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Regulatory Policy & Procedure 
 

 

Statement of Commitment 

Wyndham City Council is committed to safeguarding children younger than 18 and ensuring their active 
participation as valued members of our community, while fostering a child-safe environment. We focus on 
early identification of risks to protect children from harm, whether caused by adults, harmful behaviours 
between children, exposure to family violence, or concerns like grooming, cumulative harm, or neglect. 

We encourage the reporting of any concerns or suspicions of child abuse or harm. The Reportable Conduct 
Scheme improves how organisations respond to allegations of abuse, harm, neglect, and risk to children. 
Under this scheme, the CEO, or their delegate, must report any allegations of child-related misconduct to the 
Commission for Children and Young People within a specific timeframe. 

All allegations are taken seriously, and reporting does not require agreement on the conduct. Concerns can be 
reported to a line manager or directly to the Senior Child Safe Advisor. Investigations will be conducted by an 
external party under the oversight of relevant authorities, including Victoria Police, the Department of Families, 
Fairness and Housing, and Child Protection. 

Futhermore, Wyndham City Council has also publicly declared its commitment to being a Child Safe 
Organisation on our external website and recognises the importance of Child Safety in the provision of quality 
community services. All children and young people who attend services, programs, events, and community 
spaces have a right to feel safe, be safe, and be heard. We are committed to maintain a child safe 
environment, and value a culture of safety within council and its operations. 

There are also behavioural expectations to recognise the importance of an inclusive and welcoming 
environment to all children & young people of the wider community including Aboriginal and Torres Strait 
Islanders, culturally and/or linguistically diverse, those with a disability and promoting an environment with no 
tolerance for racism. 

 
Purpose 
This policy provides guidelines for Wyndham City’s Early Education and Care Services (EECS) to ensure that:  

• clear procedures exist to support the safety, health, wellbeing, and inclusion of all children enrolled at 
the service. 

• service practices support the enrolment of children and families with specific health care requirements. 

• information is provided to staff and volunteers about managing individual children’s’ medical 
conditions. 

• requirements for medical management plans are provided by parents/guardians for the child. 

• risk-minimisation and communication plan are developed in partnership with EECS and families. 

 

 

Policy Statement 
EECS is committed to recognising the importance of providing a safe environment for children with specific 
medical and health care requirements. This will be achieved through: 

• fulfilling the service’s duty of care obligation, set out by legislative requirement, to ensure that those 
involved in the programs and activities of EECS are protected from harm. 

• informing staff, volunteers, children, and families of the importance of adhering to this policy to 
maintain a safe environment for all users,  

• communicating the shared responsibility between all involved in the operation of the service. 

• ensuring that educators have the skills and expertise necessary to support the inclusion of children 
with specific health care needs, allergy, or relevant conditions. 
 

 

Scope 
This policy applies to the approved provider, persons with management or control, nominated supervisor, 
persons in day-to-day charge, early childhood teachers, educators, staff, students, volunteers, 
parents/guardians, children, and others attending the programs and activities of Early Education and Care 
Services, including during offsite excursions and activities. 
 
This policy should be read together with, but limited to, the following policies:  

• Asthma, Anaphylaxis, and Allergic Reactions 

• Diabetes and Epilepsy 
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Ensure families who are enrolling a child with specific health care 
needs are provided with a copy of this and other relevant service 
policies. 

✓ ✓    

Ensure staff and families understand and acknowledge each 
other’s responsibilities under these guidelines.   ✓ ✓    

Inform the approved provider of any issues that impact on the 
implementation of this policy. 

 ✓ ✓ ✓ ✓ 

Ensure families provide the following information during enrolment:  

• child’s health conditions 

• medications required and action plans. 

• known allergies. 

• registered medical practitioner’s name, address, and phone 
number. 

• emergency contact names and phone numbers.  

✓ ✓  ✓  

Ensure families provide a medical management plan following 
enrolment and prior to the child commencing at the service. ✓ ✓  ✓  

Ensure a risk minimisation and communication plan is 
developed in consultation with families to ensure and that the plan 
is reviewed at least annually. (A 2.6.7: Medical Risk Minimisation 
and Communication Plan) 

✓ ✓ ✓ ✓  

Ensure a copy of the child’s medical management plan is visible 
and known to staff in the service. ✓ ✓    

Prior to displaying the medical management plan, the nominated 
supervisor must explain to families the need to display the plan 
for the purpose of the child’s safety and obtain their consent. 
(Privacy and Confidentiality Policy) 

✓ ✓    

Implement the risk minimisation and communication plan. ✓ ✓ ✓ ✓  

Encourage families and staff to keep talking about how the child's 
specific health care need, allergy, or other related medical 
condition is going, as well as this policy and how it is being used. 

✓ ✓ ✓ ✓  

Ensure staff undertake regular training in managing the specific 
health care needs of children at the service including asthma, 
anaphylaxis, diabetes, epilepsy, and other medical conditions. 
This includes training in the management of specific procedures 
that are required to be carried out for the child’s wellbeing and 
specific medical conditions. 

✓ ✓ ✓   

Ensure the following staff are always present and immediately 
available place children are being educated and cared for by the 
service: 

• staff member or nominated supervisor of the service who 
holds a current approved first aid qualification. 

• staff member or nominated supervisor of the service who has 
undertaken current approved anaphylaxis and emergency 
asthma management training. 

✓ ✓    
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Ensure each child's health is monitored closely and be aware of 
any symptoms and signs of ill health, then contact as changes 
occur. 

