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Introduction 
 
The requirements of an education and care service in the area of the staffing are embedded in the Education 
and Care Services National Law and Regulations; local state laws and local government laws also impact on the 
service. Core references are given in each policy but the reader should consider the references that apply to 
their local situation.  
 
The national Early Childhood Australia Code of Ethics is an important part of this work. 
 
Before reading this section of policies, it is valuable to consider the following from the UN Convention on the 
Rights of the Child, Article 3 in particular: 
 

Article 3/3. States Parties shall ensure that the institutions, services, and facilities responsible for the 
care or protection of children shall conform with the standards established by competent authorities, 
particularly in the areas of safety, health, in the number and suitability of their staff, as well as 
competent supervision.1 

Critical areas of concern 
 
These policies are a requirement of all staff in the service without exception. These policies are significantly 
impacted by compliance with the Education and Care Services National Law and Regulations as well as local 
Child Protection and Working with Children’s Card laws. They also interact with local Teacher Registration 
requirements.  

Implementation 
 
The service philosophy guides the implementation of all its policies and the environment is no exception. 
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Knowledge development 
 
Staff in this service are required to have or be working toward the relevant baseline qualification and 
then continue their ongoing learning. In this area, it includes: 
 

 Orientation  

 Professional learning  through staff meetings 

 Ongoing reading, discussion, and self-reflection 

 External professional development as decided with the Director 

 Professional development as decided by the service as being essential for all staff in the area: 

 Code of Ethics 

 Professional role texts 

 Other: …………………………………………………….. 
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Policy: Code of Conduct 
 

Policy Statement 
 
The service Code of Conduct has been developed to provide a framework for the way we behave at 
work, how we meet our professional and legal obligations and live to our organisational values.   
 
Our Code of Conduct establishes the core standard for our everyday work behaviour, actions, and 
choices and applies to all employees regardless of position or work area.  
 
Our Code of Conduct is underpinned by Early Childhood Australia’s Code of Ethics which guides 
practice relating to work with and for education and care professionals, families and children.  
 
We seek to all work in an ethical and equitable manner.  We reflect the things we value as an 
organisation in all our dealings with clients, families, colleagues, children's services operators and 
staff, other agencies, government departments and the general community.   
 
Our Code of Conduct requires us to: 
 

 Act in a manner which seeks to put the best interests of the children first 

 Always act in a manner that considers the most appropriate outcomes for our children, 
working transparently and respectfully with families, staff and other agencies 

 Comply with law and policies 

 Act fairly, truthfully and honestly 

 Be respectful, friendly and safe in the workplace 

 Protect our assets, information and organisational reputation in an ethical manner. 
 
As a service we will: 

 Provide an environment where the service mission, vision and values and conduct expectations 
are clear and are facilitated 

 Address any concerns in a prompt and ethical manner. 
 
Each employee will: 
 

 Act in a manner which seeks to put the best interests of the children in our care first 

 Understand our mission, vision, and values and behave accordingly 

 Perform all of our work responsibilities ethically and professionally  

 Understand, implement and comply with all organisational policies and procedures 

 Strive to build a safe, harmonious, respectful and non-discriminatory workplace 

 Value, respect and support the abilities and knowledge of colleagues, children, and families 

 Maintain confidentiality of information. 
 
Our references are: 
 

 Education and Care Services National Law    

 Education and Care Services National Regulations   

 National Quality Standard  

 Early Childhood Australia (ECA) Code of Ethics   

 The United Nations Convention on the Rights of the Child (1989)  
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Policy: Alcohol and Drugs 
 
Policy Statement 
 
We believe that health and safety are the responsibility of 
everyone in and related to our service.  
 
All staff, parents, and visitors play a role in contributing to a 
healthy and safe workplace and environment for children. 
 
The service is free from the use of tobacco, illicit drugs, and 
alcohol.  
 
