Safe Use of Digital Technologies and Online
Environments Policy and Procedures

POLICY STATEMENT

Our service is committed to ensuring that technology is integrated into children’s play,
leisure experience, projects and practices. We support the appropriate use of
technologies by children and educators and recognize that the children in our care will
experience and engage with many forms of electronic media both in and out of our
service care.

Our aim is to encourage all children to use and access information and communication
technologies to express ideas, access safe images and information and explore diverse
perspectives, engaging these tools for designing, drawing, editing and composing (My
Time, our Place Outcome 5).

We believe that any use of social media must not place at risk the safety, health, or
wellbeing of children, educators, families, or visitors at the service (My Time, Our Place
Outcome 1).

We adopt the National Model Code for Early Childhood Education and Care - Taking
images or videos of children while providing early childhood education and care,
addressing the child safe practices for the use of electronic devices while providing
early childhood education and care. National Model Code Taking Images and

Videos.pdf
BACKGROUND

Under the Education and Care Services National Regulations, an approved provider
must ensure that policies and procedures are in place to ensure all aspects of the
childcare environment and activities are set up to be child safe at all times (Chapter 4
regulations 72A to 185).

This policy addresses the safe use of digital technologies and online environments at
the service (regulation 168) and take reasonable steps to ensure those policies and
procedures are followed (regulation 170).

Inappropriate unsafe use of social media and posting of child images has the potential
to:

e Riskthe safety of children and their families where their identity and location
need to be kept private from those that would intend harm.

e Expose children through theirimages to predatory individuals who use the
internet and social media to gain access to vulnerable children.

e Violate the rights of the child and the family to privacy, confidentiality and control
over the use of their image or information.

e Where children are given unsupervised access to social media there can follow
unsafe behaviors that could be classed as online bullying.

e Bring the service into disrepute through disclosures or discussions from
unfiltered and disgruntled staff or service users
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LEGISLATIVE REQUIRMENTS AND NATIONALSTANDARDS RELATING TO
THIS POLICY

National Education and Care Regulations

Section 162A Child Protection Training
Section 165 Offence to inadequately supervise children
Section 167 Offence relating to protection of children from harm and hazards
Section 169 Regulations122-124 Educator supervision ratios
Part 4.1 Educational program and practice
Reg. 73 Education Program
Reg. 75 Information about education program to be kept available
Reg. 76 Information about educational program to be given to parents
Part 4.2 Children’s health and safety
Div. 1 Health, safety, and wellbeing of children
Reg. 84 Awareness of child protection law
Div. 2 Incidents, injury, trauma, and iliness
Reg. 85 - 89 e Policies and procedures
¢ Notification of incident to parents
e Record of incident
Div. 3 Medical conditions policy
Reg. 90-91 e Policies and procedures
e Policy to be provided to parents
Div. 4 Administration of medication
Reg. 92 — 96
Div 5 Emergencies and communication
Reg 97 — 98
Div 6 Collection of children from premises and excursions
Reg 99 - 102
Part 4.3 Physical environment
Dev. 1 Centre-based services and family day care services
Reg. 103 - 105 e Premises, furniture, and equipment to be safe, clean and in good repair.
e Fencing
e Furniture, materials, and equipment
Dev. 2 Additional requirements for centre-based services
Reg. 115 Premises designed to facilitate supervision
Part 4.7 Governance and Leadership
Dev.1/ Management of services / Attendance and enrolment records
Sub Dev.1 e Authorisations to be kept in enrolment record.
Reg. 161-162 e Health information to be kept in enrolment record
Sub Dev. 2 Residents at family day care residencies and family day care educator assistants
Reg 165-166 e Record of visitors
e Children not to be alone with visitors
Dev. 2 Policies and Procedures
Reg.168 -172 e Education and Care service must have policies and procedures (see
policy and procedures checklist for detailed policy list)
e Policies and procedures to be followed.
e Policies and procedures to be kept available.
¢ Notification of change to policies and procedures
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National Quality Standard (NQS)

Quality Area 2: Children’s health and safety

2.2 | Safety | Each child is protected.

