Elements of the
NQS that Family
Day Care services in
NSW are most often
not meeting.
Element 7.1.2:

Management
systems

What is this booklet?
This booklet is part of a five booklet series prepared by
NSW Family Day Care Association that examines the
elements of the National Quality Standard for Education
and Care services that Family Day Care services are
most likely to not meet when assessed and rated
against the National Quality Standard.
The five elements covered in the booklets are:

1.

1.3.1 Assessment and planning
cycle

2.

2.1.2 Health practices and
procedures

3.

2.2.1 Supervision

4.

2.2.2 Incident and emergency
management

5.

7.1.2 Management systems

Please note
Element 1.3.2 Critical Reflection is also a key element
that NSW Family Day Care services have been likely to
not meet. For more on this element please go to:
www.nswfdc.org.au/pdinyourpocket
These elements are the elements that Family Day
Care services rated against the current version of
the National Quality Standard (2018) are most likely
to have been rated as not meeting. In January 2020,
there were 161 NSW Family Day Care services, of which
89 or 55% have been rated against the 2018 National
Quality Standard.
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Quality Area 7 – Governance and Leadership
Standard 7.1 Governance

Of the NSW Family Day Care services that did not meet
this element:

Governance supports the operation of a quality service.

Element 7.1.2 Management Systems
Systems are in place to manage risk and enable the
effective management and operation of a quality
service.

Of all NSW Family Day
Care services assessed
against the current NQS,
30% did not meet this
element.

●● All of them had been operating for between 5 and
12 years;
●● They were from all parts of NSW – major cities,
inner regional, outer regional and remote;
●● 67% were for-profit Family Day Care services (57%
of all NSW FDC services are for-profit);
●● 19% were not for profit services (20% of all NSW
Family Day Care services are for-profit);
●● 15% were council run services (23% of all NSW
Family Day Care services are for-profit).
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What systems need to be in place to manage risk and
effectively manage a Family Day Care service?
The systems that need to be in place to manage risk
and effectively manage a Family Day Care service
are the systems of good management. Many of these
are specified (and required by the Regulations) but
they are also the systems you would expect any good
organisation to have in place to ensure its efficient
management.
Family Day Care services sometimes believe that risk
assessments are confined to situations like excursions
and transporting of children, but major companies and
organisations use risk management to assist them to
set strategy, achieve their goals and make informed
decisions as well as managing compliance to regulations
and laws. Recognising and managing risks is a crucial
component that Family Day Care services and their
management committees or owners must do.

Risk Analysis
Risk analysis follows a process of:
●● Identifying existing risks (effectively brainstorming
with educators and co-ordinators to review all
sorts of risk to the organisation) and prioritising
them. This is not just about risks to children’s
safety or even to children and educators. Think
about wider risks as well – what would happen if
your service manager resigned abruptly, if your
service had a serious incident, if the treasurer was
found to be engaging in fraud, etc.
●● Assessing those risks – identifying the problem
and working out how it could happen and what the
impact would be if it did happen.
●● Developing a response – determining what can be
done to prevent the risks from occurring and what
to do if any of them do happen.
●● Putting preventative mechanisms in place – acting
on what you have worked out to stop risk from
impacting on the service.
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Effective Management Systems
Effective management systems are about the tools,
processes, and systems your service uses to manage
your service.
They are the systems you use to ensure that:
●● Your service is compliant to the Regulations (such
as the systems you use to be aware of when
educators need new Working With Children
Checks, need safety checks done of their houses
or need to do their next CPR training).
●● Your service keeps correct records and updates
and maintains them (such as staffing records,
accident and incident reports, enrolment records,
medical management plans).

the right systems and processes in place to ensure what
needs to be done to manage your service effectively is
done on time and in a controlled way.
Whether a service has effective management systems
in place is often obvious to an Authorised Officer during
an assessment and ratings visit because the service can
easily lay their hands on any documentation the Officer
asks for and the manager refers to the systems they
have in place in the course of other discussions around
other quality areas.

Why is risk management and
effective management so important?
Because by having these firmly in place, a service can
then focus on what is really important – delivering
quality education and care for children and families.