The service will act to create an environment that is free 
from the negative behaviours that can come from the abuse 
of alcohol and illicit drugs.     
 
Educators and volunteers must not smoke, consume alcohol 
or be affected by alcohol or illicit drugs or any prescription 
medications that may impair capacity to provide education 
and care to children at the Service.  
 
Educators or volunteers who require prescription 
medication must be aware of the potential effect of the 
medication on their capacity to work with children, and 
where necessary, discuss it with their manager.  
 
Rationale 
 
Under the National Quality Framework, Service Providers 
and Educators are required to implement and encourage 
effective health and safety practices.  
 
The use of the use of tobacco, illicit drugs, and alcohol can 
be a sensitive issue and one that may result in concerns or 
misunderstandings. For this reason, it is especially 
important to ensure that educators and other staff, 
children, visitors, and families are supported to discuss their 
questions and concerns in a respectful environment. 
 
The Education and Care National Law requires that we 
consider the best interests of children to be paramount.   
 
 
 

 
  

Related policies 
Code of conduct 
Alcohol, drugs and smoking 
Occupational health and safety  
Orientation of staff 
Professional development  
Recruitment 
 
Related Service publications 
Staff Handbook 
Orientation - General 
Orientation - Health and Safety 

 
Related education 
Parent orientation session 
Staff orientation session 
 
Review schedule 
2 years or at need 
 
Legal and professional requirements 
 
Education and Care Services 
National Law - Section 167 
 
Education and Care Services 
National Regulations Regulation 82  
 
National Quality Standard QA 2.3  
 
Occupational Safety and Health Laws 
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Policy: Orientation of staff 
 
Policy statement 
 
The Service will offer all new staff members, and any staff 
members returning from extended leave, an orientation to 
provide the support and information needed for their role.    
 
We will act to ensure that the existing programs are not 
disadvantaged during the transition that surrounds a new 
staff member commencing. 
 
The Service will provide appropriate time and resources to 
ensure that new staff members are given the opportunity to 
participate fully in the orientation process and any planned 
follow-up mentoring or planned sessions.   
 
Rationale 
 
The Guide to the National Quality Standards tells us that: 
 
All staff members respect and value the diverse 
contributions and perspectives of their colleagues and this 
is evident in their interactions with each other.  
 
The indicators of compliance with the National Quality 
Standard given in the Guide include it being evident that 
new staff members ARE being supported by other team 
members during their orientation and induction. 
 
 
  
 
 
  

Related policies 
Code of conduct 
Recruitment 
Professional development  
Occupational health and safety  
 
Related Service publications 
Staff Handbook 
Orientation - General 
Orientation - Health and Safety 
Diffuze HR orientation policy 

 
Related education 
Parent orientation session 
Staff orientation session 
 
Review schedule 
2 years or at need 
 
Legal and professional requirements 
 
National Quality Standard QA 4.1, 4.2 
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Policy: Dress Code 
 

Policy statement 
 
This Service requires staff to be dressed in a manner that 
ensures the health and safety of both themselves and the 
children.  
 
Clothes should be comfortable to wear and allow staff 
members to safely perform their duties. 
 
The Service believes that a staff member’s presentation 
should maintain a respectful, professional Educator’s image.  
 
At all times clothing should be sensitive to and respectable 
of differing backgrounds and cultures in the Service.  
 
All staff must model appropriate behaviour and Sun Smart 
practices.  
 
All employees will be provided with a uniform and are 
expected to wear that uniform at all times during work 
hours and when representing the service.  
 
Employees are required to maintain their uniforms in good 
condition and repair.  
 
Employees should ensure that all items of clothing and 
jewellery are secure on their person if they are likely to be 
around contaminable products or when holding children. 
 
Specific clothing precautions must be maintained according 
to procedures for food preparation. 
 