Quality Area 5: Relationships with children

5.1 Relationships between Respectful and equitable relationships are maintained with
educators and children each child.

5.2 Relationships between Each child is supported to build and maintain sensitive and
children responsive relationships

Quality Area 7: Governance and leadership

71

| Governance | Governance supports the operation of a quality service

PRINCIPLES INFORMING OUR POLICY

All children attending our service are provided with a safe environment through
the creation and maintenance of a child safe culture, and this extends to the safe
use of digital technologies and online environments.

Children’s wellbeing is paramount, and children will be actively involved in
decision-making about the safe use of digital technologies and online
environments at the service, including taking, using, and sharing an image or
video of them on a digital device, whether by an adult or a child

Management, educators, and staff are aware of their roles and responsibilities to
identify and respond to every child at risk of child abuse or maltreatment,
including abuse or maltreatment that may occur through digital technologies
and online environments.

Approved providers, nominated supervisors, educators, volunteers, and
students, take reasonable precautions and use adequate supervision to ensure
children are protected from harm that may occur through digital technologies
and online environments.

Procedures to effectively manage incidents and disclosures are in place and
regularly rehearsed.

In adopting the National Model Code, our service considers the purpose and use
of electronic and digital devices across the service and communicates clear
expectations for educators, other staff and volunteers, to ensure child safe
practices are implemented for the use of electronic and digital devices while
providing early childhood education and care.

Supervising children when they use digital devices, particularly when accessing
an online environment, is very important to keep them safe. Even if an adultis in
the same room, they need to actively supervise the child.

High-risk behaviours for children online include:

* uploading private information or images * making in-app purchases

* engaging with inappropriate content (both ¢ interacting with unsafe individuals.
inadvertently and purposefully)
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Active supervision helps prevent incidents and enables educators to step in if
something goes wrong. It also creates a supportive environment where children
feel comfortable making a disclosure or asking for help to learn how to use
online programs, apps, etc., safely, and appropriately, without fear of reprisal.

What is inappropriate conduct to a child?

Section 5AA of the Children (Education and Care Services) National Law (NSW) defines
‘Inappropriate conduct’ as:

Conduct a reasonable person would consider to be inappropriate in an education and
care service.

Itincludes behaviour that is:
¢ inconsistent with professional standards
e causesoris likely to cause emotional, psychological, or physical harm
e orhasviolent or sexual connotations.

Consideration must be given to a child’s age and stage of development when
determining whether behaviour is inappropriate conduct.

A child may be subjected to inappropriate conduct - either directly or indirectly as a
withess —that occurs through:

o through verbal or electronic communication
e by electronic capture, including photographs, recordings or live video
e repeated actions or ongoing patterns of behaviour over time.

A child’s consent — or an adult’s belief that a child has consented to the behaviour or
their intent —is irrelevant for the purposes of determining an offence under section
166A.

Examples of inappropriate conduct

e Inappropriate physical contact - touching a child in a sexualised or intrusive
way, such as tickling, wrestling, prolonged or unnecessary hugging that is not
warranted in the circumstances, kissing a child on the cheek, massaging, or
physical closeness (such as encouraging a child sit on an educator’s lap for an
extended period) that is not age appropriate or required based on the needs or
abilities of a child.
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Grooming behaviours — including but not limited to favouritism, offering gifts or
special privileges, encouraging emotional dependency (attachment fostering), or
initiating private or secret communication with a child.

IlL treatment that is not disciplinary in nature - including physical or verbal
abuse, threats, yelling, swearing, rough handling or other conduct likely to cause
emotional or psychological harm.

Unprofessional communication — such as in-person conversations, sending
personal messages, capturing or sharing images of children via unauthorised

devices or platforms, or engaging with children online through social media or
apps unrelated to your role.

Guiding children’s behaviour

Behaviour guidance that is developmentally appropriate, respectful, and aligns with
accepted ECEC standards is not considered inappropriate.

Sections 5AA and 166A relate to conduct that causes or may cause harm or violates
professional standards, not legitimate educational or behavioural support strategies.

