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Purpose 
This policy will provide guidelines to ensure: 
• the adequate supervision of all enrolled children is maintained at all times. 
• the provision of a safe and secure environment for all children at the East Preston 

Islamic College Early Learning Centre (EPIC ELC). 
Policy Statement 
Values 
EPIC ELC is committed to: 
• 
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Definitions 
The terms defined in this section relate specifically to this policy. For commonly used 
terms e.g. Approved Provider, Nominated Supervisor, Regulatory Authority etc. refer to 
the General Definitions 
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• details of action taken by the service including any medication administered, first aid 
provided or medical personnel contacted 

• details of any witnesses 
• names of any person the service notified or attempted to notify, and the time and date 

of this 
• signature of the person making the entry, and time and date of this. 
These details need to be kept for the period of time specified in Regulation 183. A sample 
Incident, Injury, Trauma and Illness Record is available on the ACECQA website. 

Notifiable incident: An incident involving workplace health and safety that is required by 
law to be reported to WorkSafe Victoria. Notification is required for incidents that result in 
death or serious injury/illness, or dangerous occurrences. For a complete list of incidents 
that must be reported to WorkSafe Victoria, refer to the Guide to Incident Notification on 
the WorkSafe Victoria website: www.worksafe.vic.gov.au  

Serious incident: A serious incident (Regulation 12) is defined as any of the following: 

• the death of a child while being educated and cared for at the service or following an 
incident at the service 

• any incident involving serious injury or trauma while the child is being educated and 
cared for, which 

– a reasonable person would consider required urgent medical attention from a 
registered medical practitioner; or 

– 
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head injuries, measles, meningococcal infection, sexual assault, witnessing violence or a 
frightening event.  

If the approved provider is not aware that the incident was serious until sometime after 
the incident, they must notify the Regulatory Authority within 24 hours of becoming aware 
that the incident was serious.  

Notifications of serious incidents should be made through the NQA IT System portal 
(http://www.acecqa.gov.au). If this is not practicable, the notification can be made initially 
in whatever way is best in the circumstances.  

Sources 
• Kidsafe: www.kidsafe.com.au  
• The Royal Children's Hospital Community Information team (formerly Safety 

Centre) provides information on safety promotion and injury prevention: 
www.rch.org.au.  

• WorkSafe Victoria: www.worksafe.vic.gov.au  
• Guide to the National Quality Framework (ACECQA): http://acecqa.gov.au/ 
• Guide to the Education and Care Services National Law 2010 and the Education and 

Care Services National Regulations 2011 (ACECQA): http://acecqa.gov.au/ 
Related Policies 
• Child Protection Policy 
• Complaints and Grievances Policy 
• Dealing with Medical Conditions Policy 
• Delivery and Collection of Children Policy 
• Excursions and Service Events Policy 
• Incident, Injury, Trauma and Illness Policy 
• Interactions with Children Policy 
• Occupational Health and Safety Policy 
• Road Safety and Safe Transport Policy 
• Staffing Policy 
• Water Safety Policy 
Procedures 
The Approved provider and persons with management and control are responsible 
for: 
• complying with the legislated educator-to-child ratios at all times (Education and Care 

Services National Law Act 2010: Sections 169(1), Education and Care Services 
National Regulations 2011: Regulations 123, 355, 357, 360) 

• counting only those educators who are working directly with children at the service in 
the educator-to-child ratios (Regulation 122) 

• ensuring a minimum of two educators are rostered on duty at all times children are in 
attendance at the service 

http://www.kidsafe.comw1ect[130.643 549.pe/A akidpe/A akidpe/A akidpe/A akidpe/
https://www.rch.org.au/home/
http://www.worksafe.vic.gov.au/
http://acecqa.gov.au/
http://acecqa.gov.au/
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2010: Sections 169(3)&(4), Education and Care Services National Regulations 2011: 
Regulations 123, 355, 357, 360) 

•   
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ATTACHMENT 1 
Supervision risk management template 
This template is designed as a tool to be developed and used by all educators involved 
in the supervision of children at the service, and should be reviewed regularly and made 
available to all staff working in the program. There may be additional areas that your 
service will want to include in the Supervision risk management template. 

Area/equipment Potential supervision 
risk 

Action to reduce or 
eliminate risk 

Fixed equipment e.g. 
swings, fixed climbing 
equipment, slides etc. 

  

Layout of the internal 
and/or external areas 
of the service including 
a description of areas 
that provide challenges 
to supervision e.g. 
children’s bathrooms, 
L-shaped playgrounds 
or playrooms, behind 
structures or features in 
the playground etc. 

  

Staff supervision 


