
   

​PROVIDING A CHILD SAFE ENVIRONEMNT  

POLICY/PROCEDURE 

Policy Statement 

Berri OSHC aims to provide and maintain a healthy and safe environment in which children may play in and explore 

their world free from harm. Children’s safety and wellbeing are paramount at our service and will be fostered 

through our child safe culture, responsive relationships, engaging experiences and safe and healthy environment. 

Background 
 The Education and Care Services National Regulations require approved providers to ensure their services have 

policies and procedures in place for providing a child safe environment to minimise risk of harm and hazard to 

children attending education and care services.  

The Berri Primary School Governing Council as the Approved Provider, through the OSHC Advisory Committee, 

ensures that appropriate codes of practices, standards and recommendations from recognised authorities are 

followed at Berri OSHC to protect everyone from harm, injury, illness, or abuse, as detailed in the following 

procedures. Policies and procedures to ensure a safe environment is provided for children with allergies is 

addressed in Berri OSHC’s ‘Dealing with Medical Conditions and Allergies Policy’. 

Principles 
●​ all children attending our service are provided with a safe environment, both physically and online, through 

the creation of a child safe culture  

●​ children’s wellbeing is paramount, and children will be actively involved in decision-making to provide an 

environment that encourages them to reach their potential  

●​ management, educators, and staff are aware of their roles and responsibilities to identify and respond to every 

child at risk of abuse or neglect  

●​ child protection training has been completed by the relevant persons  

●​ nominated supervisors, educators, and staff members, volunteers and students, at the service who work with 

children are advised of the existence and application of the current child protection law and any obligations 

that they may have under that law 

●​ at all times, reasonable precautions and adequate supervision ensure children are protected from harm and 

hazard  

●​ procedures to effectively manage incidents and emergencies are in place and regularly rehearsed  

●​ where the program involves simultaneous use of indoor and outdoor environments, educators will effectively 

supervise children in both environments.  

Responsibilities 
Approved provider - Berri Primary School Governing Council 
●​ ensure that obligations under the Education and Care Services National Law and National Regulations are 

met 

●​ ensure that the Providing a child safe environment policy and procedures are implemented, the 

appropriate risk assessments and action plans are completed, and all identified actions are taken to 

minimise the risks to children’s health and safety (also known as a risk minimisation plan) 

●​ ensure child protection training has been completed by the relevant persons as required by the service’s 

jurisdiction, as required by section 162A of the National Law 
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●​ ensure all educators and staff, volunteers and students, are aware of current child protection legislation, 

including mandatory reporting requirements and obligations in their state/territory. Please note this is a 

requirement under regulation 84 and is seperate to child protection training requirements set out above 

●​ provide an environment that is free from the use of tobacco, illicit drugs and alcohol and ensure no 

educators or staff are affected by alcohol or drugs (including prescription medication) so as to impair 

their capacity to supervise or provide education and care to children in the service 

●​ promote a culture of child safety and wellbeing that underpins all aspects of the service’s operations, to 

reduce risk to children (including the risk of abuse) 

●​ ensure the safe use of online environments at the service 

●​ ensure policies and procedures promote equity and respect diversity for the safety and wellbeing of 

children and young people 

●​ take reasonable steps to ensure that nominated supervisors, educators and staff follow the Providing a 

child safe environment policy and procedures 

●​ ensure that copies of the policy and procedures are readily accessible to nominated supervisors, 

coordinators, educators and staff, and available for inspection 

●​ notify families at least 14 days before changing the policy or procedures if the changes will: 

o​  affect the fees charged or the way they are collected or 

o​ significantly impact the service’s education and care of children or 

o​ significantly impact the family’s ability to utilise the service. 

Nominated supervisor – Director 

●​ implement the Providing a child safe environment policy and procedures and ensure that any plans 

developed from risk assessments are in place for individual children and are carried out 

●​ meeting staff to child ratios to ensure adequate supervision 

●​ ensure all educators and staff know where to access the Providing a child safe environment policy and 

procedures 

●​ ongoing communication with educators and staff about their responsibilities and any changes to policies, 

procedures and legislation 

●​ support educators and staff to uphold the service’s culture of child safety and wellbeing  

●​ regularly monitor child protection training schedules and ensure all educators and staff are up to date 

with their training 

●​ when required, work collaboratively with appropriate services and/or professionals to support children’s 

access, inclusion and participation in the program 

●​ ensure the safety and wellbeing of children attending the service by keeping a visitors’ record, including 

signatures and arrival/departure times  

●​ complete child protection training 

Educators 

●​ be aware of current child protection legislation, including the mandatory reporting requirements and 

obligations 

●​ implement the Providing a child safe environment policy and procedures and ensure that any action plans 

for individual children are carried out 
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●​ implement the service’s culture of child safety and wellbeing 