 ✓ ✓  ✓ 

Administering medications as outlined in the Administration of 
Medication Policy. ✓ ✓ ✓   

Ensure opportunities for a child to participate in any activity, 
exercise or excursion is suitable and in accordance with their risk 
minimisation plan. 

✓ ✓ ✓   

Maintain ongoing communication between staff and enrolled 
families to ensure current information is shared about specific 
medical conditions within the service. 

✓ ✓ ✓   

Following appropriate reporting procedures set out in the Incident, 
Injury, Trauma, and Illness Policy if a child is ill, involved in a 
medical emergency or an incident at the service that results in 
injury or trauma. 

✓ ✓ ✓  ✓ 

Ensure that the Ambulance Victoria contact information is 
displayed near all telephones or in a visible location. (Appendix 
2.4.5: Ambulance Victoria – How to Call) 

✓ ✓    

Monitor and ensure children do not swap or share food, drink, food 
utensils or food containers. ✓ ✓ ✓  ✓ 

Ensure staff preparing food and relief staff are informed of: 

• children and staff who have specific medical conditions or food 
allergies. 

• the type of condition or allergies they have. 

• and the service’s procedures for dealing with emergencies 
involving allergies and anaphylaxis. 

✓ ✓ ✓  ✓ 

Provide information to the community about resources and support 
for managing specific medical conditions while. ✓ ✓    

Ensure the privacy of families enrolled at the service is respected 
when sharing information and resources with the community. ✓ ✓    

 

  

 

Definitions 
The terms defined in this section relate specifically to this policy: 
 
Allergen: A substance that can cause an allergic reaction. 
 
Allergy: an immune system response to something that the body has identified as an allergen.  People 
genetically programmed to make an allergic reaction will make antibodies to allergens. 
 
Allergic reaction: A sensitivity to a specific substance, called an allergen, that is contacted through the skin, 
inhaled into the lungs, swallowed, or injected. The body's reaction to an allergen can be mild, such as a 
localized rash, or life-threatening, such as anaphylactic shock. 
 
Approved Anaphylaxis management training: Training that includes recognition of allergic reactions, 
strategies for risk minimisation and risk management, procedures for emergency treatment and facilitates 
practise in the administration of treatment using an adrenaline autoinjector trainer.  
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Approved Emergency Asthma Management (EAM) training:  Training that provides knowledge about the 
underlying causes of asthma, asthma triggers, and the recognition and treatment of an asthma attack. 
 
Approved provider: A person who holds a provider approval (National Law). A provider approval authorises a 
person to apply for one or more early education service approvals and is valid in all jurisdictions. 
 
Communication plan: an outline of how the service will communicate important regarding a child’s medical 
condition to educators, student, volunteers, and other families enrolled at the service. 
 
Health (medical) condition: A disease, condition or injury experienced by an individual. 
 
Nominated supervisor: A person with responsibility for the day-to-day management of an approved service. 
The Nominated Supervisor has a range of responsibilities under the Law and Regulations that govern the 
operation of education and care services. 
 
Risk minimisation plan: A documented plan developed in consultation with each family of a child enrolled 
with a diagnosed medical condition.  This plan is specific to the child and service.  It specifies each child’s 
medical condition along with the strategies and actions that will be implemented to minimise the risk of the 
child being exposed to any risks such as allergens, food or known causes/triggers that might result in the child 
experiencing an emergency or event related to their medical condition. 
 

 Legislation and Standards 
Relevant legislation and standards include but are not limited to: 

• Education and Care Services National Law Act 2010: Section 173 

• Education and Care Services National Regulations 2011: Regulations 90, 91, 96 

• Health Records Act 2001 (Vic) 

• National Quality Standard, Quality Area 2: Children’s Health and Safety 

• National Quality Standard, Quality Area 7: Governance and Leadership 

• Occupational Health and Safety Act 2004 (Vic) 

• Public Health and Wellbeing Act 2008 (Vic) 

• Public Health and Wellbeing Regulations 2009 (Vic) 
 

 

Related Appendices & Documents 
• Appendix 2.4.5: Ambulance Victoria - How to Call 

• Appendix 2.6.1: Anaphylaxis Notice 

• Appendix 2.6.7: Medical Risk Minimisation and Communication Plan 

• Process 2.6.1: Risk Minimisation and Communication Plan Guidelines 
 

 

Related Policies 
• Administration of First Aid 

• Administration of Medication 

• Asthma, Anaphylaxis and Allergic Reactions 

• Dealing with Infectious Diseases 

• Diabetes and Epilepsy 

• Incident, Injury, Trauma, and Illness 

• Privacy and Confidentiality 

• Providing a Child Safe Environment 

• Supervision of Children 
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Authorisation and Version Control 
 

 
 Version Objective ID Action Date 

Endorsement 

date 

Next Review 

Date 

5 A2340479  Major Changes   28/08/2018 KK 22/01/2019 2021 

6 A3850112 Addition of Anapen 

Addition – Wyndham City’s Statement of 

Commitment – Child Safe Standards 

Change to Appendix numbers. 

27/09/2022 TP 2024 

7 A4670084 Minor wording changes 
Update appendices 
Update format 
Update definitions 

Nov, 2023 TP Nov, 2025 

8 A4670084 Updated Wyndham City’s Statement of 
Commitment to a Child Safe Organisation – as per 
Wyndham City’s Child Safe Management page 

20/06/2025 TP

 

Nov, 2025 

 


