TURRAMURRA
— OOSH —

bookings@tpsoosh.com.au
(02) 9144 4769

Staffing

Policy Statement

At South Turramurra OOSH (OOSH/service) we believe that staff are our most valuable asset in providing quality care to
children. We aim to recruit quality staff who are able and willing to align with our OOSH Philosophy and Code of
Conduct. We ensure that our staff receive effective orientation and consistently develop in targeted practice areas. We
plan to execute procedures around staff grievances and disciplinary action in a professional and effective manner. We
strive to maintain a high level of enriching care through better-than-standard ratios and the inclusion of volunteers and
visitors. All practices will be in accordance with the OSHC Code of Professional Standards.

Legislative Requirements

Education and Care Services National Law Act 2010: 5, 44, 56, 56A, 161, 161A, 162, 162A, 165, 166, 167, 168,
169, 170,172, 173,175

Education and Care Services National Regulation 2011: 35, 82, 83, 84, 117A, 117B, 117C, 118, 123, 125, 126(2),
136, 145, 146, 147, 148, 149, 150, 151, 155, 156, 168(2)(i)(ii), 170, 171, 172, 173

e National Quality Standard: Quality Area 2.3, 3.1, 4,5,6.1, 7
e Children and Young Persons (Care and Protection) Act 1998 and Amendment Act 2019
e Child Protection (Working with Children) Act 2012
e Children’s Guardian Act 2019
e Children’s Guardian Regulations 2022
e Workplace Health and Safety Act 2011
e Children’s Services Award 2010
e Anti-discrimination Act 1977
Definitions

Code of Conduct

Together with a code of ethics, the code of conduct helps guide interactions between management, educators,
and staff, as well as informing the service decision-making processes relating to professional standards.

Code of Ethics

Together with a code of conduct, a code of ethics helps guide interactions between management, educators,
and staff, as well as informing the service decision-making processes relating to professional standards,
especially when there are conflicting obligations or responsibilities. The Guide to the NQF references ECA’s Code
of Ethics, although compliance with the Code is not mandatory under the National Law and Regulations.
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Nominated Supervisor
e Must be nominated by the approved provider of the service and the nominated person must give their written

consent. They are responsible for day-to-day management of a service and have responsibilities relating to and
including:

educational programs (section 168).

supervision and safety of children (sections 165-167).

entry to and exit from the premises (section 170; regulation 99).

nutrition and food and beverages (regulations 77-80).

administration of medication (regulations 93-96).

drugs and alcohol (regulations 82—83).

sleep and rest (regulations 81).

excursions (regulations 100-102).

transportation (regulations 102B-102D).

staffing ratios and qualifications (regulations 123-128).

YVYVYVVVVVYYVY

Professional Standards
e Professional standards guide practice, interactions, and relationships. The standards inform educators and staff
of their responsibilities in relation to one another and to the children and their families.

Responsible Person
e Avresponsible person is:
» the Approved Provider or a person with management or control.
» a Nominated Supervisor.
> aperson in day-to-day charge of the service.
e The Approved Provider is responsible for assessing a person’s suitability as responsible person.

Working with Children Check (WWCC)
e A notice, certificate or other document granted to, or with respect to, a person under a working with children
law to the effect that:
a) the person has been assessed as suitable to work with children; or
b) 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.

Implementation Strategies — how will it be done?

The Approved Provider/Nominated Supervisor will:
e establish a strong organisational culture that puts child safety at the centre (CSS 1).
e ensure that quality staffing practices are in place in line with the National Quality Standard, especially

Quality Area 4 — Staffing Arrangements.

e ensure the environment is free from the use of tobacco, illicit drugs and alcohol, and the Nominated
Supervisor, educators, staff, volunteers, and students are not affected by alcohol or drugs (including
prescription medication).

Staff records
e ensure that a staff record is kept with the details in regulations 145-152.

Professional standards
e ensure that all educators, staff, volunteers, and students are familiar with ECA’s Code of Ethics.
e collaborate with educators and staff to develop a Code of Conduct.
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ensure that all educators, staff, volunteers, and students are provided with a copy of, and are familiar with,
the Code of Conduct.
take appropriate action in the event that the Code of Conduct is not met.