●​ know the individual needs and action plans for the children in your care 

●​ maintain current accredited child protection, first aid and approved CPR, asthma and anaphylaxis training 

●​ monitor and maintain staff to child ratios to ensure adequate supervision of children 

●​ provide an environment that is free from the use of tobacco, illicit drugs and alcohol 

●​ keep a visitors’ record, including signatures and arrival and departure times 

●​ recognise and respond effectively to children and young people, considering diverse needs 

●​ ensure children and young people participate in decision making in matters affecting them, including in 

relation to safety issues and risk identification. 

Procedure – Staffing and Supervision 

The correct staff-to-children ratios for school age children is always maintained and is calculated over the entire 

service as opposed to individual play spaces. Educators reinforce with children the importance of staying within 

the boundaries of Berri OSHC and the school grounds and ensure that all play spaces are adequately always 

supervised in a manner that is sufficient to ensure the safety and wellbeing of the children appropriate to their 

stage of development. Adequate supervision means that an Educator can respond immediately, particularly when 

a child is distressed or in a hazardous situation. It also means knowing where children are always and monitoring 

their activities actively and diligently. Educators should balance supervision and engagement by drawing on a 

range of skills such as positioning, using peripheral vision and monitoring changes in noise and stress levels. 

While supervising outdoors Educators should: 

●​ move around designated supervision areas 

●​ be alert to potential hazards and take preventative action 

●​ report any hazards or near misses to the Director 

●​ ensure that any child leaving a play space notifies an Educator  

Educators must position themselves so they can be always seen. If they need to leave the outdoor environment 

for any reason, no matter how long, they must let the Responsible Person on duty know and if necessary, 

organise and wait for a replacement. 

While supervising indoors, Educators will: 

●​ never leave children unsupervised 

●​ never leave children in the care of parents, visitors, volunteers, etc. 

●​ organise coverage by an appropriate person if it is essential that they leave the room 

●​ ensure entrances and exits are always kept clear 

●​ keep rooms and walkways free of clutter 

●​ ensure that any child leaving a play space notifies an Educator  

 

●​ Children will be adequately supervised when using the ipad to access the internet 

●​ When using the bathroom. 

o​ Children must inform an Educator that they require the bathroom. 

o​ An Educator will either walk to the bathroom with the child or position themselves where they have a 

clear view of the bathrooms.  

o​ The Educator checks on the child if they are taking an abnormal length of time in the bathroom.  
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Supervision during the transition between school and the outside school hours care (OSHC) service  

●​ Berri Primary School children are to walk directly to the OSHC building at the end of the school day. 

Children will be signed in by an Educator. If a child has not arrived, a phone call to the parent will be made. 

●​ Children arriving by bus from an alternative school will be met at the kiss and drop zone by an Educator 

and walked into the OSHC. 

Procedure - Maintenance of Buildings, Equipment and Paved Areas 
●​ Any maintenance requiring assistance is reported to Berri Primary School Line Manager or School 

Groundsman 

●​ Berri OSHC will comply with the Education and Care Services National Regulations and Law (2011) 

regarding the provision of: 

o​ premises, furniture, and equipment to be safe, clean and in good repair 

o​ indoor space requirements 

o​ outdoor space requirements 

o​ ventilation and natural light 

o​ toilet and hygiene facilities 

o​ food and beverage storage and handling facilities 

o​ furniture, materials, and equipment 

o​ fencing and security  

o​ administrative space  

o​ visibility 

o​ outdoor space and natural environment 

o​ shaded outdoor space 

●​ Power points will be to an approved safety standard and will be out of reach of children, or if within reach, 

will be fitted with approved safety plugs 

●​  Berri OSHC ensures that hot water taps to which a child has access will be thermostatically controlled at 

less than 42C, or fitted with a device that prevents the operation of the tap by a child 

●​ Electrical items will be tested and tagged annually.  

Procedure – Equipment Safety 

●​ The equipment and toys purchased at Berri OSHC will meet Australian Standards for safety. 

●​ Berri OSHC will adhere to the Australian Standards relating to the construction and installation of fixed 

and temporary outdoor play equipment, to ensure children’s safety when using play equipment. This 

includes the types of materials and installation requirements used for outdoor surfaces. 

