
 

Family day care operations policy 
This is a mandated policy under the operational policy framework. Any edits to this policy must follow the 
process outlined on the creating, updating and deleting policy documents page. 

 

Overview 
The Department for Education (department) is the approved provider of 12 Family Day Care (FDC) schemes 
across metropolitan, regional and remote South Australia providing home-based education and care for 
children through a network of self-employed educators. Each scheme is approved as an education and care 
service under the Education and Care Services National Law (South Australia).  

 
Educators, who work from their own premises,  or an approved venue, are registered to deliver education 
and care under one of the FDC schemes. 

 
This policy outlines the operating conditions of the FDC schemes. 

 

Scope 
This policy is mandatory and applies to all department staff, educators registered with a department FDC 
scheme and educator assistants approved with a department FDC scheme. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://edi.sa.edu.au/the-department/policies/operational-policy-framework/create-update-and-delete-policy-documents
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Detail 
Policy detail 
The department FDC schemes are captured by the Education and Early Childhood Services (Registration 
and Standards) Act 2011, Schedule 1, Education and Care Services National Law (South Australia) 
(National Law) and the Education and Care Services National Regulations (National Regulations).  

In accordance with  the National Law, the department is the approved provider of each family day care scheme 
and has responsibility to ensure that the health, safety and wellbeing of all children being educated and cared for 
is protected and that the educational and developmental needs of the children are met.    

The regulatory model for family day care, places the department with a legal obligation to manage the 
operations of each service so that there is direct responsibility and oversight of educators.  The 
department’s 12 FDC schemes are geographically structured into 3 groups that cover South Australia: 
North, Central and South each with 4 approved services. Each group of schemes has a manager as the 
nominated supervisor, responsible for the day to day operations of the services within their group.  

A team leader supports the scheme manager and is responsible for leading the development and 
implementation of the educational program as the educational leader. 

Coordinators are responsible to adequately monitor and support each educator registered with the 
department to provide education and care to children.    

FDC Educator registration 

To become an educator, individuals must apply to be registered with the department FDC service. The 
department must ensure the applicant is fit and proper to deliver a quality program that meets the 
health, safety, developmental and wellbeing needs of children.  

To maintain registration, educators must comply with conditions detailed in the ‘Educator Registration 
Conditions’ document. . The Educator Registration Conditions outline the requirements of FDC educators 
to comply with the National Law, National Regulations, standards, policies, guidelines and practices that 
govern the department FDC program.  

The procedures and standards that govern the department’s FDC program are: 

• Children’s learning in family day care standard 

• Children’s health and safety in family day care standard 

• Physical environment in family day care standard 

• Educators, families and community in family day care standard 

• Service management in family day care standard 
 
 

The core values underpinning the Department for Education FDC program are: 

• we respect and have regard for the dignity of others 

• our decisions and actions have regard for the well-being of people and the environment 

• we recognise individual and collective strengths 

• we give our best and act honestly, openly and fairly in our work 

https://www.education.sa.gov.au/sites/g/files/net691/f/family-day-care-standard-childrens-learning.pdf
https://www.education.sa.gov.au/sites/g/files/net691/f/family-day-care-standard-childrens-health-and-safety.pdf
https://www.education.sa.gov.au/sites/g/files/net691/f/family-day-care-standard-physical-environment-in-fdc.pdf
https://www.education.sa.gov.au/sites/g/files/net691/f/family-day-care-standard-educators-families-and-community.pdf
https://www.education.sa.gov.au/sites/g/files/net691/f/family-day-care-standard-service-management.pdf
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• our practices demonstrate the importance of continuously improving the quality of care, learning 
and development of children, ourselves and the Department for Education FDC program 

• we work with others sharing perspectives, skills and knowledge. 
 

The department’s FDC philosophy guides all aspects of service operation.  
 

Children and young people are at the centre of everything we do. 
 
We are recognised and valued as a leading child care choice in our communities. 
 
