
Transition of Children Policy 

National Quality Standard (NQS) Alignment 

● QA 2.2: Safety 

 

● QA 2.2.1: Supervision 

 

● QA 2.2.3: Child protection 

 

● QA 4.1: Staffing arrangements 

 

● QA 4.1.1: Organisation of educators 

 

● QA 4.2.2: Professional standards 

 

● QA 5.1.2: Dignity and rights of the child 

 

● QA 7.1.2: Management systems 

 

● QA 7.1.3: Roles and responsibilities 

 

National Regulations 

● Reg. 84: Awareness of child protection law 

 

● Reg. 155: Interactions with children 

 

● Reg. 168: Education and care service must have policies and procedures 

 

● Reg. 176: Time to notify certain information to Regulatory Authority 

 

● Reg. 181: Confidentiality of records kept by approved provider 

 

● Reg. 358: Working with children check to be read 

 

My Time, Our Place Learning Outcomes 

● LO 1: Children feel safe, secure, and supported; learn to interact with care, empathy, 

and respect 

 

● LO 3: Children become strong in their social and emotional wellbeing 

 



 

Policy Statement 

We are committed to creating a safe and secure environment that encourages positive 

interactions and respect for others. The welfare of all children is paramount, and the Centre 

is obligated to protect children’s rights to care and protection. 

All staff and Management have a legal responsibility as Mandatory Reporters to act 

when they suspect a child may be suffering from abuse, violence, or exploitation. The Centre 

will carry out Mandatory Reporting responsibilities in accordance with legislation, 

Community Services, and the NSW Commission for Children and Young People. 

Allegations or incidents of physical or sexual abuse must be reported to the 

Regulatory Authority within 24 hours of becoming aware of the incident, in line with 

Regulation 176. 

 

Related Policies 

● Policy A-3: Philosophy 

 

● Policy A-11: Maintenance of Records 

 

● Policy A-15: Role of Management Committee 

 

● Policy A-17: Privacy and Confidentiality 

 

● Policy A-19: Nominated Supervisor 

 

● Policy C-1: Staff Recruitment and Selection 

 

● Policy C-3: Staff Orientation and Induction 

 

● Policy C-10: Volunteers/Students/Visitors 

 

● Policy C-11: Staff Child Ratios 

 

● Policy C-12: Communication 

 

 

 



Procedures 

Responsible Person: 

● Confirms transitions via radio 

● Monitors ratios, staffing, and supervision 

● Supports compliance with NQF and NSW laws 

● Maintains consistent headcounts throughout the day 

Educators: 

● Use radio communication consistently(where children are going and moving to ) 

● Maintain headcounts and visibility 

● Follow ACECQA-recommended active supervision strategies 

Service Management / Approved Provider: 

● Supports training, policy implementation, and audits 

● Ensures policy versions remain compliant with NSW & national law 

 

 

 

 

Working with Children Checks 

All staff, volunteers, and students must complete a Working with Children Check prior to 

appointment. The Nominated Supervisor must verify clearance before the person interacts 

with children. 

Supervision 

● Staff must always be aware of children and the environment. 

 

● Adequate supervision is essential for safety and protection. 

 

● Staff-to-child ratios will be maintained according to regulations. 

 

● Volunteers, students, and visitors must never be left unsupervised with children. 

 

● Notify the Office of the Children’s Guardian within 7 business days of becoming 

aware of any reportable allegation or reportable conviction involving a staff member, 

volunteer, or contractor. 

● Provide a 30-day investigation report, or progress report, to the OCG within 30 

calendar days of the initial notification. 

Reportable conduct includes: 

sexual misconduct, ill-treatment, neglect, assault, behaviour causing psychological 



harm, or misconduct of a sexual nature towards a child. 

 

 

Confidentiality 

● All child protection reports, allegations, and discussions must remain strictly 

confidential. 

 

● Notes must be securely stored in accordance with the Privacy and Confidentiality 

Policy. 

 

● Staff must not investigate allegations independently or discuss them with parents. 

 

 

Notification to Regulatory Authorities 

● All incidents must be reported within 24 hours to the Regulatory Authority. 

 

 

Monitoring and Review 

● The Nominated Supervisor or Centre Director will regularly review child protection 

reports, policies, and procedures to ensure compliance with legislation and child 

safety standards. 

 

● Policies and procedures will be reviewed annually or when regulations change, 

trends emerge, or improvements are identified. 

 

● Staff will receive ongoing training on child protection, mandatory reporting, and 

notification procedures. 

 

 

Sources 

● Education and Care Services National Regulations 2011 

 

● National Quality Standard 

 

● My Time, Our Place Framework for School Age Care 

 



● Children (Education and Care Services National Law Application) Act 2010 

 

● Children and Young Persons (Care and Protection) Act 1998 

 

● Privacy Act 1988 

 

● Working with Children Check NSW 

 

● NSW Child Protection Interagency Guidelines (2006) 

 

● Commission for Children and Young People Act 1998 

 

● Child Protection (Prohibited Employment) Act 1998 

 

● Ombudsmen Act 1974 

 

● Keep Them Safe – Information Sessions / Participant Manuals 

 

Endorsed: 20/01/2026 

 Review Date: 20/01/2027 *Or where need arises  

Monitoring, Reporting & Review 

This policy will be reviewed: 

● Annually or after critical incidents/near misses 

● When ACECQA guidance or legislation changes 

● In consultation with educators, management, and families 

Documentation relating to transitions may be recorded via: 

● Incident forms 

● Near miss reports 

● Audit tools 

● Supervision maps 
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