
Copyright © Butler Creative Childcare Resources - www.bccr.com.au

For more information about how to use the resources or about bulk-buy discounts or customisation, 
 just drop us a line at info@bccr.com.au or visit www.bccr.com.au

Cut the confusion around NQS compliance for Family Day Care Educators.

The Department of Education and Training’s new Child Care and Early Learning Compliance Framework took 
effect 1 July 2016.

Their compliance powers will also be strengthened through inclusion of a new provision enabling the 
reassessment of the suitability of an approved provider at any time to ensure they continue to meet their 
ongoing eligibility requirements. The amended legislation includes strengthened enforcement options, penalties 
and sanctions that will apply to non-compliance with requirements and obligations for the new Child Care 
Subsidy and Additional Child Care Subsidy, whilst minimising regulatory burden.

The new Compliance Framework will have a strong focus on the prevention and deterrence of noncompliant 
behaviour, including undertaking random sampling to confirm data submitted by services and families.

As an Educator, even accidental non-compliance may be penalised - make sure your service is doing the right 
thing with our comprehensive Compliance Kit.

The Family Day Care Compliance Kit has all the forms and paperwork you need in one handy place. The record 
keeping books are in triplicate and duplicate so you only have to fill them out once and can keep a copy while 
sending a copy to the co-ordination unit or parents. 

What’s in the kit?

• Weekly Attendance and Sign-in 
Duplicate Book (50 sets) RRP 
$63.61

• Visitor Sign-in Duplicate Book (20 
sets) RRP $31.48

• Administration of Medication 
Record Triplicate Book (20 sets) RRP 
$43.69

• Incident, Injury, Trauma and Illness 
Record Triplicate Book (20 sets) RRP 
$43.69

• Excursion Risk Management 
Plan Duplicate Book (20 sets) 
RRP $31.48

• Receipt Book Duplicate Book 
A4 - 4 receipts per page (20 
sets) RRP $31.48

• All can be kept in the Lever 
Arch Folder supplied with the 
kit RRP $9.95

• ASK ABOUT OUR 
CUSTOMISATION SERVICE - 
YOUR LOGO - YOUR SERVICE 
DETAILS - BULK ORDERS ONLY

Who is this kit for?

• Family Day Care 
Educators

What are the benefits?

• Everything in one place,

• Less paperwork, 
photocopying and filing

• Keep evidence of record 
keeping to comply with 
the NQS,  regulations 
and the law.

RRP $249 inc GST - Postage extra 
(can be bought individually)

Kit comes in a handy ring binder to keep everything together
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For more information about how to use the resources or about bulk-buy discounts or customisation, 
 just drop us a line at info@bccr.com.au or visit www.bccr.com.au

Cut the confusion around NQS compliance for Family Day Care Educators. This is the individual booklet (or kit 
re-fill) for the Family Day Care Educator Compliance Kit Weekly Attendance and Sign-In Duplicate Book (50 sets).

Who is this book for?

• Family Day Care Educators

• Use in conjunction with the Family Day Care 
Compliance Checklist Diary

• Use in conjunction with the Weekly 
Programming and Reflection Diaries

What are the benefits?

• Evidence against the NQS

• Helps with Quality Improvement

• Less paperwork. photocopying, filing

• All in one place

• Tear out top copy for service admin, keep a copy

RRP $63.61 inc GST - Postage extra 
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CDO Visit:  Signature      Date: Time:  In Out

No of VACANT Places          MON       TUE      WED    THU      FRI      SAT      SUN

CODES:   EA Educator Absent      OC Own Child CA   Child Absent            SA   School Aged Child 

PH  Public Holiday          SC Sent Sick Child Home     CD    Casual Day, no Placement Agreement

MONDAY_________________________________

CODE Child’s Name Booked  
in/out

Time  
in Signature Time 

out Signature EXC

MONDAY_________________________________

CODE Child’s Name Booked  
in/out

Time  
in Signature Time 

out Signature EXC

 -        Rya Shala  9am-5.30pm 9am             5.30pm
 -        Joseph Butler    8.30am-5pm 8.30           4.55pm
OC       Holly Casey 7am-6pm    7am 6pm
CA      Taylor Smith 8.30am-6pm   - -
CD   Mimi Dali    -  8.30am                             6pm

The Best Practice FDC Resources Weekly Attendance and Sign-in Book makes it easy to make records of children’s 
attendance. There is an easy tear-off top copy for you to submit weekly to the service provider and a carbon copy which 
can stay in this book for the Educator’s records.  Staple parent receipts to this record so all are in one place. 