●● You can administer the service well (such as
invoicing, claiming CCS, paying educators and coordinators).
●● Your policies are regularly reviewed.
●● Your processes and procedures are followed.
Having effective management systems means that your
service is not reactive to issues as they arrive but has
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What do risk management systems and effective
management systems look like in Family Day Care?
Think about the word ‘systems’. Do you have integrated
systems to manage your service and manage risk? Or
has everything been developed as a bit-by-bit process as
new compliance requirements have come into place?
Effective management systems and effective risk
management in Family Day Care looks like the processes
of a highly professional organisation that runs smoothly,
rather than one that only responds to issues as they
arrive. It is an organisation that has processes in place
that enable the co-ordinators and managers to have
clear ideas about what they are doing and that free them
to do the important work of supporting educators to
improve the quality of the care they provide, rather than
endlessly chasing things to ensure compliance.

Questions you could reflect on in this area are:
●● Are our systems integrated or do we have an
endless number of spreadsheets where everything
is recorded?
●● Would someone new be able to come into the
organisation and pick up and follow our systems or
is all the information kept in key individuals’ heads?
●● Have we done an overall risk management for the
entire organisation and do we keep this updated?
●● How do we ensure we are compliant with all
Regulations? Is it easy to see that we are because
we have a regular checking system?
●● Would families see us as professional? Is all of our
documentation clear?
●● Are our record keeping practices up to date? Do we
follow our privacy policy?
●● Do we have a process to update our policies and
procedures regularly?

6   Elements of the NQS that Family Day Care services in NSW are most often not meeting. Element 7.1.2: Management systems

●● Do our systems serve us or do we serve them?
●● How often do our systems fail us?
●● Do we use contemporary management systems or
are our systems outdated?
●● Do we have clear roles in terms of compliance
checking? Who is responsible for checking
compliance generally? Are roles clear or can
things fail because they slip between two people's
responsibilities?
●● If something went wrong, how would our processes
stand up if they were examined by a court or by the
Department?
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What Element 7.1.2 aims to achieve
ACECQA says that what this Element aims to achieve is:

“Efficient and effective systems
Efficient and effective management systems allow the
service to identify and manage organisational risks
in a timely manner, and carry out risk assessments
as required to manage foreseeable risks to children’s
safety and wellbeing (see Element 2.2.1). Effective
management systems support the educational leader,
nominated supervisor and educators in their planning,
delivery and reflection on the educational program, and
the development of strategies to continuously improve.
When educators have adequate time and administrative
support to perform their roles, they can focus on
delivering a quality service to children and their families.

Confidentiality and records management systems
Services are required to safely store and maintain the
confidentiality and currency of information provided
by families, service staff and other stakeholders. This
builds families’ confidence in the service’s records
management practices, and is an indicator of the level of
professionalism at the service.

Administrative systems
The approved provider is required to:
●● Ensure that the service operates in compliance with
the National Law, the National Regulations and the
National Quality Standard.
●● Liaise with the regulatory authority when required.
The approved provider must ensure that there are
adequate systems in place to maintain the effective,
compliant operation of the service.

Complaints management system
An effective complaints and grievance management
system confirms to staff, families and the community
that complaints and grievances are taken seriously
and investigated promptly, fairly and thoroughly.
Effective management of complaints may inform quality
improvement processes and is an efficient way of
considering and acting on feedback from families.
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Notifying the regulatory authority of operational
changes, incidents and complaints
The approved provider must notify the regulatory
authority of certain circumstances and information,
including any:
●● Significant changes to the operation of the service.
●● Changes relevant to the fitness and propriety of the
approved provider.
●● Complaints that may impact on the regulatory
authority’s consideration of provider or service
approvals.
●● Complaints alleging that a serious incident has
occurred or is occurring while a child was or is
being educated and cared for by the service*, or
the National Law has been contravened.
●● Serious incidents that occur at the service.
●● Any incident where the approved provider
reasonably believes that physical or sexual abuse
of a child or children has occurred or is occurring
while the child is being educated and cared for by
the service.
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Documented policies and procedures
The service should ensure that policies and procedures
are well-documented, maintained and easily accessible
to staff members and families. This supports the service
to implement practices that are based on the service’s
policies and procedures. Regularly reviewing policies
and procedures in collaboration with families supports a
shared understanding of the service’s practices.

