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The City of Greater Geelong Family Day Care service (FDC) is an accredited, regulated and approved Australian Government home based child care service operating in the homes of FDC Educators for children from 6 weeks to 12 years of age (up to their 13th birthday).

A service agreement will be entered into dependant on:

all selection criteria being met, 

ability to care for a minimum of 2 children, (not including own children) and
availability for a minimum of 3 full days per week (not including weekends) for 9 consecutive hours per day, for a minimum of 12 months.
Units will be assessed in relation to appropriate space for children.

Residents - each situation will be assessed individually ensuring the best interests of children in care.

	POSITION TITLE
	          FAMILY DAY CARE: FDC EDUCATOR

	STATUS
	FDC Educators enter into a Service Agreement (reviewed annually) with the City of Greater Geelong Family Day Care Service

	TYPES OF CARE
	Full time / part time

Vacation / before and after school

Evenings / weekends / overnight (work related)



	ORGANISATIONAL RELATIONSHIPS

	RESPONSIBLE TO
	FDC Co-ordination unit - City of Greater Geelong

	RESPONSIBLE FOR
	The care of enrolled Family Day Care children

(State regulations allow for up to 4 children not attending school,

and 3 children attending school: a maximum of 7 children at any one

time, including FDC Educator’s own children.)




	POSITION OBJECTIVE


The City of Greater Geelong FDC Service is committed to:

· Offering quality home based child care to meet the needs of families in our community.

· Work within Federal and State regulations, standards and the National & Victorian Early Years Learning Frameworks (EYLF) to maximise children’s potential and develop a foundation for future success in learning in a positive, safe, healthy and stimulating environment.
We encourage partnerships with families, FDC Educators and co-ordination unit staff to foster positive opportunities to optimise children’s learning and development.

We seek and value input from parents, FDC Educators and co-ordination unit staff to enhance the service.
NATIONAL AND STATE STANDARDS AND REGULATIONS

The City of Greater Geelong FDC service is licensed and regulated by the Victorian Department of Education and Early Childhood Development (DEECD). www.deecd.vic.gov.au, and accredited with the National Child Care Council of Australia. 

From I January 2012 a new national body, the Australian Children’s Education and Care Quality Authority (ACECQA), will guide the implementation and management of the integrated national regulatory system. www.deewr.gov.au
EARLY YEARS FRAMEWORKS

National: “Being, Belonging, Becoming” www.deewr.gov.au/EarlyChildhood/Policy_Agenda and,

Victorian: Early Years Learning & Development Framework www.education.vic.gov.au/earlylearning/eyldf
	KEY SELECTION CRITERIA


	QUALIFICATIONS AND EXPERIENCE:


· Previous experience in the care of children (other than applicant’s own) is preferable.
· Minimum qualification – Certificate 111 in Children’s Services (can be commenced when registered).

	SPECIALIST KNOWLEDGE


Demonstrated knowledge: 
· of child development,
· in programming and planning for individual children,
· of appropriate hygiene procedures,
· of nutritional needs of children,
· of appropriate First Aid and safety procedures,
· a intermediate level of literacy and numeracy skills,
· an intermediate level of English is essential, and
· understanding of Victorian Children’s Services Regulations, National Quality Standards, Victorian and National Early Years Learning and Development Frameworks (EYLF).
	BEHAVIOURS


Demonstrated ability to:
· work alone, prioritise and manage own time,
· communicate respectfully and build positive relationships with children, parents and co-ordination unit staff
· understand and respond to children’s needs respectfully and positively,
· balance personal and family needs whilst caring for Family Day Care children,
· understand and accept the diverse needs of families and be non-judgemental,
· demonstrate behaviour consistent with community standards, and 
· recognise the need for, and participate in ongoing professional development and continuous improvement.
	ASSESSMENT


· Meet all key selection criteria as listed in this position description
· Clear National Police certificate of applicant and all other residents in the home over the age of 18 years (three yearly).