A: WEEKLY ATTENDANCE AND SIGN-IN BOOK

SIGN-IN FORM FOR WEEK ENDING SUNDAY ___________________________ I______________________________________have provided the below care

Educator Signature_________________________________________________

Example of the form in use

D Casey

SA  Steven Smith 3pm-6pm    3pm 6.10pm
SA  Charlotte Smith 3pm-6pm    3pm  6.10pm

SDali SDali

VShala VShala

1 11 3 7

This educator also cares for two School Aged children which she chooses to keep on a separate page so she has room to add 
casuals to the under 5s page when she has vacancies.

Parents of absent children can 
‘past sign’ the duplicate copy. 
In this case the parent was 
picking up school aged siblings 
so could sign for absent child.

Mark your vacant places 
so the FDC Scheme 
Administration can get an ‘at 
a glance’ picture of all of their 
Educators’ vacancies each 
week.

29 January 2016
23 January 2016

23 January 2016
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EXC 
By ticking this box I 
acknowledge that my 
child will be leaving 
the FDC service on an 
approved outing today.

Parents can quickly tick this box 
to acknowledge that a child will be 
leaving the service that day on an 
pre-signed, pre-approved outing  
(eg school pick-up or excursion).

score line
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2016-17 © Butler Creative (www.bccr.com.au) ABN: 48 795 501 176

Publisher of Butler Creative Childcare ResourcesTM and Best Practice FDC ResourcesTM

The material in this book, such as texts (excluding ACECQA NQF), graphics, images other material 
(collectively the “Material”) are protected by Australian and international copyright laws and remain the 
property of Butler Creative. You may not sell or modify the Material or copy, reproduce, display, upload, 
distribute or otherwise use the Material in any way for any public or commercial purpose.  
You may use this publication for your personal use provided you keep in tact all copyright and other 
proprietary notices.

Information in this book may contain technical inaccuracies or typographical errors. In no event shall Butler Creative be liable 
for any damages whatsoever, and in particular, Butler Creative shall not be liable for special, indirect, consequential, or incidental 
damages, or damages for lost profits, loss of revenue, or loss of use, arising out of or related to the this book or the information 
contained in it, whether such damages arise in contract, negligence, tort, under statute, in equity, at law or otherwise. 

IMPORTANT:  While Best Practice Family Day Care Resources will assist educators in meeting the standards, Family Day Care 
Educators should always refer to and abide by their own Scheme’s Policies & Procedures. 

Best Practice FDC Resources is a collaboration between Debra Casey and Leona Butler – who have come together to bring you 
quality solutions for your Family Day Care business. See more at bestpractice-fdc-resources.com.au and bccr.com.au

Best Practice FDC Resources is copyright of Butler Creative  © 2016-17
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No of VACANT Places          MON
  

      TUE 
  

     WED
    

   THU
   

     FRI
  

     SAT
 

 
 
     SUN

  

CODES:   EA Educator Absent      OC Own Child                         CA   Child Absent            SA   School Aged Child 

 PH  Public Holiday          SC Sent Sick Child Home     CD    Casual Day, no Placement Agreement

SIGN-IN FORM FOR WEEK ENDING SUNDAY_____________________

MONDAY_________________________________

CODE Child’s Name Booked  
in/out

Time  
in Signature Time 

out Signature EXC
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I____________________________________________have provided the below care

Educator Signature_________________________________________________

BEST PRACTICE 
FDC RESOURCES

TM

EXC 
By ticking this box I 
acknowledge that my 
child will be leaving 
the FDC service on an 
approved outing today.

TUESDAY_________________________________

CODE Child’s Name Booked  
in/out

Time  
in Signature Time 

out Signature EXC

WEDNESDAY_________________________________

CODE Child’s Name Booked  
in/out

Time  
in Signature Time 

out Signature EXC

THURSDAY_________________________________

CODE Child’s Name Booked  
in/out

Time  
in Signature Time 

out Signature EXC

FRIDAY_________________________________

CODE Child’s Name Booked  
in/out

Time  
in Signature Time 

out Signature EXC

SATURDAY_________________________________

CODE Child’s Name Booked  
in/out

Time  
in Signature Time 

out Signature EXC

SUNDAY_________________________________

CODE Child’s Name Booked  
in/out

Time  
in Signature Time 

out Signature EXC
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A4 Portrait - Duplicate 50 sets (for 50 weeks)
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Copyright © Butler Creative Childcare Resources - www.bccr.com.au

For more information about how to use the resources or about bulk-buy discounts or customisation, 
 just drop us a line at info@bccr.com.au or visit www.bccr.com.au

This is the individual booklet (or kit re-fill) for the FDC Compliance Kit Visitor Sign-In Duplicate 
Book (20 sets). Cut the confusion around NQS compliance for Family Day Care Educators. 