Risk management and employing fit and proper
staff

must be assessed as, and remain, fit and proper for the
service to operate.
Checking and maintaining accurate records that
relate to the fitness and propriety of all staff assists in
safeguarding children against risks to their safety and
wellbeing.”
(Guide to the National Quality Framework)

Fitness and propriety describes a person’s suitability to
be involved in the operation of an education and care
service. Prior to granting provider approval or service
approval, regulatory authorities assess whether the
applicant applying for provider approval is fit and proper
to provide an education and care service. The approved
provider is responsible for assessing a person’s suitability
for the roles of nominated supervisor and responsible
person at the service.
The approved provider, nominated supervisor and
responsible person must remain fit and proper for the
service to operate under their management.
When a Family Day Care service is provided in an
educator’s home, adults who reside on the premises
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Risk Management and Management System Checklist
A service with good risk
management and management
systems in place would probably
have extensive systems in place,
such as the ones listed on this
checklist. Many of these are
required under the law and
regulations. NB: This is not a
comprehensive list – just a list to
get you started and thinking about
what your service needs.

Systems for educators to inform
you about changes of who they
live with.
Systems for regular safety
checks of educator homes.

Enrolment records (including
authorisations and health
records) and systems for storing
these.
Compliance history records.

Systems to record educator’s
participation in Profesional
Development.

Serious incident history records.

A comprehensive risk
assessment for the service that
is regularly updated.

Governance systems such
as delegations of power and
conflicts of interest procedures,
a regular updated constitution
or rules.

Procedures for complaints and
records of complaints.

Systems to keep track of when
educators’ qualifications (first
aid/child protection/CPR/
anaphylaxis/allergy) need
updating.

Proof that you have the right
number of co-ordinators to
educators.

Procedures for updating policies.

Minutes of committee meetings.
Processes for destroying
confidential records.
Records of notifications to the
Department.

Nominated Supervisor records.
Systems to check that people
living in Family Day Care homes
are fit and proper (reassessment
of fitness and propriety).

Staff records.

Processes for ensuring families
can access service policies and
service programs.

Record of responsible persons.
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What to see, say and show for this element during
assessment and rating
To meet the National Quality Standard for element 7.1.2,
a Family Day Care service would need to sight, discuss
and observe that the service has systems in place to
manage risk and enable the effective management and
operation of their service as a quality service.

What could the authorised officer
SEE?

●● A comprehensive QIP.
●● Minutes of management and educator meetings.
●● Policies.
●● Policies being acted upon.
●● Complaints processes.

The authorised officer could see:
●● Venue assessments and checks.
●● The service’s privacy policy being acted on –
records being kept confidentially.

●● Records of visitors to educator’s homes.

●● Systems to store
‒‒ child assessments
‒‒ incident reports
‒‒ enrolment records
‒‒ attendance records
‒‒ the service’s compliance history
‒‒ staff records
‒‒ records of visits to educators
‒‒ WWCC for family members over 18
‒‒ child attendance record.
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What could you SAY?
Managers and co-ordinators could talk to the authorised
officer about the way you:
●● Manage risk.
●● Implement and reflect on your systems.
●● Comply with legislation external to the Education
and Care Regulations such as child protection
legislation.
●● How you manage compliance.
●● How you manage updating policies.
●● How you manage complaints.

What could you SHOW?
Managers and co-ordinators could show an authorised
officer:
●● Risk assessments for the entire service.
●● Management systems such as databases.
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Further reading
GUIDE TO THE
NATIONAL QUALITY
FRAMEWORK

Risk assessment & planning

Guide to the National Quality
Framework (pages 288–296)

Risk assessment and planning
information for knowing how
to plan and manage risks and
help reduce the impact of an
unexpected events.

The Guide to the National
Quality Framework (NQF) is
designed to help education and
care providers, educators and
authorised officers understand
and apply the requirements of
the NQF.

First published – February 2018
Last updated – September 2020

What to See, Say and Show:
For Family Day Care Educators

Quality Area 7 – An
introduction
Quality Area 7 emphasises
the importance of having a
philosophy that guides all
aspects of your service’s
operations. It also
explains that
What to See,
Say and Show is part
your service philosophy
of an effective Assessment
governance
and Rating against the
National Quality Standard
framework thatNEWsupports
you
and your team to operate
effectively and ethically.
FOR FAMILY DAY CARE EDUCATORS

What to See,
Say and Show

A guide for Family Day Care
educators in Australia to
prepare for the process of
Assessment and Rating against
the National Quality Standard.

FOR FAMILY DAY CARE EDUCATORS
Assessment and Rating against the
NEW National Quality Standard
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