Responsible person

ensure that a Nominated Supervisor or person in day-to-day charge is present at the service in the absence of
the Approved Provider.

ensure that the person in day-to-day charge consents to the placement in writing.

ensure that the Nominated Supervisor and person in day-to-day charge are aware of the existence and
application of current child protection law and their obligations under the law and have completed any
jurisdictional requirements for child protection training (CSS 7).

ensure that the Nominated Supervisor and person in day-to-day charge:

is 18 years old.

has adequate knowledge and understanding of the provision of education and care to children.

has the ability to effectively supervise and manage the service.

has a history of compliance with the Education and Care Services National Law and other relevant
laws. This includes any decision under the Law to refuse, suspend, refuse to renew, or cancel a licence,
approval, registration, certification, or other authorisation granted to the person.

ensure the nominated person completes and signs a Compliance history statement template and a Prohibition
notice declaration template.

ensure that the name of the Nominated Supervisor is displayed so that it is visible from the main entrance of
the service.

ensure that the staff record includes the name of the Responsible Person for each time that children are being
educated and cared for.

YV VY

Volunteers and students on practicum placements

ensure that volunteers and students meet any jurisdictional requirements for working with children
clearance, such as a WWCC, or teacher registration details (jurisdiction dependant) (CSS 5).

ensure that volunteers and students implement adequate health and hygiene practices and safe practices for
handling, preparing, and storing food.

ensure that volunteers and students are not affected by alcohol or drugs.

ensure that volunteers and students are informed about the service’s policies and procedures to manage
medical conditions and if a child is injured, becomes ill, or suffers a trauma.

ensure that volunteers and students do not subject children to any form of corporal punishment or any
discipline that is unreasonable.

Child Safe Standards (CSS)

reinforce to all employees that they are Mandatory Reporters (CSS 5).

facilitate and support educators and staff in reporting children at significant risk of harm (CSS 7).

ensure all cases of suspected child abuse which meet the significant risk of harm threshold are reported (CSS
7).

keep up to date with new knowledge in relation to child safety (CSS 7).

Educators and Staff:

must be aware of and follow the Staffing Policy and Procedures.

must meet any jurisdictional requirements relating to education and care qualifications, first aid
qualifications, and working with children clearance, such as a WWCC, or teacher registration details
(jurisdiction dependant) (CSS 5).

must have undertaken current child protection legislation training, including for mandatory reporting
requirements and obligations in their jurisdiction (CSS 7).

must not be affected by alcohol or drugs and must not consume these while at the service.

must implement adequate health and hygiene practices and safe practices for handling, preparing, and storing
food.

should be familiar with ECA’s Code of Ethics.
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must be familiar with and adhere to the Code of Conduct.
ensure quality staffing practices are implemented in line with the National Quality Standard (especially
Quality Area 4 — Staffing arrangements).

Child Safe Standards

report all concerns of suspected child abuse which meet the significant risk of harm threshold (CSS 5, 7).
keep up to date with new knowledge in relation to child safety (CSS 7).

be aware of policies and procedures for keeping children safe (CSS 5).

be aware of the child protection law and regulations (CSS 5).

be responsive to the children’s needs and be aware of any indicators or abuse, unusual behaviours, or
emotions (CSS 1, 2,5, 6, 7, 8).

communicate about any concerns relating to a child’s safety, wellbeing, and welfare (CSS 5).

contribute to the risk assessment of the environment, viewing it through a child safe lens (CSS 1, 8).

Volunteers and Students:

implement the Staffing Policy and Procedures.

should be familiar with ECA’s Code of Ethics.

must be familiar with and adhere to the Code of Conduct.

must meet any jurisdictional requirements for working with children clearance, such as a WWCC, or teacher
registration details (jurisdiction dependant) (CSS 5).

must implement adequate health and hygiene practices and safe practices for handling, preparing, and storing
food.

must not be affected by alcohol or drugs and must not consume these while at the service.

must be familiar with the policies and procedures to manage medical conditions and if a child is injured,
becomes ill, or suffers a trauma (CSS 5, 7).

must not subject children to any form of corporal punishment or any discipline that is unreasonable (CSS 5, 7).