Sections 5AA and 166A focus on staff interactions with children and the
professionalism of staff in ECEC environments.

These provisions do not substitute section 166 offence to use inappropriate

disciplineExternal link, which remains a separate offence.

Guiding children’s behaviour must meet the requirements of regulation 155External
link of the Education and Care Services National Regulations. When guiding children’s
behaviour, service leaders and educators must, at all times:

maintain the dignity and rights of each child

give each child positive guidance and encouragement toward acceptable
behaviour

have regard for the family and cultural values, age, physical and intellectual
development, and abilities of each child being educated and cared for by the
service.
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DEFINITIONS - KEY TERMS
Term Meaning Source
Artificial An engineered system that generates predictive outputs such | Glossary to
intelligence (Al) as content, forecasts, recommendations, or decisions for a NQF Child
given set of human defined objectives or parameters without | Safe Culture
explicit programming. Al systems are designed to operate and Online

with varying levels of automation

Cyberbullying

When someone uses the internet to be mean to a child or
young person, so they feel bad or upset.

Disclosure

A process by which a child conveys or attempts to convey
that they are being or have been sexually abused, or by
which an adult conveys or attempts to convey that they were
sexually abused as a child. This may take many forms and
might be verbal or non-verbal. Nonverbal disclosures using
painting or drawing, gesticulating, or through behavioural
changes, are more common among young children and
children with cognitive or communication impairments.
Children, in particular, may also seek to disclose sexual
abuse through emotional or behavioural cues, such as
heightened anxiety, withdrawal or aggression.

Generative
artificial
intelligence (Al)

A branch of Al that develops generative models with the
capability of learning to generate novel content such as
images, text, and other media with similar properties as their
training data.

Harmful content

Harmful content includes: « sexually explicit material « false or
misleading information ¢ violence * extremism or terrorism ¢
hateful or offensive material.

lllegal content

lllegal content includes: « images and videos of child sexual
abuse - content that advocates terrorist acts « content that
promotes, incites, or instructs in crime or violence + footage of
real violence, cruelty, and criminal activity.

Online hate

Any hateful posts about a person or group based on their
race, religion, ethnicity, sexual orientation, disability, or
gender

Sexting

Sending a sexual message or text, with or without a photo or
video. It can be done using a phone service or any platform
that allows people to connect via an online message or chat
function.

Smart toys

Smart toys generally require an internet connection to
operate as the computing task is on a central server.

Unwanted contact

Any type of online communication that makes you feel
uncomfortable, unsafe, or harassed. It can be with a stranger
or someone you/the child knows.

Safety Guides

Social media

Interactive platforms and applications through which
individuals and communities create and share user-
generated content using accessible publishing technologies.
Social media is distinct from industrial media, such as
newspapers, television, and film. Social media may include
(although not limited to):

e Social networking sites
Video and photo sharing websites
Blogs, including corporate blogs and personal blogs
Blogs hosted by media outlets
Micro-blogging
Wikis and online collaborations
Forums, discussion boards and groups
Vod and podcasting
Online multiplayer gaming platforms
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e Instant messaging; and
e Geo-spatial tagging

PROCEDURES

Setting up for success

Our Child safe practices specific to safe use of electronic devices and use of internet
will be included in the parents’ handbook and updated annually before the start of the
new school year enrolments are opened.

Communicating with parents how we manage children’s device use and internet access
on site will assist them to guide their children on what to bring to the Centre and what to
expect regarding internet access, time limits, and safe social media use. They should
know that:
e the children’s personal devices will only be allowed to be used at set
programming times,
e will not be given service provided internet access
e Can not be used to call their parent/s at any time they choose
e Can not be used to take photos or videos
e Should not have games or apps that require internet access to be played or be
rated higher than PG.

Open communication between Educators, Parents and Children around the importance
of safe device use empowers all to cooperate in ensuring this policy is activated in daily
procedures.