Use this record book to easily make records of visitors to the FDC residence or approved venue. 
There is an easy tear-off top copy for you to submit to your service provider and the coloured copy 
which can stay in this book for the Educator’s records. You are required to keep these records until 
the end of 3 years after the record was made.

• Use in conjunction with the Family Day Care Compliance Checklist Diary

• Use in conjunction with the Weekly Programming and Reflection Diaries

• Tear out top copy for service admin, keep a copy

RRP $31.48  inc GST - Postage extra 
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For more information about how to use the resources or about bulk-buy discounts or customisation, 
 just drop us a line at info@bccr.com.au or visit www.bccr.com.au

Use this record book to easily make records of visitors to 
the FDC residence of approved venue. There is an easy 
tear-off top copy for you to submit to your service provider 
and the coloured copy which can stay in this book for the 
Educator’s records. You are required to keep these records 
until the end of 3 years after the record was made.

Education and Care Services National Regulations

Current version for 1 March 2016 to date

Chapter 4  Part 4.7  Division 1  Subdivision 2  

Regulation 165 Record of visitors

(1) An approved provider of a family day care service must
take all reasonable steps to ensure that a record is kept
of all visitors to a family day care residence or approved
family day care venue while children are being educated
and cared for at the residence or venue as part of that
service.

(2) A family day care educator must keep a record of all
visitors to a family day care residence or approved family
day care venue while children are being educated and
cared for by the educator at the residence or venue as
part of a family day care service.

(3) The record of visitors must include the signature of the
visitor and the time of the visitor’s arrival and departure.

Review ACECQA’s comments on your obligations under 
the regulations and law. (ACECQA: Guide to the Education 
and Care Services National Law and the Education and Care 
Services National Regulations 2011- version June  2014)

Under the National Law enrolment and other documents, 
must to the extent practicable be kept at the education 
and care service premises, if they relate to the operation 
of the service, any staff member or child for the previous 
12 months. If not kept on the premises, they must be kept 
at a place readily accessible by an authorised officer, for 
example, the records are available online from the service 
premises.

B: Visitors to FDC Residence or Approved Venue Record
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The material in this book, such as texts (excluding ACECQA NQF), graphics, images other material (collectively the “Material”) are protected by Australian and international 
copyright laws and remain the property of Butler Creative. You may not sell or modify the Material or copy, reproduce, display, upload, distribute or otherwise use the Material 
in any way for any public or commercial purpose.  
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Butler Creative shall not be liable for special, indirect, consequential, or incidental damages, or damages for lost profits, loss of revenue, or loss of use, arising out of or related to 
the this book or the information contained in it, whether such damages arise in contract, negligence, tort, under statute, in equity, at law or otherwise. 

IMPORTANT:  While Best Practice Family Day Care Resources will assist educators in meeting the standards, Family Day Care Educators should always refer to and abide by their 
own Scheme’s Policies & Procedures. 

Best Practice FDC Resources is a collaboration between Debra Casey and Leona Butler – who have come together to bring you quality solutions for your Family Day Care business. 

See more at bestpractice-fdc-resources.com.au and bccr.com.au    Best Practice FDC Resources is copyright of Butler Creative  © 2016-17

Record of visitors to family day care residence or approved venue

Address of residence/venue:  

Date Name of visitor Address Phone number Reason for visiting Time in Time out Signature of visitor
Working with 
Children Number
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For more information about how to use the resources or about bulk-buy discounts or customisation, 
 just drop us a line at info@bccr.com.au or visit www.bccr.com.au

This is the individual booklet (or kit re-fill) for the Family Day Care Educator Compliance Kit Administration of 
Medication Record Triplicate Book (20 sets).

Use this record book to easily make records of children’s medications. There is an easy tear-off top copy for you 
to submit to parents and another copy for your service provider and the coloured copy which can stay in this 
book for the Educator’s records. You are required to keep these records until the end of 3 years after the child’s 
attendance.

