
CORONAVIRUS (COVID-19) MANAGEMENT 
POLICY      
(Effect ive f rom 10 August  2021)  

Introduc)on 

COVID-19 is a new strain of coronavirus that was originally idenMfied in Wuhan, Hubei Province, China in 

December 2019. The World Health OrganizaMon (WHO), has declared that COVID-19 outbreak as a 

‘pandemic’- a Public Health Emergency of InternaMonal Concern (effecMve 11 March 2020). This is 

mainly due to the speed and scale of transmission of the virus in countries around the world, including 

Australia.  

COVID-19 is transmiZed from someone who is infected with the virus to others in close contact through 

contaminated droplets spread by coughing or sneezing or by contact with contaminated hands or 

surfaces. According to Department of Health, the Mme of exposure to the virus and when symptoms first 

occur is anywhere from 2-14 days.  

Symptoms can range from a mild illness, similar to a cold or flu, to pneumonia. People with COVID-19 

may experience: 

o fever 
o flu-like symptoms such as coughing, sore throat and faMgue 
o shortness of breath 

The Australian Government is constantly updaMng the current status of COVID-19 including health 

recommendaMons, travel restricMons, and a vast collecMon of resources and informaMon to help people 

make informed decisions.  

As this informaMon is changing rapidly, our Service is monitoring health alerts and implemenMng 

measures suggested by key health experts to minimise the transmission of COVID-19. 

Our Service has a range of comprehensive policies in place to guide best pracMce in relaMon to health 

and safety, dealing with infecMous diseases and maintaining a child safe environment. Our duty of care 

and responsibiliMes to children, parents, families and all staff to provide a safe environment is of utmost 

importance. 

The evolving nature of COVID-19 and the unprecedented steps required to protect our community as 

recommended by the Australian Government, has resulted in the development of a specific policy to 

assist our Service manage this pandemic. 

This policy will change as required to ensure the protecMve measures against COVID-19 as advised by 

our government are implemented by our Service.  
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https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert#current-status


Please note: RestricMons in various jurisdicMons can be found as they become available- COVID-19 

informaMon for the early childhood educaMon and care sector 

NATIONAL QUALITY STANDARD (NQS) 

RELATED POLICIES 

 QUALITY AREA 2:  CHILDREN’S HEALTH AND SAFETY

2.1.1 Wellbeing and 
comfort 

Each child’s wellbeing and comfort is provided for, including appropriate 
opportuniMes to meet each child’s needs for sleep, rest and relaxaMon.

2.1.2
Health pracMces 
and procedures 

EffecMve illness and injury management and hygiene pracMces are promoted 
and implemented.

2.2 Safety Each child is protected. 

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS

77 Health, hygiene and safe food pracMces

85 Incident, injury, trauma and illness policies and procedures 

86 NoMficaMon to parents of incident, injury, trauma and illness 

87 Incident, injury, trauma and illness record 

88 InfecMous diseases 

90 Medical condiMons policy

93 AdministraMon of medicaMon

162 Health informaMon to be kept in enrolment record

168 EducaMon and care service must have policies and procedures

173 (2)(g)
Prescribed informaMon to be displayed- centre based service and family day care service, a 
noMce staMng that there has been an occurrence of an infecMous disease at the premises or 
venue 
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https://www.dese.gov.au/covid-19/childcare
https://www.dese.gov.au/covid-19/childcare


PURPOSE 

Our Service will minimise our staff and children’s exposure to COVID-19 by adhering to all recommended 

guidelines from the Australian Government- Department of Health and local Public Health Units to slow 

the spread of the virus. We will implement pracMces that help to reduce the transmission of the virus 

including the exclusion of any person (child, educator, staff, parent, visitor or volunteer) that is 

suspected or has tested posiMve to having COVID-19. Our Service will implement effecMve hygiene 

pracMces as per our exisMng policies and procedures and increase the frequency of cleaning and 

disinfecMng high touch areas as per SafeWork Australia recommendaMons. 

Our Service will provide up-to-date informaMon and advice to parents, families and educators sourced 

from the Australian Government, Department of Health and state Ministry of Health about COVID-19 as 

it becomes available. RecommendaMons and health measures mandated by the Federal Government 

Department of Health will be strictly adhered to at all Mmes.  

As recommended, our Service has a COVID-19 Safety Plan in place and a copy is available on our 

premises at all Mmes. We are a COVID Safe business and are registered with our Victorian Government. 

SCOPE 

This policy applies to children, families, staff, management, and visitors of the Service. 

 

IMPLEMENTATION 

Our Service is commiZed to minimise the spread of the COVID-19 virus by implemenMng 

recommendaMons provided by the Australian Government- Department of Health and Safe Work 

Australia.  

Our Service implements procedures as stated in the Staying healthy: Preven&ng infec&ous diseases in 

early childhood educa&on and care services (Figh EdiMon) developed by the Australian Government 

NaMonal Health and Medical Research Council as part of our day-to-day operaMon of the Service.  

Control of InfecMous Diseases Policy 

Family CommunicaMon Policy  
Hand Washing Policy  
Health and Safety Policy  
ImmunisaMon Policy  
Incident, Injury, Trauma and Illness Policy 
InteracMons with Children, Families and Staff 
Policy

Medical CondiMons Policy  
Nappy Change & ToileMng Policy  
Payment of Fees Policy 
Privacy and ConfidenMality Policy 
Physical Environment Policy  
Sick Children Policy  
Work Health and Safety Policy 

 3
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We are guided by explicit decisions regarding exclusion periods and noMficaMon of any infecMous disease 

by the Australian Government- Department of Health and local Public Health Units in our jurisdicMon 

under the Public Health Act. COVID-19 is a noMfiable condiMon in all states and territories of Australia. 

The Public Health Unit may contact the Approved Provider in the event of any child, educator, staff 

member or visitor who has aZended our Service, and has tested posiMve to COVID-19. Contact tracing 

will be conducted by the PHU and further advice provided. 