 
  
  

Related policies 
Code of conduct 
Recruitment 
Orientation 
Professional development  
Occupational health and safety  
 
Related Service publications 
Staff Handbook 
Orientation - General 
Orientation - Health and Safety 
Diffuze HR dress code policy 

 
Related education 
Parent orientation session 
Staff orientation session 
 
Review schedule 
2 years or at need 
 
Legal and professional 
requirements 
 
Education and Care Services 
National Law - Section 167 
 
Occupational Safety and Health 
Laws and Regulations 
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Procedure: Dress Code 
 
This code is intended to provide the basic standard of safety, cleanliness, neatness and 
appropriateness. Particular attention should be paid to safety, professional image and public 
interaction.  
 
Clothing 
Staff members will be required to dress in clean, tidy clothing that projects the professional image of 
the individual and the service. Clothing should be suitably loose to give freedom of movement when 
involved in manual handling activities and meet the following requirements: 
 

 Tops  should be the Service’s polo shirt 

 Mid thigh to knee shorts or skirts or long pants should be worn 

 The Service’s jackets should be worn as required 

 The staff name badge, provided by the Service should be worn 
 
Footwear 
Footwear must be safe and comfortable, without attachments that may cause injury to staff or 
children, and comply with the following: 
 

 Shoes should support the foot and have non-slip soles.  

 High heels are not to be worn by staff working with children.  

 Enclosed shoes must be worn by all staff members whilst on duty. 
 
Jewellery and makeup 
It is considered that the wearing of excessive jewellery or makeup by staff members may present an 
unprofessional image and may pose an occupational safety and health hazard to both staff and 
children. It is acknowledged that this is a matter of judgement, therefore, the following are a guide to 
be adhered to in regard to jewellery and makeup by staff at the Service : 
 

 Small hoop earrings or studs may be worn in the ears. 

 Sharp or pointy jewellery should not be worn when working with children. 

 Staff working in the kitchen are to wear minimal jewellery to ensure hygiene and safety. 

Hair 

 In the interests of health and hygiene staff must ensure their hair is clean and tidy.  

 Long hair should be tied back for hygienic purposes and to eliminate the risk of head lice. 

 When serving food or working in the kitchen staff must have their hair tied back. 

 Staff members who work in the kitchen may choose to wear a cap. 
 
Hats and Sunglasses 

 It is a requirement that staff members wear the hat provided by the Service whenever they are 
outside to ensure protection from the sun’s harmful ultra violet rays and to provide appropriate 
role modelling for the children who must also wear their hats when outside.   
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Policy: Professional Development 
 
Policy statement 
 
We aim to provide a supportive workplace that values 
knowledge growth, innovation, expertise, and continuous 
improvement.  
 
This service is committed to developing the professional 
knowledge, skills, and practices of our teams at every stage 
of their career. 
 
While ultimately it is the individual’s responsibility to ensure 
that they continue to grow as a professional, educators will 
work closely with the director to plan their learning needs.   
 
The performance development process is a means for 
educators to reflect on their skills, knowledge, and 
aspirations; to review their work and identify opportunities 
for advancement through further learning and development. 
 
A professional development plan will be created during 
orientation and during reflective practices and performance 
reviews thereafter. The plan will include potential topics, 
future career aspirations, and support staff member’s 
growth as a professional.   
 
The process will include: 
 

 clarification of the role and expectations 

 reflection on own practice and the practice environment 

 appraisal of the previously identified objectives  

 examples of ways the agreed outcomes have been met  

 reflection on aspirations and pathways 

 training opportunities will be identified  

 two-way feedback will be given at this time. 
 
Professional development will be considered on its merits 
and potential benefits, however, compliance training related 
to the role takes a priority. 
 
Rationale 
 
The Guide to the National Quality Standards tell us that 
‘Updating and maintaining educators’ knowledge is a joint 
responsibility of the educators themselves, the director and 
the approved provider, and includes a range of professional 
development strategies that challenge and extend current 
thinking’. 

