount consideration.

e Outline mandatory screening requirements (e.g., Working With Children Check,
qualification requirements).

e Refer to the Child Safe Code of Conduct and professional boundaries expectations.
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Indicate that reference checks and screening processes will be undertaken.

Advertisements will be written to:

Attract candidates who prioritise child safety.

Deter applicants who do not align with child safe values.

Emphasise professional conduct, ethical decision-making, and appropriate
boundaries with children.

Identity and Qualification Verification

Prior to employment, the Approved Provider/Nominated Supervisor will verify:

Proof of identity (e.g., photo ID)

Valid Working With Children Check clearance (verified via the OCG employer portal)
Qualification certificates and transcripts

First Aid, CPR, Asthma and Anaphylaxis certifications

Any additional mandatory training relevant to the role

Verification that the individual is not a prohibited person, including checks via the
National Quality Agenda IT System (NQA ITS) where applicable

Consideration of a National Police Check as an additional screening measure where
required or deemed appropriate

Validation of qualifications through appropriate channels (e.g. USI transcript, RTO
verification where necessary)

A declaration from the individual confirming they are not subject to any prohibition,
suspension, undertaking or restriction that would impact their suitability to work
with children

Child Safe Interview Process

Interviews for child-related roles will:

Be conducted by at least two panel members where possible

Include behavioural and scenario-based questions related to child safety
Explore professional boundaries, supervision expectations, and ethical
decision-making

Assess understanding of mandatory reporting and complaint processes
Examine responses to hypothetical child disclosures or safety concerns

Interview questions will specifically assess the applicant’s understanding that child safety is
paramount and that children’s best interests override operational or financial
considerations.
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Referee Checks

A minimum of two professional referees from recent child-related employment will be
conducted directly (via phone or secure online systems).

Referee discussions will include questions regarding:

The applicant’s suitability to work with children

Observed professional boundaries

Attitude towards child safety

Response to supervision and feedback

Any history of disciplinary action or concerning behaviour

Pre-written references will not be relied upon without direct verification, consistent with
OCG recommendations.

Reference checks may be conducted prior to interview to inform shortlisting decisions.

The Approved Provider or Nominated Supervisor will critically assess employment history,
including identifying unexplained gaps in employment or patterns of short-term
employment, and may seek additional clarification or referee checks where concerns are
identified.

Working With Children Check Compliance
The Approved Provider or Nominated Supervisor will:

e Verify all WWCC numbers through the OCG Employer Portal

Maintain required records including full name, date of birth, WWCC number and
expiry date (as required under the Child Protection (Working with Children) Act 2012)
Update and monitor the National Early Childhood Worker Register

Immediately remove any worker subject to an interim bar, bar, or cancellation
Monitor and periodically re-verify WWCC clearances to ensure ongoing validity
Monitor WWCC status in line with the service’s Ongoing Suitability and Monitoring
procedures.

Ongoing Suitability and Monitoring of Staff

Adventure OSHC recognises that child safe employment practices extend beyond
recruitment and require ongoing monitoring of staff suitability.

The Approved Provider and Nominated Supervisor will:

e Conduct regular reviews of staff suitability, including ongoing supervision and
performance monitoring
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e Undertake periodic checks to ensure staff are not subject to prohibition notices or
other restrictions
e Ensure staff continue to demonstrate appropriate professional boundaries and child
safe behaviours
e Respond immediately to any concerns regarding a staff member’s conduct or
suitability
e Take appropriate action where concerns are identified, including increased
supervision, performance management, or removal from child-related duties where
required

All staff share responsibility for maintaining a child safe environment and are expected to
actively uphold the service’s child safe policies and procedures at all times.

Notification of Changes to Staff Suitability (Negative Notices)

All staff, volunteers and students are required to immediately notify the Approved Provider
or Nominated Supervisor if:

e They receive a negative notice in relation to a Working With Children Check
e Their Working With Children Check status changes
e They become subject to any prohibition, suspension, or enforceable undertaking

In accordance with legislative requirements, the Approved Provider will notify the NSW
Regulatory Authority (Early Learning Commission) within 24 hours of becoming aware of:

® A negative notice issued to a staff member, or
® Any change to a staff member’s accreditation or suitability that may impact their
ability to work with children

Immediate risk assessment and appropriate action will be taken to ensure the safety and
wellbeing of children at all times.