In accordance with the National Model code for Child Safe practices for the use of
electronic devices in an early childhood setting, the following procedures will be
followed by all educators, volunteers, parents and children:

Part 1

Only service-issued electronic devices will be used when taking images or videos of
children while providing education and care. The appropriate use of service-issued
electronic devices for taking, sending, and storing images or videos of children is clearly
outlined in our Safe Information and Image Storage Systems, policy and procedures.

e Qur service will provide mobile phones and smart pads for the use of taking
photos and videos of children, parents and educators in our service.

e Images may only be taken and displayed with parental permission and only for
internal use that corresponds with a preplanned educational activity or learning
outcome.

e Images are to be uploaded to the main secure share point on the admin
computer in dated folders within the picture gallery. Once uploaded they are to
be deleted from the mobile device.

e Images are not to be uploaded to the web page, social media page or shared
between the children on their personal devices.
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Part 2

Educators, visitors and volunteers’ personal electronic devices that can take images or
videos (such as tablets, phones, digital cameras) and personal storage and file transfer
media (such as SD cards, USB drives, hard drives and cloud storage) are not to be in the
possession of any person while providing education and care and working directly with
children. Smart watches that are unable to take photos can be used by educators but
must be kept on flight mode while working on the floor with children. Any exceptions to
this should be for limited, essential purposes that are authorised in writing (or through
another means if written authorisation is not reasonably practicable) by the approved
provider of the service, and where that access does not impede the active supervision
of children.

e Educators will be provided with service issued devices required to carry out sign
in and out activities, roll checks, safe contact between educators, music play,
access approved applications, and photo or video use. These devices include
mobile phones, walkie talkies, lapel time piece, laptop and smart pads.

e Educators are not to use a personal phone for any reason whilst on the floor with
children. All personal phones and Smart watches that can take photos are to be
stored in the staff room before taking up your shift on the floor with the children.

e Service provided devices are subject to the agencies staff specific Cyber
Security, Computer and Email use policy as well as the Privacy, Confidentiality
and Information Management policy. They will be serviced and monitored with
background soft wear to monitor internet access and block unsafe sites.

e Service provided devices will be kept in the admin office and put to charge at the
end of each shift ready for the next shift to be used. Management is responsible
for ensuring that the devices are safe and have appropriate safety software to
protect them from hacking and viruses.

e Educators are notto use a personal camera or other device to take photographs
or videos at the service or during excursions. Nor are they permitted to use their
personal SD or USB drives in service provided devices at any time.

e Educators are not to access any social networking sites while on the floor at the
service via personal or service issued laptop, computer, mobile phone or any
other device for personal use during rostered child contact hours on the floor.

e Educators are Not to post information, photos or videos about the service, staff,
management, families, visitors, or any matters relating to the services on their
personal social networking devices.

e Educators are not permitted to befriend any children associated with the
organisation on social media until they are 18 years or older.

e Educators are not to befriend any service using family members on social media.
If an educator has a previous relationship with a service using family prior to
working in our OOSH or with a new enrolment, this will be deemed a conflict of
interest and must be disclosed to management. The educator, child and parents
will need to enter into an agreement regarding appropriate on-going social media
contact for the protection of all involved.

Part 3

Essential purposes for which use and / or possession of a personal electronic device
may be authorised for purposes other than taking images or recording videos of children
include:

Page 8 of 15
Policy Created July 2025



e communication in an emergency situation involving a lost child, injury to child or

staff member, or other serious incident, or in the case of a lockdown or evacuation
of the service premises

¢ personal health requirements, e.g. heart or blood sugar level monitoring
¢ disability, e.g. where a personal electronic device is an essential means of

communication for an educator or other staff member

e family necessity, e.g. a worker with an ill or dying family member
* technology failure, e.g. when a temporary outage of service-issued electronic

devices has occurred

¢ local emergency event occurring, to receive emergency notifications through

government warning systems, for example, bushfire evacuation text notification.

