[image: image1.emf][image: image2.emf]
Manilla Community Pre-School Inc                                      
 Visitors, Volunteers and Students Policy
QUALITY AREA 4: STAFFING ARRANGEMENTS

Link to National Quality Standard 4.1

Element 4.1.1
4.1.2


  National Quality Standard 4.2

Element 4.2.1
4.2.2

Statutory Legislation & Considerations 
Children (Education and Care Services National Law Application) Act 2010 

Education and Care Services National Regulations 2018
AIM: To ensure that all records relating to visitors and students to our service will be maintained. To ensure that all staff will abide by regulatory protocol when visitors are in the service.
GUIDELINES:

· A visitors book will be maintained at all times & visitors will be requested to sign in and out
· All staff will understand the regulatory and ethical guidelines relating to visitors at the centre and will be provided with an induction protocol to use with visitors
· A record will be kept of all volunteers and students who spend time in the service. The record will include: full name; address; date of birth; date and hours of each volunteer or student who participates in the program
· All staff will be made aware of protocols and guidance supplied by universities, TAFEs or RTOs in relation to participating students.
· All visitors will be welcomed to our service and information sought on their reason for visiting
· Visitors will be directed appropriately and the Nominated or Certified Supervisor will be made aware of their presence in the service
Evaluation 
All staff will maintain a safe and secure environment for other staff, the children, families and visitors to the service.

Sources 
Department of Education, Employment and Workplace Relations - www.deewr.gov.au 

Early Childhood Australia - www.earlychildhoodaustralia. org.au 
Date of Approval: 21st March 2013
Reviewed & Approved 15.6.15
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