Trial Shifts

Where appropriate, potential employees may be provided with the opportunity to attend
the service and complete a 45min trial shift.

Where trial shifts are used as part of recruitment, candidates will not be counted in ratios
and will remain under direct supervision at all times.

Role Descriptions

e C(learly state the service’s commitment to child safety
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e Outline child safe responsibilities and behavioural expectations
e Specify mandatory requirements (WWCC, qualifications, first aid, etc.)
e |dentify reporting lines and supervision arrangements

Probation, Induction and Ongoing Monitoring
Child safe recruitment extends beyond appointment.

All new staff will:

e Complete at least two supervised buddy shifts where they are not counted in ratio
e Undertake a probationary period
e Complete a structured induction including:
o Child Safe Code of Conduct
o Reporting obligations
o Complaint handling procedures
O Supervision expectations
e Receive regular supervision and performance review
e Participate in ongoing professional development in child protection and child safe

practices

Supervision and monitoring processes ensure early identification of risks and reinforce
accountability, as outlined in OCG guidance.

Required Qualifications

e All educators, staff, students, and volunteers must hold a valid Working With Children
Check (WWCC) and have completed mandatory Child Safety Training via Geccko.

® At least one staff member on duty at all times must hold a current, approved First
Aid, Asthma, and Anaphylaxis qualification (Reg 136).

® Persons in day-to-day charge must meet Reg 117B (see below).

e Nominated Supervisors must meet Reg 117C (see below)

PERSON IN DAY TO DAY CHARGE (Responsible Person) (Regulation 117B)

A Responsible Person (Approved Provider, Nominated Supervisor or Person in Day-to-Day
Charge) will be present at the service at all times children are being educated and cared for.
The Responsible Person for each session will be recorded in the staff record in accordance
with Regulation 150.

A person may only be placed in day-to-day charge of the service if they meet the following
minimum requirements:
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They are at least 18 years old.
They hold a current Working With Children Check (WWCC), Child Protection
Certificate (CHCRPT025) and current Childcare First Aid Certificate (HLTAID012).
They have the knowledge, skills, experience and ability to effectively supervise and
manage the service, including the provision of quality education and care.
They provide written consent to undertake the role.
The Approved Provider or Nominated Supervisor has considered the person’s:
o history of compliance with the National Law, previous childcare laws,
children’s services laws, and education laws, and
O any past regulatory decisions relating to the refusal, suspension, or
cancellation of approvals, registrations or licences.

NOMINATED SUPERVISOR (Regulation 117C)

The name of the current Nominated Supervisor will be displayed at the main entrance to the
service.

A person may only be appointed as a Nominated Supervisor if they meet the following
minimum requirements:

They are at least 18 years old.
They hold a current Working With Children Check (WWCC).
They have adequate knowledge and understanding of providing education and care
to children.
They have the ability to effectively supervise and manage the service.
They provide written consent to undertake the role.
Before appointing a Nominated Supervisor, the Approved Provider must consider the
person’s:
o history of compliance with the National Law, previous childcare laws,
children’s services laws, and education laws, and
O any past regulatory decisions relating to refusal, suspension, or cancellation
of approvals, registrations or licences.

ROLES AND RESPONSIBILITIES

Approved Provider

Ensures compliance with staffing ratios, qualifications, and records.

Designates a suitably qualified and experienced Educational Leader, ensuring they
understand the obligations of this role and consent to this in writing (Reg 118).
Keeps required staff and volunteer records in line with Regs 145-151.

Nominated Supervisor / Coordinator

Ensures staffing arrangements meet regulations during their duty periods.
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e Designates a suitably qualified and experienced Educational Leader in writing (Reg
118).
® Provides ongoing support and supervision to educators.
e Ensures new staff, volunteers, and students receive induction and understand child
safety obligations.