●​ The Berri Primary School Governing Council, the Director and Educators will ensure that outdoor play 

equipment does not pose a hazard to children because of its design, manufacture, installation or use, 

and soft fall surfaces are provided under and around any outdoor play equipment from which there is 
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reasonable likelihood of a child falling because of the equipment’s design or the manner in which it is 

used. 

●​ Berri Primary School Groundsman will check the soft fall surfaces under and around outdoor play 

equipment to ensure it is adequate and evenly spread. 

●​ Educators will be diligent to ensure that all equipment and toys are kept in a thoroughly safe, clean, and 

hygienic condition and in good repair at all times and stored in a safe manner. 

●​ Educators who become aware of faulty or broken equipment will remove this equipment from use in 

the education and care program and advise the Director of the need for repair. 

●​ Berri OSHC will ensure that adequate furniture is available to meet the physical and developmental 

needs of children attending. 

●​ Children will be carefully introduced to new toys and pieces of equipment and taught how to use and 

care for them appropriately. 

Procedure – Storage of Potentially Dangerous Products 

●​ Educators will be made aware of which products may pose a danger to children at Berri OSHC and will 

do their best to minimise the use of these products without jeopardising the hygiene of the children or 

themselves. 

●​ All potentially dangerous products will be clearly labelled and stored in their original labelled containers 

with the relevant Material Safety Data Sheet (MSDS) for that product, out of reach of all children, or 

unauthorised adults. This will be stored under lock and key.  

●​ Storage areas of potentially hazardous materials will be clearly labelled. 

●​ All potentially hazardous products are used in accordance with the manufacturer’s written 

instructions and specific workplace procedures. 

●​ Flammable materials are stored separately from anything that constitutes or is likely to constitute a fire 

hazard. 

Procedure - Visitors 

Visitors may be present at Berri OSHC from time to time and will have their safety assured while on the premises 

through the following procedures. Visitors are defined as all people other than staff members, children and 

parents/guardians involved in the task of delivering or collecting their child at the start or end of the session. 

●​ Berri OSHC will require visitors to report on arrival to the Director, or the Responsible Person on duty if 

the Director is not on the premises. 

●​ All visitors will be required to sign using PASSTAB and sign out on departure. 

●​ The Director or Responsible Person on duty will be aware of where visitors are always. 

●​ Visitors will be restricted from any hazardous areas. 
●​ Unauthorised visitors will be asked to provide identification, preferably photo ID. 

●​ All people who perform duties at Berri OSHC (paid or unpaid) will be required to present a Working with 

Children Check (WWC) before being allowed in the service (i.e. a student assessor, volunteers, students, 

Educators/staff etc.) 

●​ Under the Summary Offences Act 1953, the Berri Primary School Principal reserves the right and has the 
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authority to prohibit any potential visitor from entering or remaining within the school and has the 

authority to invite or exclude people from using or being within the school boundaries outside school 

operating hours. 