Our mission is to develop and manage a flexible, inclusive and integrated home based child care service by: 

• helping families find the care that meets their individual needs 
• recruiting and training high quality educators and staff 
• growing a sustainable service through fostering efficient and effective practices 
• planning for, and maintaining, a high quality home based service across the state. 

 
The best interests of children and their right to learn and develop in a safe and nurturing environment is the 
primary consideration in all decision making and is visible in our actions, interactions and daily work with children. 
 
Our service operates in accordance with and maintains focus on the guiding principles of the National Quality 
Standard for Early Childhood Education and Care and School Age Care (NQS) 

• the rights of the child are paramount 
• children are successful, competent and capable learners 
• equity, inclusion and diversity are embedded 
• valuing Australia’s Aboriginal and Torres Strait Islander cultures 
• the role of parents and families is respected and supported 
• high expectations to meet and exceed NQS for children, educators and service providers. 

 
 

Roles and responsibilities 
 
Executive director, Early Years and Child Development, 
Department for Education 
Approved provider responsibilities under the Education and Early Childhood Services (Registration and 
Standards) Act 2011 responsible for ensuring the health, safety and wellbeing of children in care. 

Responsible for permanent removal of a FDC educator from the Department for Education FDC register. 

 

Director, Early Childhood Services, Early Years and Child 
Development, Department for Education 
Endorsing the FDC policies, procedures and standards to ensure the efficient management of the program 
that meets the strategic direction of the Department for Education. 

Responsible for temporary removal of a FDC educator from the Department for Education FDC register. 
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Assistant director, Policy and Compliance, Early Childhood 
Services, Early Years and Child Development, Department for 
Education 
Responsible for overseeing the efficient management of the FDC program and compliance with associated 
legislation. 

 

Manager, Regulation and Compliance 
Responsible for supporting the oversight of the efficient management of the FDC program and compliance 
with associated legislation. 

 

Senior policy officer, Early Childhood Policy and Compliance 
Line management of the Scheme managers. 

Development of FDC policy, procedures and standards in accordance with the Department for Education 
policy framework requirements. 

Responsible for implementing appropriate controls to minimise risks in accordance with the Department for 
Education risk management policy and procedures. 

 

Scheme manager 
The nominated supervisor under the National Law. 

Responsible for: 

• overseeing the management of the quality of service delivery within the Department for Education FDC 
scheme 

• line management of team leaders, coordinators and the administration team within the scheme 

• registration of new educators 

• delegated authority for temporary removal of educator associated with lapsed qualifications and 
insurance. 

• contributing to the development of policies, procedures, standards and operational practices across the 
Department for Education FDC program. 

 

Team leader 
Provide educational leadership to influence, mentor and build capacity of each educator’s understanding 
and delivery of the educational program. 

Work with coordinators to focus on continuous quality improvement and identify training needs. 
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Coordinators 
Provide direct monitoring and support, to educators in respect to: 

• assessing and monitoring the quality of care and safety of educator’s homes through scheduled and 
unscheduled home visits and other contacts  

• recruitment and induction of new educators 

• providing advice, information and resources to educators relevant to the learning and development 
needs of individual children and their families. 

 

FDC Business and Customer Support Centre 
Manages the administration processes for FDC services; including payment of Child Care Subsidy (CCS) to 
educators and providing a customer service point for educators and families. 

Set minimum and maximum hourly fees for standard and non-standard hours, overnight and weekend care. 

Approve educator fee charging schedules. 

Responsible for submitting accurate and timely information through the CCMS. 

Provide all families a fortnightly statement of child care usage, fees and CCS paid. 

Cease submission of claim forms/attendance records through the CCMS if fraudulent practice is suspected 
and investigate further. 

Temporarily remove educators from the register if sufficient evidence of fraudulent practice is found. 

Report suspicious or fraudulent behaviour to the Australian Government Department of Education, Skills 
and Employment and the Education Standards Board of SA. 

 

FDC Educator Assistant 
Approved by the Department for Education FDC service to assist FDC educator/s. 