Daily Procedures to be followed:

Approved Provider / Manager will:

Ensure that obligations under the Education and Care Services National Law and
National Regulations are met.
Ensure that the Safe use of digital technologies and online environments policy
and procedures are implemented and assess the appropriate risk and ensure all
identified actions are taken to minimise the risks to children’s health and safety.
Promote a culture of child safety and wellbeing that underpins all aspects of the
service’s operations (including online learning environments), to reduce risk to
children (including the risk of abuse)
Ensure the safe use of digital technologies, including smart toys, and online
environments at the service.
Ensure nominated supervisors, educators and staff implement practices that
align with the National Model Code and the service’s child safe practices for the
use of electronic and digital devices for taking images or videos of children.
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 Safe use of digital technologies and online environments policy
and procedures.
Ensure that copies of the policy and procedures are readily accessible to
nominated supervisors, coordinators, educators, staff, families, and are
available for inspection.
Notify families at least 14 days before changing the policy or procedures if the
changes will:

»Affect the fees charged or the way they are collected or

»Significantly impact the service’s education and care of children or

»Significantly impact the family’s ability to utilise the service.
Ensure all educators know the policy and procedures and are actively following
them.
Ensure that all educators, visitors, and volunteers are provided with a safe and
secure place to store their devices at the beginning of their shift.
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Ensure that budgeting allows for all personnel to receive training in Safe use of
digital technologies and online environments for children and impacts of screen
time on developing brains.

Ensure that all parents, visitors and volunteers understand the policy and
procedures and are notified of any changes or updates to the policy.
Communicate with parents regularly through newsletter, in person and by
invitation to provide up to date information on Safe use of devices and screen
time for children.

Nominated Supervisor / Coordinator

Implement the Safe use of digital technologies and online environments policy
and procedures and ensure that any plans developed assess the appropriate risk
for individual children and are conducted.

Ensure staff understand how to actively supervise children while using digital
technologies.

Meeting staff to child ratios to ensure adequate supervision.

Ensure all educators and staff know where to access the Safe use of digital
technologies and online environments policy and procedures.

Have ongoing communication with educators and staff about their
responsibilities and any changes to policies, procedures, and legislation,
particularly as digital technologies evolve quickly.

Support educators and staff to uphold the service’s culture of child safety and
wellbeing, including when accessing digital technologies and online learning
environments.

Support educators and staff to understand the National Model Code and
manage the use of electronic and digital devices at the service, including the
service’s expectations around the use of personal and service issued devices.
When required, work collaboratively with appropriate services and/or
professionals to support children’s access, inclusion, and participation in the
program, including their safe access to online learning environments.

Educators will:

Implement the Safe use of digital technologies and online environments policy
and procedures and ensure that any action plans for individual children are
conducted.

Implement the service’s culture of child safety and wellbeing, including when
accessing digital technologies and online learning environments.

Know the individual needs for the children in your care and understand how they
relate to the safe use of digital technologies and online environments.

Ensure active supervision of children when they are using digital technologies,
including by monitoring, and maintaining staff to child ratios.

Recognise and respond effectively to children and young people when
discussing the use of digital technologies and online environments, considering
diverse needs and interests.

Ensure children and young people participate in decision-making in matters
affecting them regarding the safe use of digital technologies and online
environments at the service.
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Ensure you understand the National Model Code and the service’s expectations
around the use of personal and service issued devices while at the service and
seek guidance when needed from the nominated supervisor or approved
provider.

Ensure that during program planning, thought is given to when and where the
children will be set up to access their devices and or engage in online activities
that are part of the children’s development goals. Consideration should be given
to:

Staff ratios on the day to ensure adequate supervision.

Physical location of the tech zone to be set up, ensuring clear lines of site
What activity is being set up, its appropriateness and supervision level
required i.e. Internet searching requires sitting with children compared to
playing an offline game already approved needing general behaviour
monitoring and peer interaction supervision.

Ensure that they talk to children at the beginning of each shift about devices,
who has them and when they can be used.

As part of their supervision duties, they ensure that children are not using their
devices at inappropriate times or that any other educators, visitors, parents or
volunteers are using personal devices or service issued devices in a way that
contravenes this policy and its procedures.