As an Educator, even accidental non-compliance may be penalised - make sure your service is doing the right

• Use in conjunction with the Family Day Care Compliance Checklist Diary

• Use in conjunction with the Weekly Programming and Reflection Diaries

• Tear out top copy for parents, give a copy to service admin & keep a copy

RRP $43.69 inc GST - Postage extra 
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For more information about how to use the resources or about bulk-buy discounts or customisation, 
 just drop us a line at info@bccr.com.au or visit www.bccr.com.au

Use this record book to easily make records of children’s 
medications. There is an easy tear-off top copy for you 
to submit to parents and another copy for your service 
provider and the coloured copy which can stay in this book 
for the Educator’s records. You are required to keep these 
records until the end of 3 years after the child’s attendance.

The medication must be administered:

• from its original container before the expiry or use-by
date

• in accordance with any instructions attached to
the medication or provided by a registered medical
practitioner

• for prescribed medications, from a container that bears
the original label with the name of the child to whom it
is prescribed

• with a second person checking the dosage of the
medication and witnessing its administration

• details of the administration must be recorded in the
medication record.

In the case of a family day care service, or a service that 
is permitted to have only one educator, a second person 
is not required to check the dosage and witness the 
administration of the medication.

The National Regulations set out requirements for 
confidentiali y and the storage of medication records.

A child over preschool age may self-administer medication 
under the following circumstances:
• written authorisation is provided by a person with the

authority to consent to the administration of medication

• the medical conditions policy of the service includes
practices for self-administration of medication.

Review ACECQA’s comments on your obligations under 
the regulations and law. (ACECQA: Guide to the Education 
and Care Services National Law and the Education and Care 
Services National Regulations 2011- version June  2014)

Administration of medication

National Law: Section 167 (protection from harm and 
hazards)

National Regulations: Regulations 92–96, 178, 181–184

Medication (including prescription, over-the-counter and 
homeopathic medications) must not be administered to 
a child at a service without authorisation by a parent or 
person with the authority to consent to administration of 
medical attention to the child.

In the case of an emergency, it is acceptable to obtain verbal 
consent from a parent, or a registered medical practitioner 
or medical emergency services if the child’s parent cannot 
be contacted. In the case of an anaphylaxis or asthma 
emergency, medication may be administered to a child 
without authorisation. In this circumstance, the child’s 
parent and emergency services must be contacted as soon 
as possible.

C: Administration of Medication Record
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Administration of Medication Record
Child’s name:   Date of birth: Comments:

 To be completed by the parent/guardian To be completed by the educator when administered

Name of medication
Last 
administered

To be administered 
(or circumstances to 
be administered)

Dosage to be 
administered

Method of 
administration

Signature of parent/
guardian

Medication  
administered

Dosage 
administered

Method of 
administration

Name of educator 
administering

Signature of educator 
administering

Time Date Time Date Time Date
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For more information about how to use the resources or about bulk-buy discounts or customisation, 
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This is the individual booklet (or kit re-fill) for the Family Day Care Educator Compliance Kit Incident, Injury, 
Trauma and Illness Record Triplicate Book (20 sets). Cut the confusion around NQS compliance for Educators.

Our Incident, Injury, Trauma and Illness Record makes it easy to make and keep records. 

There is an easy tear-off top copy for you to submit to your service provider, a copy for the parents and the 
coloured copy which can stay in this book for the Educator’s records. You are required to keep these records until 
the end of 25 years after the record was made.

• Use in conjunction with the Family Day Care Compliance Checklist Diary

• Use in conjunction with the Weekly Programming and Reflection Diaries

• Tear out top copy for parents, give a copy to service admin & keep a copy

RRP $43.69 inc GST - Postage extra 

NEW!!
Updated with  

latest  
requirements
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The Best Practice FDC Incident, Injury, Trauma and Illness Record makes it easy to make and keep records.

Under the National Law enrolment and other documents, must to the extent practicable be kept at the education 
and care service premises, if they relate to the operation of the service, any staff member or child for the previous 
12 months. If not kept on the premises, they must be kept at a place readily accessible by an authorised officer, for 
example, the records are available online from the service premises.

Records required to be kept under an education law in relation to a preschool within a school may be used to satisfy 
the record-keeping requirements of the National Law or the National Regulations. This is consistent with the 
objective of the National Quality Framework to reduce regulatory burden.

Type of record: Incident, injury, trauma and illness record

Responsibility:  Approved provider and Family day care educator

Timeframe: Until the child is 25 years old

Reference: Regulations 87, 183

D: Incident, Injury, Trauma and Illness Record

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS

Current version for 1 March 2016 
Chapter 4  Part 4.2  Division 2  Regulation 87 - Incident, injury, trauma and illness record
(1) The approved provider of an education and care service must ensure that an incident, injury, trauma and illness record is kept in 
accordance with this regulation.

(2) A family day care educator must keep an incident, injury, trauma and illness record in accordance with this regulation.