This policy must be read in conjuncMon with our other Service policies: 

o Sick Children Policy  

o Incident, Injury, Trauma and Illness Policy  

o Medical CondiMons Policy 

o Handwashing Policy 

o Health and Safety Policy 

o InteracMons with Children, Families and staff Policy 

o Payment of Fees Policy 

Minimising the transmission of COVID-19 

Risk Management  

Parents, carers and visitors (including contractors) must check in to the early childcare or OSHC service 

using the Service Victoria QR code from June 10, 2021. Educators, staff and children do not need to use 

NaMonal Coronavirus (COVID-19) Health InformaMon Line

1800 020 080 
Call 131 450 for transla)ng and interpre)ng service

Health Direct 
1800 022 222

Public Health Unit- Local state and territory health departments
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https://www.health.gov.au/about-us/contact-us/local-state-and-territory-health-departments


the QR code. ECEC services are required to collect informaMon on all staff, children and visitors to the 

service as part of their compliance with NaMonal RegulaMons.  

Our Service has effecMve and systemaMc risk management processes in place to idenMfy any possible 

risks and hazards to our learning environment and pracMces related to COVID-19.  Where possible, we 

have eliminated or minimised these risks as is reasonably pracMcable. Control measures are reviewed in 

consultaMon with staff members. Due to the constant changes in managing our Service during the 

pandemic, our approach to risk management is ongoing and fluid. 

EffecMve 6 April 2020 the Australian Health Protec&on Principal Commi=ee made recommendaMons to 

the general public to help manage the spread of COVID-19. These measures include implemenMng good 

hygiene, self-isolaMon and social distancing.  

Amendments to this statement have been updated regularly and include recommendaMons for risk 

miMgaMon measures such as: 

- exclusion of unwell staff, children and visitors 

- reducing mixing of children by separaMng cohorts  

- enhanced personal hygiene for children, staff and parents 

- full adherence to the NHMRC childcare cleaning guidelines and cleaning and disinfecMng high 

touch surfaces at least twice daily, washing and laundering play items and toys 

- providing informaMon and posters about COVID-19 vaccinaMon roll out and  

- recommending influenza vaccinaMon for children, staff and parents. 

Parents of children with a current Asthma AcMon Plan are advised to update this if needed in 

consultaMon  

with their child’s health care professional. Updated plans should be provided to management for  

distribuMon to relevant staff members. (Asthma Australia). 

Staff with compromised immune systems are also requested to seek medical advice whilst working in 

early educaMon and care during the pandemic. The AHPPC reiterates the need to pracMse physical 

distancing, pracMse good cough and hygiene and consider downloading the COVIDSafe app.  

(AHPPC Statement 6 July 2020)  

Infec)on Control Training 

We strongly recommend that all staff and families receive the COVID-19 vaccinaMon as their eligibility to 

receive the vaccine becomes available. Seasonal influenza vaccinaMons are provided for staff. 
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https://www.health.gov.au/news/australian-health-protection-principal-committee-ahppc-coronavirus-covid-19-statement-on-3-april-2020
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https://www.health.gov.au/news/australian-health-protection-principal-committee-ahppc-statement-on-recommendations-for-managing-of-health-risk-as-covid-19-measures-lift


Hygiene prac)ces 

Our Service will ensure signs and posters remind employees and visitors of the risks of COVID-19 and the 

measures that are necessary to stop its spread including hand washing and hand rub procedures and 

informaMon about COVID-19. hZps://www.dese.gov.au/covid-19/childcare 

These will also be communicated to families through email, newsleZers and social media. Alcohol-based 

hand saniMser will be kept out of reach of young children and only available for adults to use. If parents 

decide to apply this to their child, they must supervise the child to avoid rubbing it into their eyes or a 

child swallowing the gel/liquid. Our Service will supply disposable Mssues and have bins available with 

plasMc liners available in several locaMons for disposing used items.  

InformaMon provided to families may include: 

o symptoms of COVID-19 

o transmission of the virus 

o self-isolaMon and exclusion 

o prevenMon strategies- including hand hygiene and self-isolaMon 

o contact details for health assistance 

o CCS and ACCS informaMon 

o Public Health Orders (if required) 

o Wearing of face masks  

The Approved Provider, Nominated Supervisor, educators, staff, families and visitors will comply 
with the following: 

Exclusion/ Self-isola)on/ Self-quaran)ne 

Our Service has an obligaMon to ensure the health and safety of employees, children and visitors in our 

workplace, so far as reasonably pracMcable. We may therefore collect informaMon from visitors about 

their potenMal exposure to COVID-19 in order to idenMfy, assess and control risks of infecMon in line with 

Department of Health guidelines. InformaMon collected will only be viewed by designated staff members 

and will be stored securely. To comply with privacy laws, personal informaMon will only be disclosed on a 

‘need to know’ basis to the Public Health Unit to prevent and manage COVID-19 if required. (ACTU 

Privacy at work) 

o any person who has been in close contact with someone who has a posiMve diagnosis must self-

isolate for 14 days and follow the instrucMons of your state/territory Health department and 

authorised contact tracers. (see: QuaranMne for coronavirus (COVID-19) 
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https://www.safeworkaustralia.gov.au/doc/signage-and-posters-covid-19
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https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert/how-to-protect-yourself-and-others-from-coronavirus-covid-19/quarantine-for-coronavirus-covid-19


o household members of a person who has a confirmed case (including children) of COVID-19 

must also be isolated from the childcare service and general public and follow instrucMons by 

Public Health 

o the Public Health Unit will provide further informaMon on a case-by-case basis as to the length 

and place of isolaMon (see: COVID-19 self-isolaMon) 

o in the event of a staff member, parent, child or visitor being diagnosed with COVID-19 the Public 

Health Unit will conduct contact tracing and provide further advice to our Service as required 

o any person (employee, enrolled child, parent, caregiver, visitor or contractor) who is displaying 

symptoms such as: fever, coughing, sore throat, fa)gue and shortness of breath, should be 

tested either by visiMng a free COVID-19 respiratory clinic to arrange a test for COVID- 19 and 

not aZend our Service under any circumstance un)l they receive a nega)ve test result. 