Ensure that only G and PG rated movies or TV shows are viewed in the service or
on excursions. PG rated media requires parental permissions and will be gained
when enrolling or re-enrolling into the service annually from 2026.

Consider the content and messages of movies, television programs, electronic
games and other devices and discuss these with children when deciding what is
acceptable for them to engage with.

Ensure that children are not left in front of devices for any unsupervised period.
The educator must know what is being accessed. If required, movies should be
pre-watched before showing to children and all apps or websites vetted before
permission for children to access is granted.

Will be required to incorporate into their program planning education, coaching
and reflection activities to assist children to actively engage in decision making
about their device use and screen time both at our service and in their own time.
Educators will not be responsible for children’s lost games or other equipment.

whbh =

Families and Visitors will:
(This will be included in the Parent handbook and on the website to ensure all are
informed and in agreement).

Are not permitted to use a personal camera or mobile phone to take photographs
at the service or during excursions unless they are taking images of their own
child only and have asked the supervising educator for permission.

Are asked not to post confidential information about the organisation, staff,
management, families, individual children or any matters relating to the service
on social media. This is a mutual respect and safety contract for all parents to
protect their own children and the children of all families at the Centre.
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Must not use social media to harass or bully other families, children, or staff. If
they have an issue, they must follow the service’s Grievances and Complaints
Policy.

To consider if sending their child with a device is necessary for their child’s care
or if safe from damage or loss if brought to OOSH. Could they view this as a
device free activity for their family screen time schedule.

If parents choose to let their child bring a device to OOSH they must understand
itis not covered by our insurance and is at their own risk.

If parents do decide to allow a device, they must ensure that any games their
child is playing on their personal devices whilst at OOSH are G or PG rated only
and do not require internet access. During vacation care parents must cosign a
permission form to use their own device when at the service. The permission
forms will clearly state the rules for using the device in the service. See
attachment 1 located at the end of the document.

Primary caregivers must complete the section in the enrolment/re-enrolment
form regarding photo permissions at the service annually. If permissions are
revoked, they must be given in writing. If parents do not wish their child/ren to
have any photos taken whilst in care this needs to be provided in an email.
Parents will be offered a referral to the Neighbourhood Centre if they are unsure
about the impacts of social media and screen time on their children and would
like to know more.

Children will:

Be provided with role modeling and coaching from educators for safe device use
and self-care strategies for healthy screentime behaviors.

Be engaged in conversation about their device use, average screen times per day
and encouraged to reflect on how they feel when engaged in screen time,
compared to active or passive physical activities like sport or craft.

Children who bring a device to OOSH will be asked to enter into an agreement
about safe respectful use and times of use.

Children may not access social networking sites whist in the care of our OOSH
service.

Will only use digital technology at the times specified by educators.

May only use the internet on OOSH devices whilst being supervised by an
educator.

Must always leave personal devices in their school bag during the school term.
During vacation care both children and parents must cosign a permission form
to use their own device when at the service. The permission forms will clearly
state the rules for using the device in the service. See attachment 1 located at
the end of the document.

Must take responsibility for any electronic devices they bring from home.

Must not use the internet to contact, harass or bully others.

The service:

Remove photos of children from the OOSH devices at the end of each term.
These will be uploaded and stored securely for prosperity.
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e Remove unnecessary applications from OOSH devices. Permissions must be
given by management to add a new application to the device.
e Keep up to date with current online safety issues regarding children.

Compliance:

e Any breaches to this policy will result in an inquiry, which may lead to
termination of employment in the case of an educator or termination of a child’s
placement at the service in the case of breaches by families or children.

e Serious breaches may also result in legal action being taken by the service.

e Any breach that compromises the safety of a child will be reported to the
department of Education and child Protection. Refer to child Protection Policy for
breach definitions and reporting procedures.

Using digital or social media when at OOSH and on excursions

Internet

When using the internet in the service it will be educator lead and highly supervised.
Content searches must always be appropriate for children. If content becomes
inappropriate the search will be cancelled, redefined or discontinued. The educator and
the children involved will unpack any concerns or issues this may have raised and
check for understanding, clarity and wellbeing.