(3) The incident, injury, trauma and illness record must include—

(a) details of any incident in relation to a child or injury received by a child or trauma to which a child has been subjected while 
being educated and cared for by the education and care service or the family day care educator, including—

(i) the name and age of the child; and

(ii) the circumstances leading to the incident, injury or trauma; and

(iii) the time and date the incident occurred, the injury was received or the child was subjected to the trauma;

(b) details of any illness which becomes apparent while the child is being educated and cared for by the education and care 
service or the family day care educator including—

(i) the name and age of the child; and

(ii) the relevant circumstances surrounding the child becoming ill and any apparent symptoms; and

(iii) the time and date of the apparent onset of the illness;

(c) details of the action taken by the education and care service or family day care educator in relation to any incident, injury, 
trauma or illness which a child has suffered while being educated and cared for by the education and care service or family day 
care educator, including—

(i) any medication administered or first aid provided; and

(ii) any medical personnel contacted;

(d) details of any person who witnessed the incident, injury or trauma;

(e) the name of any person—

(i)  whom the education and care service notified or attempted to notify, of any incident, injury, trauma or illness which a child 
has suffered while being educated and cared for by the education and care service or family day care educator; and

(ii) the time and date of the notifications or attempted notifications;

(f) the name and signature of the person making an entry in the record, and the time and date that the entry was made.

(4) The information referred to in subregulation (3) must be included in the incident, injury, trauma and illness record as soon as 
practicable, but not later than 24 hours after the incident, injury or trauma, or the onset of the illness.
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 DETAILS OF PERSON COMPLETING THIS RECORD

Name: .......................................................................................................................................................Position/role: ...................................................................................................................

Time record was made: ............................. am/pm  Date  ........... / .............../ ............... Signature: ....................................................................................................................................

  CHILD DETAILS

Surname:  ..............................................................................................  Given names:  ..................................................................................................................................................................

Date of birth:   ................ / .................../ ......................     Age:  ............................Gender:  .........................................  Room/group:  ..................................................................................

  INCIDENT / INJURY / TRAUMA / ILLNESS DETAILS

Location:  .............................................................................................................................................................  Time:  ................................  am/pm  Date:   ................. / ............. / .................

Name of witness:  ............................................................................................................ Signature:  .......................................................................... Date:   ................. / ........... / ..................

General activity and circumstances leading to the incident/injury/trauma/illness:  .......................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

Circumstances surrounding any illness including apparent symptoms: ... ..............................................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

Circumstances if child appeared to be missing or otherwise unaccounted for (incl duration, who found child etc):   .......................................................................

......................................................................................................................................................................................................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

Circumstances if child appeared to have been taken or removed from service or was locked in/out of service (incl who took the child, duration):

......................................................................................................................................................................................................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

Nature of injury/trauma/illness sustained:                                                                                                                                   Indicate on diagram the part of body affected

  ACTION TAKEN

Details of action taken, including first aid, administration of medication: ..............................................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

Medical Personnel or Emergency Services contacted: Yes / No    If yes, provide details: ..................................................................................................................................

NOTIFICATIONS (INCLUDING ATTEMPTED NOTIFICATIONS): 

Parent/guardian .......................................................................................................................................................................Time: ...............   am/pm Date::  ............/ ............/.................

Director/educator/coordinator .........................................................................................................................................Time: ...............   am/pm Date::  ............/ ............/.................

Regulatory authority (if applicable) ................................................................................................................................Time: ...............   am/pm Date::  ............/ ............/.................

 PARENTAL ACKNOWLEDGEMENT: 

I ........................................................................................................................................ have been notified of my child’s  incident / injury / trauma / illness.  (Please circle)
(name of parent/guardian)
                                                              Signature: ...................................................................................................................................................................  Date ............... / ............/ ................

Additional Notes /Follow Up: ........................................................................................................................................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

......................................................................................................................................................................................................................................................................................................................

18mm perf  

  Abrasion / Scrape

  Allergic reaction (not 
         anaphylaxis)

  Amputation

  Anaphylaxis

  Asthma / respiratory

  Bite wound

  Bruise

  Broken bone /dislocation

  Burn / sunburn

  Choking

  Concussion

  Crush / jam

  Cut / open wound

  Drowning (non-fatal)

  Electric shock

  Eye injury

  Infectious disease 
(incl gastrointestinal)

  High temperature

  Ingestion /inhalation 
         / insertion

  Internal injury / 
         Infection

  Poisoning

  Rash

  Respiratory

  Seizure /unconscious/ 
        convulsion

  Sprain / swelling

  Stabbing / piercing

  Tooth

  Venomous bite/ 
         sting

  Other  
         (please specify)

...................................................