 

FDC Educator 
Registered by the Department for Education FDC service to provide an education and care service to 
children in their approved home. 

Complying with the Department for Education FDC Educator Registration Conditions (refer appendix 1). 
  

Definitions 
BCSC  

Business and Customer Support Centre 
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Department for Education  

Department for Education 

 

Department for Education Corporate Office  

Staff working at 31 Flinders Street and local Department for Education offices, includes Department for 
Education FDC staff 

 

FDC  

Family day care 
 

CCS  

Child Care Subsidy 
 

service  

Department for Education as the approved provider of Family Day Care Schemes 
 

educator  

Registered Department for Education FDC home-based educator 
 
 

Supporting information 

Related legislation 
 Education and Care Services National Regulations (“the regulations”) 

Family Assistance legislation: 

• A New Tax System (Family Assistance) Act 1999* 

• A New Tax System (Family Assistance) (Administration) Act 1999* 

• Child Care Subsidy Minister’s Rules 2017 (Minister’s Rules)  

• Child Care Subsidy Secretary’s Rules 2017 (Secretary’s Rules) 

• Any other instruments (including regulations) made under the A New Tax System (Family Assistance) Act 1999 and 
the A New Tax System (Family Assistance) (Administration) Act 1999 

• Schedules 5 and 6 to the A New Tax System (Family Assistance and Related Measures) Act 2000 

 (note: or any replacement legislation as amended by the Australian Government) 

https://www.legislation.nsw.gov.au/regulations/2011-653.pdf
https://www.legislation.gov.au/Details/C2019C00037
https://www.legislation.gov.au/Details/C2018C00288
https://www.legislation.gov.au/Details/F2020C00542
https://www.legislation.gov.au/Details/F2020C00231
https://www.legislation.gov.au/Details/C2004C01310
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Related policy documents 
Family day care fee and levy charging procedure (currently removed from intranet - undergoing review) 

Children’s learning in family day care standard 

Children’s health and safety in family day care standard 

Physical environment in family day care standard 

Educators, families and community in family day care standard 

Service management in family day care standard 

National Quality Authority www.acecqa.gov.au 

Department of Education, Skills and Training www.education.gov.au 

Australian Government Office of Early Childhood, Education and Care 

• www.childcarefinder.gov.au 

• www.education.gov.au/early-childhood-and-child-care-0 
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EDUCATOR REGISTRATION CONDITIONS 
Department for Education Family Day Care 

 
Name:  

Premises Address: 
 

Registration Number: Scheme: 
 

To ensure that I maintain registration I agree that I will: 
 

1. Comply with the Education and Early Childhood Services (Registration and Standards) Act 2011, Schedule 1, 
Education and Care Services National Law  (National Law), the Education and Care Services National 
Regulations (National Regulations”) and the standards, policies, guidelines and practices that govern the Family 
Day Care program as applying from time to time. 

 
2. Deliver to all children a program that is based on the Early Years Learning Framework for Australia and the 

Framework for School Age Care in Australia and the developmental needs, interests and experiences of each 
child. 

 
3. Contribute to my own learning through the establishment and adoption of a Professional Development Plan within 

6 months of registration. 
 

4. Not exceed the numbers of children in my care as specified in the regulations or as directed by Department for 
Education. 

 
5. Ensure that children in my care are not left in the care of another person unless: 

− the person is an approved educator assistant 
− there is an unforeseen extreme emergency situation (such as serious illness or injury) whereby I will leave 

the children in the care of a responsible adult and will ensure the parents are notified immediately and Family 
Day Care staff are notified within 12 hours. 

 
6. Notify Family Day Care staff within 12 hours of any serious incident (as defined in the National Law) or 

circumstance that may pose a risk to the health, safety and wellbeing of a child attending the service. 
 

7. Cooperate fully with any investigation by the Education Standards Board (Board) or by Department for Education 
into my family day care activities. 

 
8. Comply with the requirements of the Children and Young People (Safety) Act 2017 and notify the Department for 

Child Protection (DCP) /Child Abuse Report Line (CARL) of any suspicion on reasonable grounds that a child has 
been or is being abused or neglected. 