Procedures

Selection

Qualifications

Director / Nominated Supervisor

Holds a Diploma of OSHC or Children’s Services (or equivalent) and/or a minimum 3 years’ experience in a
relevant field and demonstrated ability to work with children and staff.

Holds a current first aid certificate and a certificate in asthma and anaphylaxis management.

Holds a current Working with Children Check (CSS 5).

Holds current accredited Child Protection certification and is aware of child protection responsibilities (CSS 5).
Is a person of good character and maturity who can be entrusted with providing adequate care for the welfare
of the children (CSS 5).

Has an interest and desire to work with children.

Has an ability to communicate well with adults, children, and management.

Has an ability to supervise and support educators.

Must meet all the requirements of the job description and be appointed by the Management Committee.

Be a minimum of 21 years of age.

Coordinator / Educational Leader

Holds a minimum of Certificate IV in OSHC or equivalent and/or 3 years’ experience in a relevant field.
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e Holds a current first aid certificate and a certificate in asthma and anaphylaxis management, or willing to
undergo training to obtain these.

e Holds a current Working with Children Check (CSS 5).

e Holds current accredited Child Protection certification and is aware of child protection responsibilities (CSS 5).

e |sa person of good character, who can be entrusted with providing adequate care for the welfare of the
children.

e Is prepared to act as Responsible Person/Person in Day to Day Charge in the absence of the Nominated
Supervisor/Director.

e Has an interest and desire to work with children.

e Has an ability to communicate well with adults and children.

e Must meet all the requirements of the job description.

e Be a minimum of 18 years old.

Recruitment
For Permanent Positions

Selection Panel

e For permanent positions, the Management Committee will appoint a panel to conduct the selection process.
Three people will be on the panel, consisting of at least two members of the Management Committee and the
Nominated Supervisor/Director (if applicable).

e For casual positions, a Coordinator/Nominated Supervisor/Director will conduct the interview and selection
process.

e Once applicants are known, panel members will declare in writing any conflict of interest with applicants.
Declared conflicts of interest will be assessed by the rest of the panel and may result in removal of a member
from the panel under grounds of potential bias.

The Panel/Director/Coordinator/Nominated Supervisor will:

e create or approve the job description and selection criteria for the position.

e determine the method of and conduct advertisement.

e acquire from applicants, Working with Children Check (WWCC) details, and verify before employment can be
confirmed (CSS 5).

e short-list applicants to no more than three.

e arrange interview questions.

e contact short-listed applicants or applicable recruiters to arrange an interview.

e conduct interviews.

e decide on a suitable applicant. If no suitable applicant is interviewed, repeat the recruitment process, and assign
a temporary to the role from internal staff if necessary. For the Coordinator/Nominated Supervisor/Director
roles a decision needs to be put before management for final approval.

e offer the position to the successful applicant and contact the unsuccessful applicants when the position has
been accepted.

e set a commencement date of employment and begin orientation procedure.

e prepare letter of employment and contract.

During recruitment, applicants are asked questions to ascertain their understanding of and commitment to child
protection (CSS 5).

Applicants for positions at South Turramurra OOSH are directed to key policies and procedures, including the Code of
Conduct (CSS 5).
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Advertisements
Advertisements may be placed internally or on online job sites such as Seek and in school newsletters. The Committee
may also enlist recruiters such as Firefly HR.

Advertisements are to include:

job title.

brief position description.

specific employment information, including hours of work and award rate.
WW(CC and qualification requirements (CSS 5).

responsibilities and key duties.

essential and desirable criteria.

Instruction to include in applications - contact details, resume, contact details of at least of 2 referees (at least
one of which being a work reference) and a cover letter.

Closing date and email address for applications.

Contact name and number where the applicant can obtain more information.
Child Safe Organisation commitment statement (CSS 1, 5, 10).

Notification

Applicants will be given an approximate time that they will be contacted regarding the status of their
application.

The selection panel will notify the successful applicant to negotiate a commencement date. Offers of
employment will not be made until WWCC has been completed. If this is not reasonably practical, the
employment is to be offered subject to a check being completed.

A letter of confirmation will be sent to the successful applicant, requesting written acceptance.

After the appointment has been made, unsuccessful applicants will be notified that the position has been filled.