...................................................

...................................................

Type of record:     Incident      Injury      Trauma      Illness
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For more information about how to use the resources or about bulk-buy discounts or customisation, 
 just drop us a line at info@bccr.com.au or visit www.bccr.com.au

Copyright © Butler Creative Childcare Resources - www.bccr.com.au

This is the individual booklet (or kit re-fill) for the Family Day Care Educator Compliance Kit Excursion Risk 
Management Plan Duplicate Book (20 sets) for Educators. 

FDC Resources Excursion / Outing Risk Management Plan makes it easy to make records of excursions and 
outings (including routine outings like school pick-ups).

Excursion / Outing Risk Management Plan

This needs to be submitted to the Family Day Care Co-ordination unit/office 7 to 14 days prior to the excursion 
date.

• Use in conjunction with the FDC Co-ordinator Excursion Approval Duplicate Book

• Tear out top copy for Co-ordinator or service admin & keep a copy

RRP $31.48 inc GST - Postage extra 

CAR
BON

COP
Y



The Best Practice FDC Resources Excursion / Outing Risk Management Plan makes it easy to make records of excursions 
and outings (including routine outings like school pick-ups). 

Excursion / Outing Risk Management Plan

This needs to be submitted to the Family Day Care Co-ordination unit/office 7 to 14 days prior to the excursion date.

Review the information below from the Department of Education and Training regarding your obligations for reporting.

(From the Australian Government, Department of Education and Training Factsheet Obligations and expectations of 
Family Day Care educators ) Oct 2013 - Updates Feb 2016

Keeping Records

Your service has an obligation to keep a range of records relating to the care provided within the service, under both the 
family assistance law and the National Law. This includes enrolment forms, evidence of insurance, and most importantly 
for you, the educator, sign-in sheets or attendance records - including approval for outings and excursions.

E: Excursion / Outing Risk Management Plan

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS - REG 102

Authorisation for excursions

(1) The approved provider of an education and care service must ensure that a child being educated and cared for by
the service is not taken outside the education and care service premises on an excursion unless written authorisation
has been provided under subregulation (4). Penalty: $1000.

(2) The nominated supervisor of an education and care service must ensure that a child being educated and cared
for by the service is not taken outside the education and care service premises on an excursion unless written
authorisation has been provided under subregulation (4) Penalty: $1000.

(3) A family day care educator must ensure that a child who is being educated and cared for by the educator as part
of a family day care service is not taken outside the residence or approved family day care venue on an excursion
unless written authorisation has been provided under subregulation (4).  Penalty: $1000.

(4) The authorisation must be given by a parent or other person named in the child’s enrolment record as having
authority to authorise the taking of the child outside the education and care sevice premises by an educator and must
state:

(a) the child’s name; and

(b) the reason the child is to be taken outside the premises; and

(c) the date the child is to be taken on the excursion (unless the authorisation is for a regular outing); and

(d) a description of the proposed destination for the excursion; and

(e) the method of transport to be used for the excursion; and

(f) the proposed activities to be undertaken by the child during the excursion; and

(g) the period the child will be away from the premises; and

(h) the anticipated number of children likely to be attending the excursion; and

(i) the anticipated ratio of educators attending the excursion to the anticipated number of children attending the
excursion; and

(j) the anticipated number of staff members and any other adults who will accompany and supervise the children
on the excursion; and

(k) that a risk assessment has been prepared and is available at the service.

(5) If the excursion is a regular outing, the authorisation is only required to be obtained once in a 12 month period.

score line

BEST PRACTICE 
FDC RESOURCES

TM

2016-17 © Butler Creative (www.bccr.com.au) ABN: 48 795 501 176

The material in this book, such as texts (excluding ACECQA NQF), graphics, images other material (collectively the 
“Material”) are protected by Australian and international copyright laws and remain the property of Butler Creative. 
You may not sell or modify the Material or copy, reproduce, display, upload, distribute or otherwise use the Material 
in any way for any public or commercial purpose.  
You may use this publication for your personal use provided you keep in tact all copyright and other proprietary 
notices.

Information in this book may contain technical inaccuracies or typographical errors. In no event shall Butler Creative be liable for any 
damages whatsoever, and in particular, Butler Creative shall not be liable for special, indirect, consequential, or incidental damages, 
or damages for lost profits, loss of revenue, or loss of use, arising out of or related to the this book or the information contained in it, 
whether such damages arise in contract, negligence, tort, under statute, in equity, at law or otherwise. 