Implement effec)ve hygiene measures 

The naMonal campaign Help Stop The Spread and Stay Healthy, launched by the Australian Government 

has emphasised that effecMve handwashing is a vital strategy to help reduce the spread of the COVID-19 

virus. Handwashing with soap and water for at least 20 seconds whenever you cough, sneeze or blow 

your nose, prepare food or eat, touch your face or use the toilet is recommended. 

Our Service will adhere to NaMonal RegulaMon requirements and Government guidelines to ensure all 

educators, children, families and visitors to the Service implement best pracMce.  

Department of Health units in states/territories may introduce various measures to help slow the spread 

of coronavirus during the pandemic.  

Our Service will ensure: 

o all employees, parents, children and visitors must wash their hands with soap and water or 

use the alcohol-based hand saniMser provided upon arrival to the Service  

o a workplace aZendance register is maintained for all staff, parents, visitors at all Mmes 

(including contact phone numbers) as per NaMonal RegulaMons 

o hands must be thoroughly dried using disposal paper and disposed of in the bin provided 

o disposable Mssues must be used to wipe noses, eyes or mouths and disposed of in the bin 

provided immediately ager use 

o hands must be washed following the use of Mssues 

o hands must be washed thoroughly using soap and water before and ager using the toilet 
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https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert/how-to-protect-yourself-and-others-from-coronavirus-covid-19/self-isolation-self-quarantine-for-coronavirus-covid-19


o cough and sneeze eMqueZe must be used- cover your cough and sneeze with your hand or 

elbow 

o educators and staff must adhere to our Handwashing Policy at all Mmes 

o children are supervised when washing hands 

o educators and staff must adhere to effecMve food preparaMon and food handling procedures 

o educators will wash their hands or use alcohol-based saniMser, before wearing gloves and 

wash their hands ager wearing gloves 

o educators and staff must adhere to our Health and Safety Policy for cleaning and disinfecMng 

surfaces and equipment (such as toys, puzzles, outdoor toys, bedding, playdough etc) as per 

Staying healthy: Preven&ng infec&ous diseases in early childhood educa&on and care 

services recommendaMons 

o staff will maintain a cleaning register of all surfaces and equipment conducted 

o equipment, resources and surfaces including high-touch surfaces- taps, door handles, light 

switches, nappy change areas, toys, keyboards and laptops/iPads will be cleaned more 

frequently as required using detergent and water followed by disinfectant 

o cleaning contractors hygienically clean the Service to ensure risk of contaminaMon is 

removed as per Environmental Cleaning and DisinfecMon Principles for COVID-19 or Cleaning 

and disinfecMng ager a confirmed case of coronavirus (COVID-19) factsheet   

o washroom faciliMes for employees have adequate supplies of soap, toilet paper and alcohol-

based saniMser 

Social/Physical distancing in childcare 

Social or physical distancing is important because COVID-19 is most likely spread from person-to-person 

through close contact with a person while they are infecMous, close contact with a person with a 

confirmed infecMon who coughs or sneezes or from touching objects or surfaces (such as door handles 

or tables) contaminated from a cough or sneeze from a person with a confirmed infecMon and then 

touching your nose or mouth. (source: Australian Government Department of Health. Coronavirus disease)  

Social or physical distancing in early childhood educaMon and care is not feasible for educators to 

perform their job, however we will implement measures to minimise the risk of exposure as reasonably 

prac-cable.  

Early Childhood EducaMon and Care services are not subject to restricMons on how many people (adults 

or children) can be on the premises at one Mme.  Our Service will encourage educators to apply physical 
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https://www.health.gov.au/sites/default/files/documents/2020/03/environmental-cleaning-and-disinfection-principles-for-covid-19.pdf
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distancing measures where possible and not gather in groups or encourage groups of parents to 

congregate.   

To reduce the spread of COVID-19 parents are reminded of the following: 

o if your child is sick, do not send them to our Service  

o do not visit our Service if you or another family member is unwell 

o saniMse your hands at regular intervals throughout the day  

o avoid physical contact with other people who may be sick- such as older people and people with 

exisMng health condiMons  

o clean and disinfect high touch surfaces regularly (door handles, car seats, mobile phone, toys, 

dummies) 

o promote strictest hygiene measures when preparing food at home and at the Service 

To minimise the risk of exposure to COVID-19 our Service will: 

o undertake a risk assessment to idenMfy potenMal risks and miMgate with consideraMon risks to 

children and staff 

o revisit the risk assessment whenever new risks or potenMal risks are idenMfied and adjust our 

management plan 

o restrict the number of visitors to our Service (including students, delivery of goods) 

o display QR code posters in various locaMons to avoid congregaMons of parents at peak 

Mmes of the day (e.g., foyer, building, fence line) 

o provide a separate area for families who need to complete addiMonal paperwork such as 

medicaMon forms 

o restrict the number of educators using the staff room at any one Mme 

o reduce mixing of children by separaMng cohorts (including staggering meals and play Mmes) 

o where possible, outdoor play will be promoted within our Service to provide children with 

addiMonal personal space 

o large groups will be monitored to provide flexible learning to ensure groups are smaller in both 

the indoor and outdoor environment 

o mixing of staff and children between rooms should be avoided where possible 

o office staff should, where reasonable pracMcal use separate areas or separate themselves as 

much as possible from one another 

o increase venMlaMon within the Service  
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o ensure cots, mats, cushions, highchairs etc are posiMoned at least 1.5 metres apart 

o seat children at opposite ends of a table when playing and eaMng 

o staff should serve children food and avoid children to self-serve from a shared plate 

o avoid any situaMon when children are required to queue- waiMng their turn to use bathroom for 

handwashing or toileMng, waiMng their turn to use a piece of equipment etc. 

o contact parents of children who have chronic medical condiMons or immunosuppression as they 

may be at an increased risk of disease and require addiMonal support/care 

o conduct COVID-safe risk assessments for any group ouMngs to public places (excursions to local 

shops, schools, libraries) 

o conduct COVID-safe risk assessments for any large group celebraMons and abide by your state/

territory restricMons for groups size, square metre allowance and other measures 

o communicate with parents and families the risk miMgaMon strategies to be adhered to during 

any group celebraMons 

Suspected cases of COVID-19 at our Service 

As per our Sick Child Policy we reserve the right to refuse a child into care if they: 

o have a contagious illness or infecMous disease  

o have been in close contact with someone who has a posiMve confirmed case of COVID-19 

o are unwell and unable to parMcipate in normal acMviMes or require addiMonal aZenMon 

o have had a temperature/fever, or vomiMng in the last 24 hours 

o have had diarrhoea in the last 48 hours 

o have been given medicaMon for a temperature prior to arriving at the Service 

o have started a course of anM-bioMcs in the last 24 hours  

If a child becomes ill whilst at the Service, educators/staff will respond to their individual symptoms of 

illness and provide comfort and care. The child will be cared for in an area that is separated from other 

children in the service to await pick up from their parent/carer. 