Related policies 
Code of conduct 
Recruitment 
Orientation 
Staff performance development  
Occupational health and safety  
CHILD HR system 

 
Related Service publications 
Staff Handbook 
Orientation - General 
Orientation - Health and Safety 

 
Related education 
Parent orientation session 
Staff orientation session 
 
Review schedule 
2 years or at need 
 
Legal and professional 
requirements 
 
Education and Care Services 
National Law - Section 167 
 
Education and Care Services 
National Regulations – Regulation 
84  
 
National Quality Standard QA 2.1, 
4.1, 4.2, 7.2 
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Policy: Students 
 
Policy statement 

This Service strives to provide high quality education and 
care to all children who come to our Service.   

We seek to pass on this learning by providing opportunities 
for students in the different Universities, approved 
Registered Training Organisations and from other approved 
education and care services.  

Student practicums will be at the discretion of the Director. 
The events and needs of the children and families will 
always take priority over any student placement. 

Students will not be left unsupervised with children in care 
in the Service. Students are supplementary to staff 
requirements, and will not be used to replace absent staff. 

All visitors to the Service are governed by the policies and 
procedures of the Service. 

Providing student practicum experiences offer us the 
opportunity to act as educator and learner, developing 
strong professional and community partnerships. The 
priorities are: 

 Students studying early and middle childhood or related 
topics  

 High school students who wish to gain work experience 
as part of their school program, provided that the 
school has requested the placement.  

Students who are approved for placement at the Service 
will be oriented to the Service and its policies, especially the 
policies of confidentiality and those that detail the rights of 
the child to a safe environment.  

The parents of any child are provided with the right to 
request that their child is not involved with the student or 
subject to student observations. 

Students from a University, Registered Training 
Organisation or High School remain at all times under 
responsibility of their organisation and the allocated 
supervisor.  

Should any student behave in a manner that is felt to be 
inappropriate, the Service reserves the right to terminate 
the placement immediately and will inform the student’s 
Supervisor.  

References 
 

Related policies 
Acceptance and refusal of 
authorisations 
Confidentiality of records  
Diversity and inclusion  
Enrolment  
Orientation 
Dealing with complaints  
Visitors (and volunteers) 
 
Related Service publications 
Staff Handbook 
Orientation - General 
Orientation - Health and Safety 

 
Related education 
Parent orientation session 
Staff orientation session 
 
Review schedule 
2 years or at need 
 
Legal and professional 
requirements 
 
Education and Care Services 
National Law (WA) Act 2012 - 
Sections 165, 167 
 
Education and Care Services 
National Regulations 2012 
Regulations 145, 149, 150, 151, 
152, 158 
 
National Quality Standard QA 4.2, 
5.1 



Staffing arrangements 
  

11 
 

POLICY | QA4 

Guide to the National Quality Standard (ACECQA) http://files.acecqa.gov.au/files/National-Quality-
Framework-Resources-Kit/NQF03-Guide-to-NQS-130902.pdf 
 
Guide to the National Law and National Regulations (ACECQA) 
http://files.acecqa.gov.au/files/National-Quality-Framework-Resources-
Kit/2014/NQF02%20Guide%20to%20ECS%20Law%20and%20Regs_web.pdf  
 
ACECQA Occasional Paper – Educational Program and Practice 
http://files.acecqa.gov.au/files/Reports/2015/Occasional%20Paper%201%20-
%20Educational%20Program%20and%20Practice.pdf 
 
In our reading, we used and recommend the resources in the Early Childhood Resource Hub 
(Australian and state governments) http://www.ecrh.edu.au/#/  
 
Child Australia 
http://www.childaustralia.org.au 
 
Disclaimer  
 
This resource is based on the most current information available in April 2016.  
In developing this resource, we have referred to legislation and regulations, sought advice from 
professional organisations and reviewed contemporary research. This document should be used as a 
guide to compliment and develop a service’s existing practices. Services should always check the 
currency of information at the time of use and consider the information in this resource in the context 
of their particular service. 
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