Educational Leader
® Leads the development and implementation of educational programs.
e Supports educators to reflect on practice and ensure curriculum aligns with the My
Time, Our Place Framework.

Educators and Staff
e Actively supervise children and implement service policies.
e Participate in professional development, reflective practice, and continuous
improvement.
e Uphold ethical and child-safe conduct at all times.

INDUCTION, TRAINING AND PROFESSIONAL DEVELOPMENT

e All new staff, volunteers, and students will receive induction covering child
protection, behaviour guidance, emergency procedures, and the Child Safe
Standards.

e Ongoing professional development will include mandatory training (e.g., child
protection, first aid) and opportunities to build skills in playwork, inclusion, and
wellbeing.

e Staff will engage in reflective practice and performance reviews at least annually.

e Ongoing reinforcement of staff obligations to report any changes to their suitability
to work with children

STAFF RECORDS (Regs 145-151)

The Approved Provider will maintain a staff record including:

e Name, address, date of birth, evidence of qualifications, WWCC details, position, and
start date.

e Details of students, volunteers, and nominated supervisors.

e Name of the designated Educational Leader (Reg 148).

e Records of educators working directly with children, including names and times
worked, as well as allocated room (Reg 151).

e Records of recruitment processes, including interview notes, reference checks, and
screening outcomes

e Documentation of reasonable enquiries undertaken to assess suitability

e Records of ongoing monitoring, supervision, and any actions taken in response to
concerns about a staff member’s conduct or suitability
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Documentation of any notifications, including negative notices and actions taken

Records will be kept securely and made available for inspection by the Regulatory Authority.

Along with company staffing records, the Approved Provider (or delegate) will update and
maintain the National Early Childhood Worker Register. Any additions or changes to staff
information will be recorded as soon as practicable, and within 14 days where required
under legislation.

STAFF RATIOS AND SUPERVISION

Educator-to-child ratios will meet or exceed National Regulations at all times
(currently 1:15 for children over pre-school age in NSW).

Rosters will ensure that adequate supervision is maintained across all environments.
No educator is to be left alone with a single child unless unavoidable and risk
assessed.

Educator-to-child ratios are minimum legal requirements. Staffing arrangements will
be adjusted based on risk assessment, group composition, environmental layout and
identified needs to ensure adequate supervision at all times.

Staffing levels will not be reduced where doing so may compromise children’s safety
or wellbeing.

VOLUNTEERS AND STUDENTS

Volunteers and students will not be left unsupervised with children.

They are not included in educator-to-child ratios unless working directly with
children and permitted under the Regulations.

Records will be maintained including name, address, date of birth, and hours
attended.

They will complete induction including child protection, supervision expectations and
Code of Conduct.

They must not be affected by alcohol or drugs while at the service.

CHILD SAFE PRACTICES

Recruitment and supervision practices are child-focused and promote safety.

Staff must follow the service Code of Conduct, including appropriate professional
boundaries and respectful communication.

Any behaviour that may constitute inappropriate conduct (including grooming
behaviours, boundary violations, or misconduct involving children) will be treated as
a serious matter and responded to in line with legislative and reporting
requirements.
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e All concerns relating to child safety, including allegations or indicators of abuse or
inappropriate conduct, will be reported immediately and, where required, notified to
the Regulatory Authority within mandated timeframes (within 24 hours). Where

applicable, matters will also be managed in accordance with the NSW Reportable
Conduct Scheme.
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Sources
e FEducation and Care Services National Regulations 2011 (NSW)
e National Quality Standard
o ACECQA Staffing Guidelines (2021)
e NSW Office of the Children’s Guardian — Child Safe Standards
e Child Safe Recruitment and the Working with Children Check Handbook - NSW OCG
Version control August 2025 (GW)
created
Reviewed February 2026 - added detail to recruitment process, added volunteers and
students section (GW)
Reviewed April 2026 - added more details based on new child safety reforms (GW)
Next review April 2027
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