Educators will take the child’s temperature. If the temperature is above 37.5°C parents will be contacted 

and required to collect their child within 30 minutes. If they are unable to collect their child, an 

emergency contact person/authorised nominee will be contacted, and they must collect your child 

within 30 minutes.  

Educators will aZempt to lower the child’s temperature by: 

o removing excessive clothing (shoes, socks, jumpers) 
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o encourage the child to take small sips of water 

o move the child to a quiet area where they can rest whilst being supervised 

Educators will wear disposable gloves and a face mask to avoid possible contaminaMon. All items/

resources touched by the child will be cleaned and disinfected to avoid possible cross contaminaMon. 

Educators will keep accurate records of the child’s temperature, Mme taken, Mme parent/s were 

contacted, staff member’s name and Mme of collecMon. 

All informaMon will be recorded in our Incident, Injury, Trauma and Illness Record. Parents will be 

required to sign this record upon collecMon of their child. 

Parents are reminded to ensure their contact details are current and emergency contact details are 

updated if required. 

Our Service also reserves the right to prevent employees, parents, family members or visitors to enter 

our premises if the Approved Provider or Nominated Supervisor suspects instances of COVID-19 due to 

symptoms being displayed. 

No)fica)on 

The Approved Provider or Nominated Supervisor is mandated by law to noMfy the Public Health Unit on 

1800 020 080 of any confirmed case of COVID-19. In addiMon, the Approved Provider must also noMfy 

the Regulatory Authority in their state or territory within 24 hours. 

At all Mmes, privacy laws must be adhered to and informaMon about individuals must not be shared 

without permission.  

Talking to children about COVID-19 

As per our Interac&ons with Children, Families and Staff Policy, our Service is commiZed to maintaining 

posiMve interacMons and relaMonships with children and their families. InformaMon provided to children 

about COVID-19 will be age appropriate and sensiMve to their emoMonal wellbeing.  Educators will both 

acknowledge children’s concerns and be open to discussions about COVID-19.  

Educators will inform children about the virus and emphasise preventaMve measures such as 

handwashing, use of Mssues, cough and sneeze techniques and limiMng touching other children’s faces.  

Posters to demonstrate correct handwashing methods will be referred to and educators will model 

techniques. 

Children’s emoMonal well-being will be closely monitored by all educators and staff and any concerns 

communicated with parents and families. Children’s quesMons will be respected and supported. 

Staff will be supported in professional learning to help children deal with trauma related to COVID-19 

through resources, webinars and online modules. (Emerging Minds, beYou) 
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In the event of the Service being closed as a precauMon to limit the spread of the virus, informaMon will 

be provided to parents/families to help explain the situaMon to young children. 

Payment of Fees - Child Care Subsidy- CCS) 

As per our Payment of Fees Policy, fees are payable 2 weeks in advance of your child’s aZendance.  

CCS hourly rate caps will be adjusted from 12 July 2021 [see: Child Care Subsidy rates] 

Children must conMnue to meet immunisaMon requirements. 

Waiving of gap fees 

EffecMve Monday 19 July services within the VIC Local Government Areas that are subject to stay-at-

home orders can waive gap-fees for families of children that do not aZend early childhood educaMon 

and care services. The gap fee is the difference between the Child Care Subsidy (CCS) the Government 

pays to a service and the remaining fee paid by the family. 

Check the Australian Government Department of EducaMon, Skills and Employment website for further 

informaMon regarding the Local Government Areas subjected to stay at home orders.  

Waiving the gap-fee is at the discreMon of early educaMon and care services and at this Mme our Service 

will not be waiving gap fees for families during this lockdown period. [effecMve 16TH AUGUST] 

Child Care Safety Net – Addi)onal Child Care Subsidy (Temporary Financial Hardship) 

The Child Care Safety Net gives families and services extra support if they are vulnerable or 

disadvantaged or located in a regional or remote community. Families may be eligible for AddiMonal 

Child Care Subsidy (ACCS) due to temporary financial hardship, such as loss of income and be enMtled to 

access up to 100 hours of subsidised childcare per fortnight for up to 12 weeks. Families will need to 

apply for ACCS (Temporary Financial hardship) and update their acMvity levels through myGov. 

Children considered at risk 

Where a child is enrolled and is considered ‘at risk’ of serious abuse or neglect, our Service will refer the 

child or family to the appropriate support agency in order to comply with the legislaMve requirements.  

Allowable Absences from childcare- Local Area Emergency Declara)on 

Families can access 42 allowable absence days per child each financial year however, if a Local Area 

Emergency DeclaraMon is made, addiMonal absence days may be available to families if their child has 

used their 42 absence days. 

Check with your state/territory for further current informaMon. hZps://www.dese.gov.au/child-care-

package/ccp-resources-providers/help-emergency 
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What happens if our Service is forced to close? 

The decision to close our Service will be made, and advised, by relevant state and territory governments 

PHU or the Regulatory Authority. This may be due to a confirmed case of COVID-19 in our Service 

community. Should this occur, all families will be noMfied immediately via email and/or phone.  

The Approved Provider must noMfy the Regulatory Authority within 24 hours of any closure via the NQA 

IT System the Regulatory Authority for Work Health and Safety in their state/territory (Safe Work 

Australia) and the Department of EducaMon, Skills and Employment (DESE) in their state or territory. In 

addiMon, Services that need to temporarily close for COVID-19 related reasons must now also report 

closures (and re-openings) via your third party sogware or the Provider Entry Point (PEP).   