Key Terms 
ACECQA – Australian Children’s Education and Care Quality Authority 
The independent national authority that works with all regulatory authorities to administer the National Quality  
Framework, including the provision of guidance, resources and services to support the sector to improve  
outcomes for children. 
Source: acecqa.gov.au 
Mandatory reporting 
The legislative requirement for selected classes of people to report suspected child abuse and neglect to  
government authorities. 
Source: State/territory based child protection legislation 
Reasonably believes 
Believes on grounds that are reasonable in the circumstances. 
Source: Schedule 3, Child Protection Act 1999 (Queensland) 
Physical abuse 
For the purposes of NQF notifications, child physical abuse refers to the use of physical force against a child that  
results in harm to the child. Depending on the age of the child and the nature of the adult’s behaviour, physical  
force that is likely to cause physical harm to the child may also be considered abusive. For example, a situation in 
which a baby is shaken by an adult but not injured would still be considered physical abuse. 
Source: The Guide to the National Quality Framework – Quality Area 7: Governance and Leadership. (Adapted  
from the Australian Institute of Family Studies) 
Reasonable grounds 
Suspect that a child may be at risk of significant harm based on your observations of the child or what has been  
reported to you about a child. 
Source: Schedule 3, Child Protection Act 1999 (Queensland) 
Reasonably suspects 
Suspects on grounds that are reasonable in the circumstances. 
Source: Schedule 3, Child Protection Act 1999 (Queensland) 
Responsible person 
In relation to an education and care service, means a person referred to in section 162(1)(a) to (c) of the  
Education and Care Services National Law Act 2010. 
Source: National Law 
Reportable conduct 
Certain organisations or entities have legal obligations under Reportable Conduct Schemes. 
Under these Schemes, certain organisations or entities are required to notify and investigate certain allegations  
(reportable allegations) of abuse involving a child, when the allegation is against someone they employ, engage  
or contract in circumstances outlined by the legislation. 
Source: State/territory based child protection legislation 
Rights of the child 
Human rights belonging to all children, as specified in the United Nations Convention on the Rights of the Child. 
Source: Guide to the NQF 
Sexual​ abuse 
For the purposes of NQF notifications, the definition of child sexual abuse varies depending on the relationship  
between the victim and the perpetrator. In the context of education and care, the definition of sexual abuse is 
any sexual behaviour, including grooming behaviour, by an adult to a child. Adults working in an education and 
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care service are in a position of power or authority over children and any sexual behaviour by an adult towards a 
child is sexual abuse. 
Source: The Guide to the National Quality Framework – Quality Area 7: Governance and Leadership. (Adapted  
from the Australian Institute of Family Studies) 
Wellbeing 
Sound wellbeing results from the satisfaction of basic needs – the need for tenderness and affection; security 
and clarity; social recognition; to feel competent; physical needs and for meaning in life. It includes happiness 
and satisfaction, effective social functioning and the dispositions of optimism, openness, curiosity, and 
resilience. 
Source: Guide to the NQF 
Working directly with children 
A person is working directly with children at a given time if at that time the person: 
• is physically present with the children, and 
• is directly engaged in providing education and care to the children. 
Source: National Regulations 
Working with children / Working with vulnerable people check (WWCC/WWVP) 
A notice, certificate or other document granted to, or with respect to, a person under a working with children 
law to the effect that: 
• the person has been assessed as suitable to work with children; or 
• there has been no information that if the person worked with children the person would pose a risk to the  
children; or 
• the person is not prohibited from attempting to obtain, undertake or remain in child-related employment. 
Source: National Law 

 

Legislative Requirements 
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Education & Care Services National Law Act (2010)  

Section 162A Child protection training 

165 Offence to inadequately supervise children 

166 Offence to use inappropriate discipline 

167 Offence relating to protection of children from harm and hazards 

Education & Care Services National Regulations (2011) 

Regulation 
​  

82 Tobacco, drug, and alcohol-free environment 

83 Staff members and family day care educators not to be affected by alcohol or drugs 

84 Awareness of child protection law 

103 Premises, furniture, and equipment to be safe, clean and in good repair 

115 Premises designed to facilitate supervision 

122 Educators must be working directly with children to be included in ratios 
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Reviewed and approved by Berri Primary School Governing Council: 23 March 2026 

TO BE REVIEWED: March 2027 

 

Approved by Berri Primary School Governing Council: 21/03/2022 

_____________________________________________________________________________ 

Related Documents 

http://www.acecqa.gov.au/national-quality-framework/national-law-and-regulations/national-   

regulations 

https://www.education.sa.gov.au/working-us/out-school-hours-care-oshc 

 

Safe Work Australia, Model Work Health and Safety Laws Fact Sheet,  

www.safeworkaustralia.gov.au/AboutSafeWorkAustralia/WhatWeDo/Publications/Documents/553/M  odelWo 

rkHealthAndSafetyLawsFactSheet.pdf 
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123 Educator to child ratios – centre-based services 

145 Staff record  

165 Record of visitors 

166 Children not to be alone with visitors 

167 Record of service’s compliance 

168 Education and care service must have policies and procedures  

170 Policies and procedures to be followed  

171 Policies and procedures to be kept available  

172 Notification of change to policies or procedures  

175 Prescribed information to be notified to Regulatory Authority 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) 

Standard 

 

2 Childrens Health and Safety 

3.1 Physical Environment - Design 

4.1 Staffing Arrangements 

7.1 Governance 

http://www.acecqa.gov.au/national-quality-framework/national-law-and-regulations/national-
http://www.education.sa.gov.au/working-us/out-school-hours-care-oshc
http://www.education.sa.gov.au/working-us/out-school-hours-care-oshc
http://www.safeworkaustralia.gov.au/AboutSafeWorkAustralia/WhatWeDo/Publications/Documents/553/M
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SAI Global, Portal for buying Australian Standards, www.infostore.saiglobal/com/store2/ 

 

Work Health & Safety 2012 (SA) Summary 

Offences Act 1953 (SA) 

https://www.productsafety.gov.au/content/index.phtml/tag/mandatorystandards 
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