Equal Employment Opportunities

All educator positions will be advertised according to Equal Opportunity Legislation (Anti-Discrimination Act
1977).

No one will be discriminated against on the basis of their cultural background, religion, sex, disability, marital
status, or income.

All applicants and referees will be asked the same questions.

All applicants will be selected according to equal opportunity guidelines.

Selection will be based solely on suitability for the position, according to the selection criteria developed by the
panel.

For Casual Positions

For casual positions, the Coordinator/Nominated Supervisor/Director will organise and conduct an interview
with applicants of their choosing.

Successful applicants will be subject to a WWCC (CSS 5).

The Coordinator/Nominated Supervisor/Director and successful applicant will decide upon a start date.

The successful applicant will be provided with the educator handbook including a contract, tax file declaration
and staff details form to complete and return.

The Coordinator/Nominated Supervisor/Director will explain and begin the orientation process.
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Conditions of Employment

All conditions listed next to the relevant award levels in the Children’s Services Award 2010 will apply to employees,

including all leave entitlements. In addition:

e Management will ensure they are aware of appropriate working conditions and entitlements and keep up to

date in relation to any changes in the Award.

e Educators are encouraged to remain up to date with the conditions and entitlements of their level and inform

management of any changes.
o Educator appraisals will take place at least annually (CSS 7).
e All educators will maintain professional behaviour at all times.

e All grievance issues are to follow the appropriate procedures as outlined in the Complaints and Grievance policy.

e Educators are responsible for clocking in and out on the timeclock for their own shifts.
e Educators will be paid fortnightly, into their nominated bank accounts.

e Pays will be processed by Monday afternoon each week, or Tuesday when a Public Holiday falls on a Monday.

e Annual leave for permanent employees will be taken as negotiated with the Director/President.
e Applications for leave must be submitted 4 weeks prior and be approved by the Director/President.
e Management will determine applications for leave without pay on a case-by-case basis.

e Prior to employment each educator will complete the staff details form in entirety, supply WWCC details for

verification and agree to the code of conduct and contract agreement.

e Employees will attend all shifts, meetings, and development sessions, as reasonably rostered by management.

e Employees must adhere to all NSW Health regulations pertaining to working in OOSH on a School Site.

Orientation

The Coordinator/Nominated Supervisor/Director/Educational Leader will conduct the orientation process as soon as
possible after the applicant has accepted the position. The orientation process will teach new employees everything as

follows:

e how to operate Rostering App and Time Clock.

e where to put personal belongings and find staff amenities.

e details around use of personal devices.

o where to find First Aid equipment and information, including Asthma and Anaphylaxis packs.

e how to complete First Aid forms and Procedures (this is not considered formal first aid training).

e how to identify children at risk of significant harm, and the procedures for reporting to the Department of

Communities and Justice (CSS 7, 10).
e How to report allegations of reportable conduct (CSS 7, 10).
e run through our Daily Routines, Duties and Program.
e taught how to complete an Activity Evaluation Form.
e run through our Emergency Fire, Evacuation and Lockdown Procedures.
e given time to read our Educator Creator, including relevant policies and important information.
e shown where to find and when to use our Committee Contact information.
e shown where to find and when to use our Regulatory Authority Information.
e any other duties relevant to their new position.

New employees will be rostered above ratio and paired with senior educators to learn our different areas and duties for

at least 5 morning sessions and 10 afternoon sessions. This may be extended at the Coordinator’s/Nominated
Supervisor’s/Director’s/Educational Leader’s discretion if learning is interrupted by unforeseen circumstance or
progressing slower than expected.
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Probation Period

New employees are subject to dismissal with notice at any point during their probation period, as stated in their
contract agreement. Should employees be dismissed during their probation period, they are entitled to any accrued
leave payments.