New South Wales and Australian Capital Territory:  NSWACT@dese.gov.au 
Victoria: CCSAssessments-VIC@dese.gov.au 
Queensland: CCSAssessments-QLD@dese.gov.au 
Western Australia: CCSAssessments-WA@dese.gov.au 
South Australia: ChildcareSA@dese.gov.au 
Tasmania: ChildcareTasmania@dese.gov.au 
Northern Territory: ChildcareNT@dese.gov.au 

Our Service will receive a ‘deep clean’ to ensure all areas are cleaned and disinfected as per Safe Work 

cleaning guidance. We will conMnue to keep families informed as to when we are expected to re-open as 

advised by the Public Health Unit.  

From 13 July 2020, should our Service be directed to shut down due to COVID-19, or a fire, flood or 

other local emergency, our standard local emergency procedures will be followed. AcMvaMng a period of 

local emergency will allow families access to addiMonal absences if the iniMal 42 absence days per child 

per financial year have been used. AddiMonal absences days claimed due to COVID-19 related reasons, 

do not require a medical cerMficate. 

Staff en)tlements if sick or suspected to have COVID-19 

Under workplace health and safety laws, our Service must ensure the health and safety of all 

employees.  

Confirmed COVID-19 

If an educator or staff member is confirmed to have COVID-19, they are unable to aZend the workplace 

and cannot return to work unMl they have completed a period of self-isolaMon of at least 14 days and 

receive a negaMve test result. Employees must make a declaraMon that they are fit for work and have no 

symptoms of COVID-19 for the past 72 hours (3 days). A doctor’s cerMficate or clearance is not required.  
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https://www.acecqa.gov.au/help/contact-your-regulatory-authority
https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
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mailto:NSWACT@dese.gov.au
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mailto:CCSAssessments-WA@education.gov.au
mailto:ChildcareSA@education.gov.au
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mailto:ChildcareNT@education.gov.au


Full and part-Mme employees who cannot aZend work due to illness can take paid sick leave. Employees 

who have no leave enMtlements remaining may be eligible to apply for Pandemic Leave Disaster 

Payment. 

As per our privacy obligaMons under the Privacy Act, the idenMty of a person with a confirmed case of 

COVID-19 will only be shared with Public Health and/or on a strictly ‘need to know’ basis. Access to 

personal or medical informaMon can only be shared with the consent of the employee. 

Caring for a family member or emergency 

If an employee cannot aZend work due to caring for a family member due to COVID-19, they are 

enMtled to take paid carer’s leave. Casual employees are eligible to have 2 days unpaid carer’s leave per 

occasion. See Fair Work Act for enMtlements for casual, part Mme and full-Mme employees. Reasonable 

evidence is required to jusMfy the absence. 

Self-isola)on due to travel or returning from interstate where borders are closed  

As per Australian Government’s new measures for COVID-19 effecMve 28 March 2020, any person 

returning from overseas will be mandated to isolate in a designated facility. The employee is not enMtled 

to be paid (unless they use paid leave enMtlements- annual leave.) Employees are not enMtled to use 

personal sick leave as they are not ‘sick’. Employers may choose to adopt an opMon to saMsfy both 

parMes. (See: Australian Business Lawyers and Advisors for further informaMon) 

Similarly, any person required to self-isolate due to travel restricMons within Australia are not enMtled to 

be paid. Employees may be eligible to access up to 2 weeks of Pandemic Leave Disaster Payment.  

Self-Isola)on Unpaid Pandemic Leave 

EffecMve 8 April 2020, employees who are required to self-isolate by government or medical authoriMes 

or acMng on advice of a medical pracMMoner may access unpaid pandemic leave. (Extended unMl 31 

December 2021). The agreement has to be in wriMng and the employer needs to keep it as a record. 

This leave provides employees with: 

• 2 weeks of unpaid pandemic leave 

• the ability to take twice as much annual leave at half their normal pay if their employer agrees. 

Self-Isola)on directed by Service 

Where an employee is directed by the Approved Provider to stay home and self-isolate as they have 

shown symptoms of a flu-like illness, and the employee is not sick and able to work, our Service will 

conMnue to pay the employee as per their contract. The employee will be requested to complete work 

from home negoMated with the Approved Provider.  
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https://coronavirus.fairwork.gov.au/coronavirus-and-australian-workplace-laws/pay-and-leave-during-coronavirus/sick-and-carers-leave#:~:text=Casual%2520employees%2520and%2520sick%252Fcarer's%2520leave&text=Casuals%2520who%2520get%2520sick%2520with,carer's%2520leave%2520on%2520each%2520occasion.
https://www.ablawyers.com.au/Resources/COVID-19-FAQs-guide
https://www.servicesaustralia.gov.au/individuals/services/centrelink/pandemic-leave-disaster-payment
https://coronavirus.fairwork.gov.au/coronavirus-and-australian-workplace-laws/flexibility-in-workplace-laws-during-coronavirus/unpaid-pandemic-leave-in-awards


Self-isola)on as a precau)on 

If an employee wants to stay home as a precauMon of contracMng COVID-19 they may nego)ate to take  

unpaid leave, annual leave or long service leave with Management.  

Waivers 

In the event of staff members requiring to self-isolate due to possible infecMon of COVID-19, the 

Approved Provider will apply to the Regulatory Authority for waivers for qualificaMons and/or raMos to 

minimise disrupMons to our provision of care. (Payment for waivers must be paid, however will be 

reimbursed by the regulatory authority) see: NGA ITS Portal Emergency Management Help Guide 

Communica)ng with families 

Our Service will establish conMnue regular communicaMon channels with families and share informaMon 

about COVID-19 as required. 

Due to the fluid nature of COVID-19 and the necessity of self-isolaMon for some staff members, our 

Service will endeavour to inform parents and families of any staff changes on a daily basis. 

Staff who have approved leave will be replaced with casual staff and families will be informed as per our 

usual pracMces to ensure conMnuity of care where possible. 

As restricMons conMnue to be liged across all states and territories, our risk miMgaMon measures may 

also be eased. Any changes to our current organisaMonal plans will be communicated clearly with 

families.  