IMPORTANT: While Best Practice Family Day Care Resources will assist educators in meeting the standards, Family Day Care 
Educators should always refer to and abide by their own Scheme’s Policies & Procedures.

Best Practice FDC Resources is a collaboration between Debra Casey and Leona Butler – who have come together to bring you 
quality solutions for your Family Day Care business. See more at bestpractice-fdc-resources.com.au and bccr.com.au

Best Practice FDC Resources is copyright of Butler Creative  © 2016-17



Copyright © Butler Creative Childcare Resources - www.bccr.com.au

For more information about how to use the resources or about bulk-buy discounts or customisation, 
 just drop us a line at info@bccr.com.au or visit www.bccr.com.au

EXCURSION DETAILS                               IS THIS A REGULAR EXCURSION / OUTING? (EG SCHOOL PICKUP) (REVIEW YEARLY) 

Date(s) of excursion Excursion destination

Departure and arrival times

Proposed activities
Water hazards?   Yes  /  No 
If yes, detail in risk assessment 
below.

Method of transport, 
including proposed route

Name of excursion  
co-ordinator (or educator)

Contact number of excursion 
co-ordinator (or educator)

(BH) (M)

Number of children 
attending excursion

Number of educators/parents/
volunteers

Educator to child ratio, including 
whether this excursion 
warrants a higher ratio?

Please provide details.

EXCURSION CHECKLIST

   First aid kit    List of adults participating in  
         the excursion    

List of children attending the  
          excursion

   Contact information for each  
          adult

   
Contact information  

        for each child    
Mobile phone / other means of 

         communicating with the service & 
         emergency services

   
Medical information for each  

         child    Other items, please list

Excursion/Outing Risk Management Plan 

RISK ASSESSMENT

Activity Hazard identified
Risk assessment   

(use matrix)
Elimination/control measures Who When

Plan prepared by

Prepared in consultation with:

Communicated to:

Venue and safety information reviewed and attached Yes /  No
Comment if needed:

Reminder: Monitor the effectiveness of controls and change if necessary. Review the risk assessment if an incident or significant change occurs

RISK MATRIX

Consequence

Insignificant Minor Moderate Major Catastrophic

Almost certain Moderate High High Extreme Extreme

Likely Moderate Moderate High Extreme Extreme

Possible Low Moderate High High Extreme

Unlikely Low Low Moderate High High

Rare Low Low Low Moderate High

L
ik

el
ih

o
od

Special considerations. Please describe how you would provide the following

Shade Toilet facilities Supervision
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Copyright © Butler Creative Childcare Resources - www.bccr.com.au

For more information about how to use the resources or about bulk-buy discounts or customisation, 
 just drop us a line at info@bccr.com.au or visit www.bccr.com.au

This is the individual booklet (or kit re-fill) for the Family Day Care Educator Compliance Kit Receipt Book 
Duplicate Book A4 (4 receipts per page) (20 sets). 

This is a great A4 receipt duplicate book for Family Day Care Educators. It allows you to give a receipt to the 
parents and keep a copy for your records. 

RRP $31.48 inc GST - Postage extra 

Who is this book for?

• Family Day Care Educators

What are the benefits?

• All records in one place

• 4 receipts per page (so 4 families per page per 
week)

• is equal to 80 individual family receiptsCARB
ON

COPY



RECEIPT   
BEST PRACTICE 
FDC RESOURCES

TM

Received From Date Received

Approved Provider (Family Day Care Service name)

Approved Provider CCB-IDN Approved Provider ABN

Educator Name

$

Amount Received

Educator Signature (as agent to the below Approved Provider)

For the Education and Care of

 Cash    EFT
 Credit  Cheque

For Week Ending Sunday

 $

Total Payable

No.

Child’s Full Name

$ $ $

Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

$

Absent 
Days

– CCR

$

– JETCCFA

Child’s Full Name

$ $ $

Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

$

Absent 
Days

– CCR

$

– JETCCFA

Child’s Full Name

$ $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

$

Absent 
Days

– CCR

$

– JETCCFA

Family Day Care Receipting

Your service is required, at a minimum, to provide families with a statement at least once every three months.  
This statement tells them what care has been provided, the fees that have been charged and the CCB that has been 
paid. All statements must be issued on behalf of the service and include the service name and related details.

As an educator, it is also good practice to provide receipts whenever you receive payments from families and provide a 
record of those receipts to your service. Please note that receipts provided by educators to families must make clear that 
the care is being provided by the service and that the fees are being paid to the service.

