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Policy Statement 

Children must be adequately supervised at all times that they are being educated and cared for both at the service and 

on excursions. Adequate supervision is the consistent and present engagement of educators with children and all 

stakeholders are familiar with regulatory requirements and standards regarding supervision. This Policy details how 

the Service ensures children are adequately and effectively supervised at all times. 

 

Strategies and Practices 
 

• The Supervision Policy is available to families upon enrolment and staff upon induction. 
 

• Staff induction includes review of the Indoor and Outdoor service plans which highlights high risk areas for 
educators to be aware of, reading and acknowledging service risk assessments for resources and play based 
learning experiences, and viewing a hazard perception video highlighting the importance of active supervision. 
 

• The design and layout of the Service, including the entrance, perimeter fence and gates, have been approved 
under the Building Code of Australia and meet all other regulatory requirements. They enable visual supervision 
of children at all times without compromising the children’s dignity and rights. The suitability of the perimeter 
fencing to meet the abilities of children currently enrolled at the service is regularly reflected upon, when 
considering feedback from families and observations of educators. 
 

• Educator-to-child ratios and qualification requirements are maintained at all times to comply with regulatory 
requirements. Educators are aware there may be times when a higher educator to child ratio may be required 
to ensure all children’s needs are met, for example, children with medical considerations or those requiring 1:1 
guidance. When required, Individual Development Plans are created. These document strategies used to meet 
the unique needs of children, or small groups of children. These are made available to all educators, and are 
reflected upon during Staff Meetings. 
 

• Monthly Staff Meetings include a standing agenda item where educators are invited to reflect on the current 
needs of the children and challenges of the environment, allowing team reflection and planning regarding 
supervision strategies. 

• Rosters are carefully planned to ensure continuity of care and adequate supervision at all times when children 

are being cared for and educated in the service and on excursions. 

 
• Service 'best practice' requires a Diploma or above qualified educator be present in each active play space to 

ensure educator skills, knowledge and experience are distributed throughout the service. Educators who are 
under 18 years of age must be supervised at all times and are made aware of this requirement during induction. 

• Students, visitors and volunteers must be supervised at all times and are made aware of this requirement during 

induction or visitation. 

 
• Effective supervision takes into account the number of children, their ages and abilities, the group composition 

and dynamics, the area of play, and the activity (e.g. water play). If educators need to leave the area for any 
reason (e.g. collect a resource, go to the bathroom), they must first check with the Outdoor Board Person during 
combined room play times, or whilst indoors, communicate amongst themselves to ensure ratio and effective 
supervision is maintained. Educators’ rest pauses are taken when rostered or when it is safe to do so. 

• Educators will position themselves to maximise their view of the environment and the children’s play. Educators 

must actively scan the environment at all times, even while interacting with individuals or small groups. 

Educators are aware of high supervision areas, see Supervision Maps attachments. 

• Educators must not perform other duties while responsible for the supervision of children e.g. laminating, typing 

observations. 
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• Sleeping children are always within sight and hearing distance of an educator. The viewing window to the 

cot room is kept clear of obstruction. Educators enter the cot room and check on sleeping children every 10 

minutes and initial the Sleep and Rest Register. Children who are suspected to be unwell, are checked more 

frequently. If needed, the Explorers Room also have access to a baby monitor when outdoors to maintain 

supervision of sleeping children between physical checks. 

• Educators receive training in correct nappy changing and toileting procedures, ensuring children are never left 

unattended on the change table, and that the educator keeps one hand on the child at all times they are on the 

table. There is always a minimum of one educator present when supporting children with toileting/hygiene 

routines. Educators performing nappy changing cannot also supervise children using the toilets, instead this 

would require a minimum of two educators. 

• The service uses a suite of information technology to record children’s enrolment information and attendance 

data. The Xplor Home application is available on the iPads in the foyer of the service and is used by families to 

sign their child into and out of the service. In addition to this program, Xplor Office and Playground are programs 

that can be used by the Nominated Supervisor/Responsible Person to confirm that children have been signed 

in/out of the service or to sign children in/out of the service if this process hasn’t been completed. 