Caring for our community 

We understand that the outbreak of COVID-19 and the constant amount of informaMon received 

through the media may be very stressful to young children and parents. The anxiety about this virus may 

be overwhelming and cause fear and anxiety to some people, especially children.   

Our Service is commiZed to conMnue to provide quality educaMon and care to all children and support 

families responsibly during this unprecedented challenge with the COVID-19 outbreak. 

Knowing how to look ager yourself, and others is very important during this crisis.  

We will promote a safe and supporMve environment by:  

o reassuring children they are safe  

o acknowledging and listening to children’s quesMons  

o promoMng and implemenMng hygiene rouMnes for handwashing and cough and sneezing 

o keeping regular and familiar rouMnes within our Service 

o ensuring children eat well throughout the day 

o engaging children in play, games and other physical acMviMes 
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https://www.acecqa.gov.au/sites/default/files/2020-07/NQA%2520ITS%2520Portal%2520Emergency%2520Management%2520Help%2520Guide.pdf


o being alert to children’s level of anxiety and provide quiet and relaxing acMviMes 

o ensuring children are provided with rest and sleep when needed 

o providing informaMon to families and support services as required 

Dr Michelle Dickinson- Video for kids about COVID-19 
hZps://youtu.be/OPsY-jLqaXM 
Emerging Minds- Talking to Children about Natural Disasters, TraumaMc Events or Worries About the 
Future 
hZps://emergingminds.com.au/resources/supporMng-children-during-the-coronavirus-covid-19-
outbreak/ 
Play School- Hello Friends! (A COVID-19 Special) 
hZps://www.abc.net.au/abckids/shows/play-school/covid-19/12114308 
UNICEF- How to talk to your child about COVID-19 
In Home Care Support Agency resources – Talking to children about COVID-19 
Asthma Australia- What does Coronavirus (COVID-19) mean for people with Asthma 

Disclaimer 
The informaMon contained in this ‘drag’ policy is based on current informaMon from the Australian Government 
Department of EducaMon, Skills and Employment, Australian Government Department of Health, Australian 
Government- The Treasury, Family Assistance Law and Fairwork Ombudsmen (10 August 2021)  

More informa)on and resources 

Australian Business Lawyers & Advisors 
Australian Government Department of EducaMon Skills and Employment- absences from child care due 
to local emergency 
Beyond Blue Coronavirius (COVID-19) SupporMng educators, children and young people 
CCS Helpdesk 1300 667 276 
Coronavirus (COVID-19) resources Australian Government 
COVID-19 InfecMon control training 
Emerging Minds Community Trauma Toolkit 
Fairwork Australia- Coronavirus and Australian workplace laws 
Healthdirect Coronavirus hub 
Home IsolaMon InformaMon 
InformaMon for people with a suspected case 
InformaMon for employers 
InformaMon on Social distancing 
Local state and territory health departments 

NSW Department of EducaMon Managing a confirmed case of COVID 19 
Raising Children  
Safe Work Australia  
Victoria State Government Coronavirus (COVID-19) advice for early childhood services 
Victoria Department of EducaMon and Training Health and safety advice for early childhood educaMon 
and care services in the context of coronavirus (COVID-19) 
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https://youtu.be/OPsY-jLqaXM
https://emergingminds.com.au/resources/supporting-children-during-the-coronavirus-covid-19-outbreak/
https://emergingminds.com.au/resources/supporting-children-during-the-coronavirus-covid-19-outbreak/
https://www.abc.net.au/abckids/shows/play-school/covid-19/12114308
https://www.unicef.org.au/blog/news-and-insights/march-2020/how-to-talk-to-your-children-about-coronavirus
https://ihcsupportagency.org.au/resources-for-families-during-covid-19/
https://asthma.org.au/blog/coronavirus-and-asthma-update/
https://www.ablawyers.com.au/Resources/COVID-19-FAQs-guide
https://www.dese.gov.au/child-care-package/ccp-resources-providers/help-emergency#toc-help-during-an-emergency
https://www.dese.gov.au/child-care-package/ccp-resources-providers/help-emergency#toc-help-during-an-emergency
https://beyou.edu.au/resources/news/covid-19-supporting-schools
https://www.health.gov.au/resources/collections/novel-coronavirus-2019-ncov-resources
https://www.health.gov.au/resources/apps-and-tools/covid-19-infection-control-training
https://emergingminds.com.au/resources/toolkits/community-trauma-toolkit/
https://www.fairwork.gov.au/about-us/news-and-media-releases/website-news/coronavirus-and-australian-workplace-laws
https://www.healthdirect.gov.au/coronavirus
https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert/how-to-protect-yourself-and-others-from-coronavirus-covid-19/self-isolation-self-quarantine-for-coronavirus-covid-19
https://www.health.gov.au/sites/default/files/documents/2020/03/coronavirus-covid-19-information-for-people-with-a-suspected-case_0.pdf
https://www.health.gov.au/resources/publications/coronavirus-covid-19-information-for-employers
https://www.health.gov.au/sites/default/files/documents/2020/03/coronavirus-covid-19-information-on-social-distancing.pdf
https://www.health.gov.au/about-us/contact-us/local-state-and-territory-health-departments
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/coronavirus/managing-cases-of-covid-19-in-ecec-services-flowchart.pdf
https://raisingchildren.net.au/guides/a-z-health-reference/coronavirus-and-children-in-australia
https://www.safeworkaustralia.gov.au/doc/physical-distancing-checklist-covid-19
https://www.education.vic.gov.au/childhood/Pages/coronavirus-advice-early-childhood.aspx#link1
https://www.education.vic.gov.au/Documents/about/department/covid-19/ec-health-and-safety-advice.pdf
https://www.education.vic.gov.au/Documents/about/department/covid-19/ec-health-and-safety-advice.pdf
https://www.education.vic.gov.au/Documents/about/department/covid-19/ec-health-and-safety-advice.pdf


Victoria Department of EducaMon and Training Coronavirus: Early Childhood EducaMon and Care Services 
IniMal Closure CommunicaMons CommunicaMon Pack 

Posters and Visuals 

COVID-19 coronavirus in pictures 

Manuela Moina- Children's book- "Hello! I am the Coronavirus" 