· Valid Working with Children Check card, volunteer card required for  all residents over the age of 18 (five yearly)
· Meet Home Safety Check requirements (annual)
· Pass Medical Assessment (three yearly)
· Reference checks by two professional people (not family or friends).

· Three-month probationary period applies.

· Continued service agreement is subject to compliance with National Quality Standards, Federal/State regulations and service policy and procedure.
	MANDATORY REQUIREMENTS


· Australian Business Number (ABN) to be obtained prior to commencement.

· Maintained public liability insurance coverage up to $10m

· Apply First Aid Certificate (Level 2) – HLTFA301B on commencement 
· “Perform Cardio-pulmonary resuscitation” certificate – HLTCPR201A on commencement (Annually)
· Emergency Asthma Management 21386VIC certificate (3 hours) (3 yearly)

· First Aid Management of Anaphylaxis certificate – 21659VIC (this can be combined with first aid training)

· Annual update “Administration of the adrenaline auto-injecting device”

· Participation in ongoing professional development.

· Maintain all Occupational Health and Safety requirements.

· Annual vehicle and restraint check (where relevant)
	KEY RESPONSIBILITIES


	CHILDREN


· Supervise children in care at ALL times.

· Provide an environment that is conducive to the health, safety, care and development of children, (including but not restricted to: smoke and alcohol free, isolation of animals).

· Plan, implement and document  a range of experiences designed to promote the physical, social, emotional and intellectual development of individual children. (see EYLF)
· Use positive guidance techniques with children in care.

· Ensure that all meals, snacks and drinks are varied, nutritionally adequate and served at regular intervals.

· Demonstrate behaviour consistent with service standards.

· Develop respectful, positive relationships with children, families, co-ordination unit staff and other FDC Educators
· Solely responsible for the overall management, control and supervision of children aged 0 – 12 years

· Being actively involved with children’s play at the child’s level
· Facilitating active play both indoors and outdoors
· Being aware of, and responsive to the needs of individual children 
· Administer medication in accordance with medical practitioner/parent instructions when required

· Maintain accurate administrative records, incident reports, attendance records, medication records excursion records, record of care sheets
· Read and comprehend all policies, standards and regulations
	PARENTS


· Involve parents / guardians in all aspects of child care.

· Communicate respectfully with parents / guardians about their children.

· Maintain confidentiality at all times.

· Disseminate information to families as required.

	CO-ORDINATION UNIT


· Contribute to the relationship between with co-ordination unit staff to ensure that value is placed on diversity, teamwork, etc.

· Establish and maintain a mutually beneficial relationship with parents.

· Under State and National Regulations receive and respect planned and unannounced visits from FDC Support Officers and Children’s Services Assessors
	ADMINISTRATION


· Complete records accurately and within specified timeframes:

· Complete daily records of medication/accidents/injury/illness.

· Complete daily attendance records for each child in care.

· Accurate records of attendance/hours of care/receipts.

	PROFESSIONAL DEVELOPMENT


· Participate in ongoing professional development opportunities.

· Work within guidelines and accept direction.

· Work co-operatively with families and the co-ordination unit.
	PHYSICAL RESPONSIBILITIES



PHYSICAL DUTIES
· Sitting for extended periods – interacting with children, facilitating activities
· Walking/standing (extended periods)

· Driving (if applicable)
· Light and heavy lifting/carrying of children, equipment and furniture
· Light and heavy pushing/pulling
· Bending/kneeling requirements 
· Fine motor skills – ability to change clothes with small buttons, pins nappies

· Responding to emergencies 

· Exposure to noise

· Responding to a degree of stress – multiple demands from children/parent.

THE PROCESS

· Initial home information visit

· Submit formal written application
· Interview conducted by two staff (written and verbal)

· Reference checks 
· Home safety check conducted (by two staff)

· Meeting of family and any residents
· Medical (relating to the care of children) Pro-forma provided by the service 
· Vehicle 5 point safety check (if transporting children)

· Restraint fitting check (service lends child restraints to Educators), and 
· all assessment / mandatory requirements as documented on page 2 in Key Selection Criteria (Working with children check, Criminal record history etc)

	HOW TO APPLY?