Training and Development

South Turramurra OOSH understands that educators are its most valuable commodity and as such, prioritises the
training and development of the team. Development by its nature is constantly evolving so we will adapt our training
strategies as is necessary, while adhering to the following guidelines.

e (PR training will be organised annually, for all employed and available at the time.

e First Aid training will be organised for all staff as required (every 3 years at the time of writing).

e Accredited Child Protection training will be undertaken by permanent and senior staff as required.

e Child Protection refresher training will be undertaken by all staff, annually. (CSS 7).

e Additional training will be organised four times per year unless unforeseen circumstances prevent us from doing
so.

e Additional training will focus on areas of development chosen by the Coordinator/Nominated
Supervisor/Director. Data influencing development focus may be sourced from observations by management,
requests from staff, incidents, direction from parent management committee, upcoming changes in the
direction of OOSH and newly implemented laws and regulations.

e When possible, training will be conducted onsite at OOSH for the entire team to promote collaboration and
unity in practice. Training sessions run by an external provider will often precede staff meetings, where the
team will further discuss the session and other topics.

o Staff will be given at least two weeks’ notice of training sessions and meetings.

e Additional training will be organised for Coordinators, Directors, Senior Educators and Teams on a case-by-case
basis.

e Itis the responsibility of staff to make themselves available for training sessions and meetings.

e |tis the responsibility of the Coordinator/Nominated Supervisor/Director to plan training sessions and meetings
and keep a register of costs and attendees.

e Itis the responsibility of a Coordinator/Senior Educator to minute staff meetings.

e Itis the responsibility of the Approved Provider, to ensure funds are available for regular staff development.

Appraisals

Appraisals are a means of tracking performance, goals and the mood of employees. Appraisals can be a great way of
gathering staff feedback for the betterment of OOSH and working environment. Our appraisals may be formal or
informal and are driven by staff self-appraisals and Coordinator/Nominated Supervisor/Director feedback.

o All staff will undergo individual appraisals, conducted by a Coordinator/Nominated Supervisor/Director at least
annually (CSS 7).

e Appraisals may be rostered outside of regular shift times.

o Staff will be required to complete self-appraisal sheets in preparation for their physical appraisal.

e Anything discussed in appraisals will remain confidential where confidentiality is requested and appropriate.

Volunteers and Visitors

Volunteers and Visitors at South Turramurra OOSH:
= Will be approved by the Coordinator/Nominated Supervisor/Director before they attend.
= Are required to hold a valid WWCC if they are over 18 (CSS 5).
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Must work under their own insurance cover or insurance cover provided for them from an external
organisation.

Will sign in and out of our visitor log every time they visit OOSH.

Will not be counted in educator to child ratios on the floor.

Will not be left alone or in charge of a group of children at any time.

Will not be required to complete first aid on children.

Will not be required to liaise with parents about children.

Will adhere to reasonable workplace and childcare expectations.

Are not mandatory reporters by law.

Volunteers

Visitors

May include Duke of Edinburgh participants or tertiary students enrolled in education and care courses.
Will complete a volunteer details form, listing any medical conditions and providing emergency contacts.
Will receive a Volunteer Handbook and Orientation.

Will adhere to a schedule of days and times to attend OOSH and will liaise with the Coordinator/Nominated
Supervisor/Director to make any changes to that schedule.

May include parents, community members, community or Emergency Services, incursion facilitators,
Department of Education (Regulatory Authority) representatives, local members, ex-employees or professional
development facilitators.

Will liaise with the Coordinator/Nominated Supervisor/Director to organise a time of arrival and approximate
time of departure.

Will approve with the Coordinator/Nominated Supervisor/Director, any equipment to be bought onsite during
their visit.

Will organise with the Coordinator/Nominated Supervisor/Director, any facilities or equipment required from
OOSH during their visit.

Child Safe Standards in Staffing

Ratios

South Turramurra OOSH will ensure that staff are equipped with the knowledge, skills, and awareness to keep
children safe, through continual education and training and ensuring that policies, procedures, and practices are
in line with the relevant legislation in relation to child protection (CSS 5, CSS7).

South Turramurra OOSH invests in building employees’ skills, abilities, and confidence in preventing and
responding to child protection concerns (CSS 7).

Educators and staff are aware of their Mandatory Reporting obligation to report to the Department of
Communities and Justice (DCJ) when a child or young person is considered to be at risk of significant harm.
South Turramurra OOSH ensures that people working with children are suitable and supported (CSS 7).

All employees, students, volunteers, and external contractors undertake child protection training during
induction and then annually to maintain knowledge of their legislative and responsibilities to children’s safety
and wellbeing, including the code of conduct, record keeping, information sharing and reporting obligations
(CCs 7).