 
9. Inform Family Day Care staff immediately of any event which may materially affect my ability or suitability to care 

for children including criminal charges or court convictions made against me or any member of my household, 
changes of current family composition or changes to my health that require medical treatment. 

 
10. Ensure that a current working with children check for any adult (18 years and older) residing at my home (including 

family members) is maintained at all times. 
 

11. Notify Family Day Care staff in advance of any proposed structural changes, additions or renovations to the 
approved premises and risk manage any impact the proposed changes may have on the safety of children in my 
care. 

 
12. Ensure that I hold a current approved policy of public liability insurance in respect to the risks associated with my 

work as a Family Day Care Educator. I will notify Family Day Care staff in writing if I am considering suspension 
or cancellation of my policy of insurance or notify Family Day Care staff as soon as possible that a suspension or 
cancellation is to take effect. 

 
13. Maintain current and ACECQA approved First Aid and Cardio Pulmonary Resuscitation (CPR) certificates, and 

maintain current and ACECQA approved anaphylaxis management and emergency asthma management 
training. 
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14. Not carry or permit a child in my care to be carried in a motor vehicle unless the child is wearing an approved and 
properly adjusted seat belt and/or is in an approved and appropriate child restraint, and ensure the vehicle is 
roadworthy, registered with third party compulsory insurance coverage and the driver is licensed. 

 
15. Keep accurate and timely records as specified by the National Law and the Family Day Care program and provide 

these records immediately to Family Day Care staff when requested to do so. 
 

16. Meet the compliance and accountability requirements specified by the Family Day Care program guidelines (in 
relation to receipt of payments from the Australian Government) in accordance with Child Care Subsidy (CCS) 
policies and rules including but not limited to: 
− Submitting a complete and accurate Claim for Child Care Subsidy/Attendance record for each child in care, 

signed by the parent (or guardian) and myself in accordance with the defined/specified timeline requirements. 
− Not engaging in any fraudulent activities involved with the receipt of Australian Government monies. 
− Applying same fees for children in my care who are receiving the same type of care (whether CCS is being 

paid or not) 
 

17. Notify Family Day Care staff of any placement of a child in my care and of any changes to care arrangements 
including termination of care. 

 
18. Comply with any lawful instructions made of me by Family Day Care staff and any other person acting for or on 

behalf of Department for Education with respect to any aspect of my service provision. 
 

19. Provide officers of Department for Education or any other person acting for or on behalf of Department for 
Education with unrestricted access to my registered family day care premises and records at any time and allow 
officers of Department for Education - 
• to remain on the premises if children are deemed by those officers to be at risk; 
• to inspect and copy my family day care records. 

 
20. Ensure these signed Educator Registration Condition are available to parents (or guardians) of children being 

educated and cared for by my service. 
 

ACKNOWLEDGMENT OF EDUCATOR REGISTRATION CONDITIONS 

I have read and understand the Educator Registration Conditions (Conditions). I 

agree to abide by the Conditions. 

I acknowledge that my registration as a Family Day Care Educator is subject to compliance with the Conditions. 
 

I understand that the Conditions may be varied or extra conditions may be added to the Conditions at the discretion 
of Department for Education as the approved provider. 

 
I understand that my registration may be temporarily suspended while an alleged risk to the health, safety or wellbeing 
of children being educated and cared for by me is considered and that allegations may be communicated at 
Department for Education’s discretion to parents in order to prevent or lessen a serious threat to the life or health of 
the child/ren being educated and cared for by me. 

 
I understand that my registration may be suspended or cancelled for non-compliance with the National Law, the 
Conditions or any other determination of Department for Education as the approved provider. 

 
CONSENT TO DISCLOSURE OF PERSONAL INFORMATION 

 

I consent to Department for Education disclosing my personal information to the Board for the purposes of the National 
Law. 

 
Signature of 
Educator 

Date Signature of Family Day Care 
Scheme Manager 

Date 
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