Fully complete the application form ensuring that the KEY SELECTION
CRITERIA are addressed.




	CODE OF CONDUCT


CODE OF CONDUCT

The City of Greater Geelong FDC Co-ordination unit staff and FDC Educators have a duty to present and conduct themselves in a manner that is professional, ethical, consistent, respectful, responsible and maintaining confidentiality at all times. Interactions between FDC Educators, Co-ordination unit staff, children and parents are to be conducted in this manner.

Code of practice

In conducting the FDC service we will:

· act with integrity and honesty

· maintain a family centred approach

· deliver services in a professional manner

· act in a way that is respectful to all stakeholders

· be effective and open in our communication.

· treat all information confidentially.

Code of behaviour

We will:

· treat the general public, children, parents, other FDC Educators and Co-ordination unit in a manner consistent with acceptable community standards, maintaining a courteous approach and refraining from impolite, abusive or offensive behaviour,

· be honest and fair with others,

· respect cultural differences

· provide a welcoming, inclusive and safe environment for all people associated with the service,

· encourage open communication between all children, parents, FDC Educators and staff,

· avoid bringing the FDC service and council into disrepute by public criticism of council, fellow FDC Educators, Co-ordination unit staff and families,

· act in accordance with equal opportunity legislation, Occupational Health and Safety legislation and the various legislation, standards and policies that apply,

· observe the correct lines of responsibility, and raise all concerns, issues, problems with the appropriate FDC team member as soon as possible,

· be impartial in reaching decisions and be prepared to accept the responsibility associated with that decision,

· treat confidential discussions with the strictest confidence.

We will not

· use inappropriate, offensive or discriminatory language when speaking with children, parents, other FDC Educators and FDC staff

· use unwarranted, unwanted and/or inappropriate touching of a child,

· hit or otherwise physically assault or abuse children,

· act in ways intended to shame, humiliate, belittle or disregard children, or perpetrate any form of emotional abuse

discriminate against, show unfair differential treatment or favour particular children to the exclusion of others in the same groups 

HOME SAFETY FACTORS TO BE CONSIDERED

Please contact the Co-ordination Unit if you have any questions at all about the requirements. 
We aim to work with FDC Educators to come up with practical low cost solutions where possible.

Below is a list of some (not all) of the safety requirements which will be assessed at the first home safety check.

GENERAL

· Pets

Can they be isolated from children?

· Renovations
Do you have a building permit / final certificate of inspection for all building works, particularly if renovations have been undertaken in the last 10 years?
· Glass

Is glass (under 750mm from a foot hold) safety glass in areas to be used for child care? If not can it be safety filmed (to Grade A safety Glass standard), protected by a solid secured barrier that prevents a child from striking or falling against the glass, or reglazed to Grade A safety glass?

INTERNAL

· Heating, Open Fires:

Are they accessible? Are guards provided that do not get hot to touch, and do not allow children to reach the heater / open fire?

· Power Points:

Are they accessible? Are covers provided, are cords in good condition, are cords out of children’s reach?

· Medicine, Alcohol, Cleaners, Poisons:

Are they accessible? Can they be made inaccessible to children?

· Furniture:

Is all furniture in good condition? Is furniture positioned so that children can play?

· Environment:

Do you have adequate space indoors and outdoors where children can rest, / sleep, play with ease (running and riding space outdoors, activity areas for messy play)
Is your house kept in a clean, tidy and hygienic state, (children’s access areas free from clutter, dust, rubbish, dirt and food scraps)?

Have you an awareness of minimising cross infection?
EXTERNAL:

· Fencing:

Is there adequate fencing on all sides of the backyard, do you have front and side gates that can be locked?

· Swimming Pool, Spa, Pond :

Does the pool / spa comply with current building regulations?

· Storage:

Can outdoor sheds be locked? Can unsafe items indoors / outdoors, be made inaccessible to children?

· Play Area:

Are there safe secure play areas?

Are there shaded outdoor play areas?

Is indoor and outdoor play equipment sturdy, secure and safe?
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