Nominated Supervisors supervise and provide feedback to employees, students, volunteers, and external
contractors, noting any specific concerns regarding children’s safety and wellbeing (CSS 7).

Ratio Requirements from ACECQA

Ratios are calculated across the whole of South Turramurra OOSH (not by individual rooms). This gives providers
the flexibility to respond to ensure educators are allocated appropriately based on the age and needs of
children in OOSH. In a mixed age group of children, maintaining the ratio for each age range of children does not
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mean the educator to child ratio for the youngest age range must be applied to all children in an older age
range. An educator who is caring for one age range of children can also be counted against another age range of
children, as long as the ratio for each age range is maintained and adequate supervision is maintained at all
times.

Educators must be working directly with children to be counted in the educator to child ratios. Working directly
with children means being physically present with the children and directly involved in providing education and
care to those children.

If educators take planned breaks while they are working or are required to do so under their award or contract,
they cannot be counted in ratios during this time. Even if the educator remains on the premises during their
break, they cannot be included in ratios, as they are not directly involved in the education and care of children
during their break. Likewise, if a staff member is on the premises but undertaking administrative or
programming tasks they cannot be included in ratios. In NSW there is flexibility for educators to take short,
unplanned breaks e. g. for personal hygiene, without their position being backfilled by another staff member.

Educators who are under 18 years of age can be included as educators when counting ratios. When providing
education and care, educators under 18 years of age may not work alone and must be adequately supervised at
all times by an educator over the age of 18 years (Child Safe Standard 5).

Child to Educator Ratios at South Turramurra OOSH
We commit to maintaining the following ratio rules:

1:15 for before and after school care and vacation care in-premises days.

1:8 for excursions.

1:4 for excursions where water based play is involved.

Responsible Person (RP) in Charge, Parent and PM Kitchen positions will not count towards ratios.

Staffing Arrangements

Where possible, a Nominated Supervisor will be present and act as the Responsible Person in Charge of
sessions.

When Nominated Supervisors are absent from OOSH, a Coordinator or Senior Educator will act as RP in Charge.
All persons acting as RP in Charge will hold a current Child Protection certification (CSS 5).

During each session, at least one educator on the floor will hold a current CPR and First Aid certificate.
Educators will record their working with children times when they sign out of their shifts each session.

Immunisations

All educators are recommended to maintain immunity to Pertussis, Measles-mumps-rubella, Varicella, and
Hepatitis A, through immunisation with your local health professional.

Educators without these immunisations are recommended to stay away from work at South Turramurra OOSH
during outbreaks of vaccine-preventable diseases.

South Turramurra OOSH highly recommends that educators are fully vaccinated, in line with the Department of
Education’s guidelines for school teachers.

South Turramurra OOSH will fund annual flu vaccinations for full time employees when school staff are
vaccinated.
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References and Related Policies and Procedures

References

My time, Our Place Framework for School Age Care in Australia 2022 -
https://www.acecqa.gov.au/sites/default/files/2023-01/MTOP-V2.0.pdf

OSHC code of professional conduct -
https://www.oshcprofessionalstandards.com.au/#:~:text=The%20Professional%20Standards%20for%20Educato

rs%20comprise%20seven%20Standards%20which%20outline,Professional%20Practice%20and%20Professional

%20Engagement.

NSW Office of the Children’s Guardian - https://ocg.nsw.gov.au/working-children-check
Early Childhood Australia Code of Ethics 2019 - https://www.earlychildhoodaustralia.org.au/wp-
content/uploads/2019/08/ECA-COE-Brochure-web-2019.pdf

UN Convention on the Rights of the Child - https://www.unicef.org.au/united-nations-convention-on-the-
rights-of-the-child

Office of the Children’s Guardian: Guide to the Child Safe Standards -
https://ocg.nsw.gov.au/sites/default/files/2021-12/g CSS GuidetotheStandards.pdf

Department of Education: Implementing the Child Safe Standards: A guide for early childhood education and
outside school hours care services - https://education.nsw.gov.au/content/dam/main-education/early-
childhood-education/working-in-early-childhood-ducation/media/documents/Guide Child Safe Standards.pdf
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