Posters for Temperature Screening 

  Poster for service entrance (pdf - 42.94kb) 

Poster for staff (pdf - 79.86kb) 

Poster for families (pdf - 54.42kb) 

NSW Health. COVID-19 symptoms and tesMng. (Reference re: fever and temperature) 

hZps://www.health.nsw.gov.au/InfecMous/covid-19/Pages/posters-and-print.aspx#symptoms 

State and Territory specific informa)on 

ACT Health- Latest informaMon about COVID-19 

NSW Health alert COVID_19 

Northern Territory Government Department of Health 

Queensland Health – Novel coronavirus (COVID-19) 

SA Health – Coronavirus disease 2019 (COVID-19) 

Tasmanian Government Department of Health – Coronavirus 

Victorian Government Department of Health and Human Services – Coronavirus disease (COVID-19) 

Western Australian Government Department of Health – Coronavirus (COVID-19) 

Source 

Australian Council of trade unions Coronavirus (COVID-19) Privacy at work hZps://www.actu.org.au/coronavirus 
Australian Children’s EducaMon & Care Quality Authority. (2014).  
Australian Government Department of Health Health Topics 
Australian Government Department of Health Coronavirus (COVID-19) advice for travellers hZps://
www.health.gov.au/resources/apps-and-tools/covid-19-infecMon-control-training 
Australian Government Fair Work Ombudsman Coronavirus and Australian workplace laws (updated 13 March 
2020) hZps://www.fairwork.gov.au/about-us/news-and-media-releases/website-news/coronavirus-and-australian-
workplace-laws 
Australian Government Department of EducaMon, Skills and Employment  
Australian Government Department of Health 
EducaMon and Care Services NaMonal RegulaMons. (2011).      
Fair Work Ombudsman Coronavirus and Australian workplace laws (2020) hZps://coronavirus.fairwork.gov.au/
coronavirus-and-australian-workplace-laws 

Guide to the EducaMon and Care Services NaMonal Law and the EducaMon and Care Services NaMonal RegulaMons. 
(2017). 
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https://www.education.vic.gov.au/childhood/Pages/closure-preparedness.aspx
https://www.healthdirect.gov.au/coronavirus-covid-19-in-pictures#how-to-avoid
https://660919d3-b85b-43c3-a3ad-3de6a9d37099.filesusr.com/ugd/64c685_319c5acf38d34604b537ac9fae37fc80.pdf?fbclid=IwAR1csdl6ul-eCLKSQKcUDb16gLojHjokmHgPnkdRJdbuudh7FPYzqgft90E
https://www.education.vic.gov.au/Documents/about/department/covid-19/EC_temp%2520check_poster_service.pdf
https://www.education.vic.gov.au/Documents/about/department/covid-19/EC_temp_check_poster_staff.pdf
https://www.education.vic.gov.au/Documents/about/department/covid-19/EC_temp%2520check_poster_parents.pdf
https://www.health.nsw.gov.au/Infectious/covid-19/Pages/posters-and-print.aspx#symptoms
https://health.act.gov.au/public-health-alert/updated-information-about-covid-19
https://www.health.nsw.gov.au/Infectious/diseases/Pages/coronavirus.aspx
https://health.nt.gov.au/news/coronavirus
https://www.health.qld.gov.au/clinical-practice/guidelines-procedures/diseases-infection/diseases/coronavirus
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/conditions/infectious+diseases/covid-19/covid-19
https://www.dhhs.tas.gov.au/news/2020/coronavirus_update
https://www.dhhs.vic.gov.au/coronavirus
https://www.healthywa.wa.gov.au/coronavirus
https://www.actu.org.au/coronavirus
https://www.health.gov.au/resources/apps-and-tools/covid-19-infection-control-training
https://www.health.gov.au/resources/apps-and-tools/covid-19-infection-control-training
https://www.fairwork.gov.au/about-us/news-and-media-releases/website-news/coronavirus-and-australian-workplace-laws
https://www.fairwork.gov.au/about-us/news-and-media-releases/website-news/coronavirus-and-australian-workplace-laws
https://www.fairwork.gov.au/about-us/news-and-media-releases/website-news/coronavirus-and-australian-workplace-laws
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653?query=((Repealed%253DN+AND+PrintType%253D%2522act.reprint%2522+AND+PitValid%253D@pointInTime(20200831000000))+OR+(Repealed%253DN+AND+PrintType%253D%2522reprint%2522+AND+PitValid%253D@pointInTime(20200831000000))+OR+(Repealed%253DN+AND+(PrintType%253D%2522epi.reprint%2522+OR+PrintType%253D%2522epi.electronic%2522)+AND+PitValid%253D@pointInTime(20200831000000)))+AND+Content%253D(%2522early%2522+AND+%2522childhood%2522)&dQuery=Document+Types%253D%2522%253Cspan+class%253D%2527dq-highlight%2527%253EActs%253C/span%253E,+%253Cspan+class%253D%2527dq-highlight%2527%253ERegulations%253C/span%253E,+%253Cspan+class%253D%2527dq-highlight%2527%253EEPIs%253C/span%253E%2522,+Search+In%253D%2522%253Cspan+class%253D%2527dq-highlight%2527%253EAll+Content%253C/span%253E%2522,+All+Words%253D%2522%253Cspan+class%253D%2527dq-highlight%2527%253Eearly+childhood%253C/span%253E%2522,+Point+In+Time%253D%2522%253Cspan+class%253D%2527dq-highlight%2527%253E31/08/2020%253C/span%253E%2522
https://coronavirus.fairwork.gov.au/coronavirus-and-australian-workplace-laws
https://coronavirus.fairwork.gov.au/coronavirus-and-australian-workplace-laws


Guide to the NaMonal Quality Standard. (2020) 
NaMonal Health and Medical Research Council. (2012). Staying healthy: Preven&ng infec&ous diseases in early 
childhood educa&on and care services.  
Public Health Act 2010  
Public Health Amendment Act 2017 
Public Health and Wellbeing RegulaMons 2019 Victoria  
The Australian ParenMng website Raisingchildren  hZps://raisingchildren.net.au/guides/a-z-health-reference/
coronavirus-and-children-in-australia 
Revised NaMonal Quality Standard. (2018). 
Safe Work Australia (2020)  