• The service uses an outdoor roll to mark the children’s attendance on arrival. The number of educators and 

children present are monitored to ensure we are compliant with ratio requirements, and this is then used in 

conjunction with head counts during transitions to ensure all children are present and accounted for. One 

educator is responsible for managing this roll. This roll includes all children from the Discoverers, Investigators 

and Inventors Rooms as they all share the same outdoor space. Educators mark the children as either Present 

or Absent. The outdoor roll is then used during the afternoon to cross children off as they leave for the day. 

• The Explorers staff take their Room Roll outside with them of a morning and mark the children as Present or 

Absent. They also take the roll out in the afternoon and cross children off as they leave for the day. 

• Each room also records attendance information on individual room rolls. Educators mark the children as either 

Present or Absent. These rolls are then used by the Nominated Supervisor/Responsible Person to cross match 

the attendance records on the Xplor Office/Playground program prior to the information being submitted 

through the Child Care Subsidy System (CCSS). 

• At the end of each day, educators must check the whole premises including outdoors (including shed) and 

indoors (including cot room) to ensure that no child remains on the premises after the Service closes. 

• If there are children still present at the Service at 6.00pm, the Nominated Supervisor or Responsible Person will 

contact the parents immediately. If we are unable to contact the parent, the authorised nominees will be 

contacted. If a parent or authorised nominee cannot be contacted and the child is still present at the service at 

6.30pm then the Nominated Supervisor or Responsible Person will contact the Nominated Supervisor and/ or 

the Assistant Director. The Police will then be contacted to inform them of the circumstances and seek their 

advice. The two educators that are rostered on the closing shift are to remain at the service with the child until 

the parent/authorised collection contact arrives or until Police advise of further instructions. 

• The Nominated Supervisor or Responsible Person checks that all children have been signed out using the Xplor 

programs. If a child has not been signed out, the outdoor roll/room roll will be cross checked, and educators 

will be asked to confirm if the child has left. If an educator(s) is aware that the child has left the Service safely, 

the Nominated Supervisor or Responsible Person will sign the child out and the parents will be reminded, when 

the child next attends, that they must sign their child out. 

• If it is discovered that a child is not in the Service, not signed out, and educators are unsure of their departure, 

the family will be contacted immediately to confirm the child’s whereabouts. If the child is not in the parents’ 

care, the Service will contact the Police immediately to inform them of the circumstances and to seek advice. 

The service will also contact the Regulatory Authority as soon as possible and within the required timeframe. 
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Attachments 

• Indoor Play Space Supervision Plan 

• Outdoor Play Space Supervision Plan 
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Policy Review 

The Service encourages staff and parents to be actively involved in the review of each of its policies and procedures. 

In addition, the Service will accommodate any new legislative changes as they occur and any issues identified as part 

the Service’s commitment to quality improvement. The Service consults with relevant recognised authorities, where 

necessary, as part of the review to ensure the policy contents are consistent with current research and contemporary 

views on best practice. 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Indoor Play Space Supervision Plan 

 BATHROOMS 
– WET, SOAPY 
FLOORS – SLIP 
HAZARD – 
CHEMICAL 
STORAGE 

 

 LAUNDRY – 
NO CHILD 
ACCESS – 
MEDICATION, 
CHEMICALS, 
WASHER/ 
DRYER 

 

 DOORWAYS – 
LOCK IN OR 
OUT 

 

 STORAGE 
CUPBOARDS – 
RESOURCE 
AND BEDS – 
ENTRAPMENT. 

 

 POSSIBLE 
BLIND SPOTS. 
 Note: More 
blind spots can 
become 
evident as 
resources are 
relocated – 
requires 
constant 
reflection. 



 

 

 
 

Outdoor Play Space Supervision Plan 

• Aware of children’s varying abilities regarding assessing risk – use leading questions eg. Do you think they are good shoes for climbing? 

• Upon delivery and collection, be mindful of older siblings’ movements in service – Must stay with parents, slow down near smaller children, Only adults open doors. 

• Hat racks moved indoors/outdoors, depending on routine, so not impeding vision of doors. 

• Educate parents – they must come out of the building to collect child/drop off child, not stand with door ajar to say goodbye/hello. 

• Mindful of impacts of weather:  Rain slippery surfaces, water pooling; Cold – dew-slippery; Heat – bike track, Astro turf, swing seats, slide. 


