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Family Day Care Procedure 

Purpose Statement 

Family Day Care (FDC) staff and educators play an important role in protecting young children from 

harm and reducing its impact.  Staff and educators have an obligation to report all forms of child abuse.  

Scope 

This policy applies to all salaried full time and part time staff (including casuals), educators and 

contractors.  

Policy Statement 

THAT FAMILY DAY CARE STAFF AND EDUCATORS PROTECT THE RIGHTS, SAFETY AND 

WELLBEING OF CHILDREN; AND PROVIDE A CHILD-SAFE ENVIRONMENT 

Procedures 

Windermere’s Commitment to Child Safety 

1. Windermere is committed to Child Safety.  Children and young people have a right to: 

a. Be cared for 

b. Feel safe and comfortable 

c. Be safe 

2. Windermere will give its highest priority to the promotion and protection of a child’s safety, health, 

development, education and wellbeing. 

3. Windermere is committed to increasing community awareness on the importance of child wellbeing 

and child safety 

4. The Coordination unit will support educators to develop their own commitment to Child Safety and 

assist them in meeting their obligations by providing training and ongoing mentoring.  

NOTE: For more information regarding Windermere’s Commitment to Child Safety refer to Our 

Commitment to Child Safety brochure (see attached). 

Educator Responsibilities 

All Family Day Care staff and educators are responsible for reporting child abuse and ensuring the 

protection of children.   

There are a number of obligations as detailed in the table below: 
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Family Day Care Procedure 

Obligations Requirements 

Duty of Care  You must take reasonable steps to prevent injuries that are reasonably foreseeable and 

protect the wellbeing of children 

 This duty requires you to take positive action and report any reasonable belief that a 

child is being abused 

Education and 

Care Services 

National Law 

2010 and 

Childrens 

Services Act 1996 

 To operate in accordance with policy and procedures as a means of ensuring the 

adequate supervision, safety, health and wellbeing of the children being educated and 

care for 

 To take reasonable precautions to protect children from harm and from any hazard likely 

to cause harm 

 You must ensure children are not subjected to any form of corporal punishment (ie 

hitting or smacking or any form of punishment that aims to cause physical pain or 

discomfort) 

Child Safe 

Standards 

 To comply with all screening and recruitment procedures 

 To understand your ‘boundaries’ when working with children (see ‘Boundaries’ section 

below) 

 To promote the participation and empowerment of children by involving them making 

decisions and choices 

Mandatory 

Reporting 

 For all VIT (Victorian Institute of Teaching) to comply with mandatory reporting 

requirements.  It is a criminal offence to fail to report any reasonable belief that a child is 

being abused. 

 For all VIT registered teachers to report to DHHS Child Protection or Victoria Police any 

reasonable belief that a child: 

o is in need of protection from physical or sexual abuse 

o is displaying sexually abusive behaviours and is in need of therapeutic treatment 

Non-Mandated 

Reporting 

 Windermere requires all educators to report all forms of child abuse or suspected child 

abuse to Child FIRST or DHHS Child Protection via the Management team.   

 All educators are required to report any reasonable belief that a child: 

o is in need of protection from physical or sexual abuse 

o is displaying sexually abusive behaviours and is in need of therapeutic treatment 

o is at risk of abuse 

o is at risk of not having basic care and developmental needs met.   

Your co-coordinator will help you assess the severity of the harm or risk of harm and 

support you in making a report to the relevant authority 

‘Failure to Protect’  To protect children from the risk of child sexual abuse by informing Management of any 

change to living arrangements within the Family Day Care residence.   

For example, notifying Management immediately if visitors, adult children and/or 

extended family (aged 18 years or above) are residing at the residence at which you 

educate and care for children 

 To report to Management any concerns regarding an adult visiting or residing within 

your home that poses a risk of committing a sexual offence against a child in your care 

‘Failure to 

Disclose’ 

 To understand that reporting child sexual abuse is a community wide responsibility 

 To comply with legislation by reporting to Police any reasonable belief that a sexual 

offence has been committed by an adult against a child under 16 years. 
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Family Day Care Procedure 

Understanding Your Boundaries 

In your role as an educator, it is important to understand how to foster positive relationships in ways 

that do not compromise the safety and wellbeing of children.  Details of the boundaries that are 

required to be established and maintained by educators are as follows. 

Boundary Type Inappropriate Behaviours (examples) 

Physical contact  Physical punishment 

 Unwanted touching personally or with an object  

 Use of physical restraint  

 Any unwanted close physical contact such as kissing, hugging, rubbing   

Communication  Commenting on a child’s appearance excessively or negatively 

 Talking about a child, in their presence, without acknowledging them 

 Explicit and degrading language, jokes and actions 

 Consumer images and recordings on personal equipment kept after cessation of 

services 

Contact outside of 

education and care 

hours of service 

 Children attending an educator’s home outside scheduled hours of care without 

parent/guardians consent 

 Children invited to connect via social media 
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Family Day Care Procedure 

Reporting to Relevant Authorities 

 

If you have concerns about the safety and wellbeing of 
children and/or suspect child abuse, contact FDC 

Management immediately for support and advice.

Share information 
with 

parents/carers (as 
deemed 

appropriate) with 
support of FDC 
Management

In liaison with FDC staff determine:  

a/ if the belief is reasonable and warrants a report 

b/who is best placed to make the report (ie you or FDC staff)  
NOTE: If you are a mandatory reporter, the responsibility to 

report to DHHS child Protection is your individual responsibility

c/ what information can be shared with parents/carers

Contact Relevant Authority and make report :

DHHS Child Protection South Division: 1300655795

DHHS Child Protection After Hours: 131278

Police: 000 

Child FIRST: www.dhs.gov.au

Doucment contact with FDC staff and/or relvant 
authority and record on child's file

Where a report 
is made, FDC 

Managemet will 
immediately 

notify the 
Department of 

Ecucation 
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Standards  

 National Quality Framework for Early Childhood Education and Care Services including: 

o Education and Care Services National Law 2011 

o Education and Care Services National Regulations 2011  

 Victorian Child Safe Standards 

 

Relevant Legislation 

 Children, Youth and Families Act 2005  

 Working with Children Act 2005 (Vic)  

 Crimes Amendment (Protection of Children) Act 2014 

 Child Wellbeing and Safety Act 2015 

 Privacy and Data Protection Act 2014 

 Victorian Information Privacy Principles  

 Disability Services Act 2006 

 



 
 

 

 

 



 
 

 

 

 