REVIEW 

POLICY REVIEWED AUGUST 2021 NEXT REVIEW DATE As required

JULY 2021

• Broken links to DESE/ Department of EducaMon Victoria repaired 
• Allowable Absences for 2021/22 updated 
• Gap fee waiver informaMon added 
• sources checked for currency

JULY 2021

• NSW mandatory use of Service NSW QR Code for check-in (12 July) 
• updates to Child Care Subsidy rates-(12 July) 
• NSW Government update- requirements for mask wearing in ECEC changes- 

now mandatory 
• DESE Gap Fee Waiver (effecMve 19 July) 
• addiMonal financial assistance for families- ACCS via Centrelink

JUNE 2021

Note: Services must make their own ‘best prac&ce’ decision regarding 
temperature assessment/tesMng (37.5°C -38°C for indicators of sick children) 
NSW and VIC Departments of EducaMon no longer advocate for temperature 
tesMng. 
• COVID-19 vaccinaMon recommendaMon added 
• extension of gap fee waiving- 31 Dec 21 
• extension of Pandemic Leave- 31 Dec 21 
• links to Pandemic Leave Disaster Payment added 
• allowable absences extended unMl 30 Jun 2021 
• links checked for currency and edited where required 
• removed references to recovery package, acMvity test details for CCS 
• InformaMon for families added- Keeping your child in care during COVID-19

MARCH 2021
• Amendment to mandatory QR Code for NSW ECEC services 
• minor edits 
• sources checked for currency

UPDATED 3 JANUARY

• Review of policy 
• links checked and updated to ensure currency 
• irrelevant informaMon deleted (TransiMon Payment etc) 
• minor edits

 18

https://raisingchildren.net.au/guides/a-z-health-reference/coronavirus-and-children-in-australia
https://raisingchildren.net.au/guides/a-z-health-reference/coronavirus-and-children-in-australia


UPDATED 25 NOVEMBER

• Mandatory digital check-in for businesses in NSW (effecMve 23 November) 
• border restricMons highlighted- Services must check regularly for changes in 

border closures 
• extension of changes to AcMvity Test 
• extension of Pandemic Leave 
• Deleted informaMon related to TransiMon Payment/ Leave 
• AddiMonal informaMon for NSW services- managing a confirmed case of 

COVID-19  
• Sources checked and edited where needed

UPDATED 13 AUGUST
• RecommendaMon of COVIDSafe Plan added 
• Workplace aZendance register 
• Border restricMons for Queensland services, NSW services

UPDATED 26 JULY
• DefiniMon of a fever as per Coronavirus Disease -CDNA NaMonal Guidelines 

for Public Health Units  
• Posters for NSW

UPDATED  
21 JULY

• InformaMon about JobKeeper deleted 
• email addresses for DESE for each state/territory added 
• IntroducMon of Victorian health orders to wear face covering in Melbourne 

CBD and Mitchell Shire 
• Temperature checks- informaMon and posters from Department EducaMon 

and Training Victoria 
• communicaMon pack for families added in case of forced closure 

(Department of EducaMon and Training Victoria)

UPDATED  
10 July

• updates re: border closures NSW/VIC and self-isolaMon requirements 
• waive of gap fees during forced closure or during Stage 3 or higher ‘stay at 

home’ restricMons 
• updates regarding service closures due to COVID-19 re: local emergency 

procedures 
• extension to pandemic leave 
• links to posters from DESE

UPDATED  
17 June

• Updates to AHPPC health recommendaMons 
• amendments to Payment of Fees 
• reintroducMon of CCS and ACCS from July 13 2020 
• changes to AcMvity Test for families 
• changes to absences updated 
• cessaMon of JobKeeper and introducMon of TransiMon Payment for services

UPDATED 
15 May

• Slight amendments to physical distancing requirements as per AHPPC 
guidelines 

• Updated health plan reminders 
• deleMon of resources no longer available/or moved 
• clarificaMon of resources covered in ‘no fee’ from parents 
• sick child addiMonal informaMon

UPDATED 
04 May

• Added a secMon at the top of page 5 relaMng to privacy laws 
• Updates from the April 30 review remain highlighted – see below 
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UPDATED 
30 April

• Risk assessment and risk management plan informaMon updated 
• ConsideraMon included for children with chronic medical condiMons or 

immunosuppression 
• Updated recommendaMons from Australian Health ProtecMon Principles 

CommiZee  
• AddiMonal informaMon related to ExcepMonal Circumstances Supplementary 

Payment 
• addiMonal resources for supporMng families and educators

UPDATED  
16 April

• AddiMonal informaMon for JobKeeper- nominaMon acceptance form 
• Fair Work Australia laws- direcMon to perform different duMes 
• Self-isolaMon and Pandemic leave  
• AddiMonal informaMon regarding children ‘at risk’ noMficaMon 
• AddiMonal resources added as highlighted

UPDATED 
5 April

• Major changes to Payment of fees related to CCS and ACCS 
• introducMon of Early Childhood EducaMon and Care Relief Package payments 

(effecMve 6 April) 
• introducMon of JobKeeper Payments 
• removal of ‘stand down’ informaMon 
• addiMon of Safe Work Australia suggesMons 
• amendment to return to work requirements for posiMve COVID-19 

employees requiring a medical cerMficate 
• addiMonal informaMon about staff travel to and from work

UPDATED 
28 March

• changes to reflect changes in periods of local emergency and absences 
• new isolaMon restricMons for people travelling interstate 
• small edits to leave enMtlements for staff 
• Fair Work informaMon added- employee enMtlements, stand down

UPDATED 
24 March

• updated effecMve 24 March 2020 
• changes due to Ministerial update re: increase in absences for children to 

receive CCS payments and CCS payments if services are forced to close 
• new informaMon for CCCF funding for COVID-19 
• modificaMon to staff requested to be isolated from Service due to flu-like 

symptoms 
• modificaMons of enMtlements relaMng to sick pay if employees are forced to 

be self-isolated 
• addiMonal resources for state/territory specific informaMon

16 March 2020 • original policy draged
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