YouTube

This form of social media will be used for planned educator lead experiences. It can be
used for child-appropriate music and must be free from swear words and inappropriate
content for children. It can be used for instructional craft videos; however, these need to
be watched prior to using them with children to ensure the content is appropriate.

Netflix or other streaming services

If possible, use the kid’s profile if available. Movies or TV shows must be G or PG rated
only. The content needs to be considered if it will be ok to watch with mixed age groups.
Best practice is to watch a show or movie that has been watched previously to identify if
itis appropriate for our service. For movies or tv shows that have not been seen before
higher supervision must be given to the content and the show ended if the educator has
any concerns. Use resources like the ‘Common Sense Media App’ to find out ratings and
recommended age for movies and games etc.

Spotify
All songs must be free from swear words and contain appropriate content/lyrics to
listen to with children.

Radio

We do not use radio at the service or when transporting children in our OOSH van/bus.
This is due to being unable to regulate the conversation being had on the radio and the
potentially inappropriate content of some songs.
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REFERENCES:

Related Centre Policies & Procedures

Child Protection Procedures Policy

Providing a Child Safe Environment Policy

Parent Handbook

Enrolment and Orientation Procedures Policy

Acceptance and Refusal of Authorisations Policy

Accident / lliness / Incident Policy

Collection of Children Policy

Interactions with Children Policy

Medication and Medical Conditions Policy

Building and Equipment Maintenance Policy

Grievance and Complaints Policy

Staff Recruitment Policy

Staff Orientation Policy, Handbook & Training Session

PMNC Code of Conduct and Expectations of Staff

Privacy and Confidentiality and Information Management Policy
Safe Child Information and Image Storage Systems policy and procedures.
Cyber Security, Computer and Email Use Policy

Related resources

Network of Community Activities

Department of Communities and Justice Services Website, Publications and Helpline

PCSA Policies in Practice

NSW Department of Education

Protecting Children and Young People — Participants Handbook for the Community Services
Training Package CHCO8 — Version 2

NSW Commission for Children and Young People — Child Safe, Child Friendly Workshop —
Participants Workbook

INDUCTION AND TRAINING

All New staff will be provided with access to the policy and procedures to read.
All new staff will be provided with coaching to understand the policy and
procedures and provided with roll modelling from experienced staff during their
orientation.

All policies and procedures are reviewed as part of the annual review roster and
this review is conducted by the permanent educator team guided by the Team
Leader and coordinator of the service.

Once policy is reviewed and approved, the coordinator will organise appropriate
training for all staff to ensure all are upskilled and aware of any policy
/procedural changes.

Development and Responsible Approved by Date educators Is policy Have parents
review dates Reviewer were updated accessible web been informed
Developed 9/7/2025 | T Leader Manager
P Thompson L Harrison
Review 9/7/2026 Coordinator
Policy modified on Coordinator Manager Week 5 Term 4 Yes Yes
5/5/25 to reflect Pheobe L Harrison 2025
changes to Thompson
regulations
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Attachment 1:

Permission Form to use personal devices in Vacation Care

These rules are to keep others, your child, and their personal device safe whilst in
vacation care.

Types of devices that can be used at OOSH include:
Tablets or gaming consoles only
Rules:

e G or PG-rated games only

e Nointernet- flight mode only

e Onlythe device’s owner may watch or play on the device

e Must be played in designated area in the service and during the designated play
times (not during meals or on excursions).

e Devices will not be charged at the service

e No photos are to be taken with the device at all

The consequences are:

Device confiscation- the device will be removed from the child and the child will not be
able to bring a personal device again for the remainer of the vacation care period.

I give permission for my child to use their own device
during this vacation care.

I understand that my child must follow the service’s rules for personal devices, or they
will no longer be allowed to use their device when at HNS OOSH for the remainer of the
holidays. | have read the services Safe Use of Digital Technologies and Online
Environments Policy. | take full responsibility for the device’s safety and security.

Parent’s Signature

Child’s Signature

Date
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