Using the Receipt Book

F: Educator’s Receipt Book

1234

  Jo s eph  Dan i e l  But ler 5   14

  50.00     30.00   10.00   -  10.00

 Sa m Wi lli a m But ler       5    1 1

  50.00     30.00   10.00   -  10.00

 M add i  Jo  But ler       3

  30.00     20.00     -        -        10.00

   30.00           30.00         X

 Len a  But ler 18 /8 /2016

 Ho lly  Ca s ey

 HCasey 
  Fa mi ly  Day  Ca re  S c h eme Na me

1-KR8HD9 9 9W          2 1  36637 7 7 7

16/8/2016

Full name of child in care

(up to three per receipt per 
family)

Full fee charged by Approved 
Provider for the week

minus any reductions eg 
Child Care Benefit (CCB), 
Child Care Rebate (CCR and/ 
or Jobs, Education & Training 
Child Care Fee Assistance 
(JETCCFA)

Total Balance payable by 
family for the week

Who paid the Amount

Educator’s full name

Educator’s Signature on 
behalf of the Approved 
Provider

Approved Provider’s Child 
Care Benefit ID Number

Space to enter Receipt 
number if you wish

This is the date of the 
Sunday at the end of the 
care week

Number of days in that 
week the child was in care

Tally of absences of that 
child for the current 
financial year

Total balance payable 
per child by parent to 
Approved Provider (or to 
the agent of the provider 
ie. the Educator)

Method of payment

Actual Amount Received 

Date it was paid

Approved Provider (FDC 
Scheme) Legal Entity

Approved Provider’s ABN

score line
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2016-17 © Butler Creative (www.bccr.com.au) ABN: 48 795 501 176

The material in this book, such as texts (excluding ACECQA NQF), graphics, images other material (collectively the 
“Material”) are protected by Australian and international copyright laws and remain the property of Butler Creative. 
You may not sell or modify the Material or copy, reproduce, display, upload, distribute or otherwise use the Material 
in any way for any public or commercial purpose.  
You may use this publication for your personal use provided you keep in tact all copyright and other proprietary 
notices.

Information in this book may contain technical inaccuracies or typographical errors. In no event shall Butler Creative be liable for any 
damages whatsoever, and in particular, Butler Creative shall not be liable for special, indirect, consequential, or incidental damages, 
or damages for lost profits, loss of revenue, or loss of use, arising out of or related to the this book or the information contained in it, 
whether such damages arise in contract, negligence, tort, under statute, in equity, at law or otherwise. 

IMPORTANT: While Best Practice Family Day Care Resources will assist educators in meeting the standards, Family Day Care 
Educators should always refer to and abide by their own Scheme’s Policies & Procedures.

Best Practice FDC Resources is a collaboration between Debra Casey and Leona Butler – who have come together to bring you 
quality solutions for your Family Day Care business. See more at bestpractice-fdc-resources.com.au and bccr.com.au

Best Practice FDC Resources is copyright of Butler Creative  © 2016-17www.bccr.com.au



RECEIPT   
BEST PRACTICE 
FDC RESOURCES

TM

Received From Date Received

Approved Provider (Family Day Care Service name)

Approved Provider CCB-IDN Approved Provider ABN

Educator Name

 $

Amount Received

Educator Signature (as agent to the below Approved Provider)

For the Education and Care of

 Cash    EFT
 Credit  Cheque

For Week Ending Sunday

 $

Total Payable

No.

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

RECEIPT   
BEST PRACTICE 
FDC RESOURCES

TM

Received From Date Received

Approved Provider (Family Day Care Service name)

Approved Provider CCB-IDN Approved Provider ABN

Educator Name

 $

Amount Received

Educator Signature (as agent to the below Approved Provider)

For the Education and Care of

 Cash    EFT
 Credit  Cheque

For Week Ending Sunday

 $

Total Payable

No.

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

RECEIPT   
BEST PRACTICE 
FDC RESOURCES

TM

Received From Date Received

Approved Provider (Family Day Care Service name)

Approved Provider CCB-IDN Approved Provider ABN

Educator Name

 $

Amount Received

Educator Signature (as agent to the below Approved Provider)

For the Education and Care of

 Cash    EFT
 Credit  Cheque

For Week Ending Sunday

 $

Total Payable

No.

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

RECEIPT   
BEST PRACTICE 
FDC RESOURCES

TM

Received From Date Received

Approved Provider (Family Day Care Service name)

Approved Provider CCB-IDN Approved Provider ABN

Educator Name

 $

Amount Received

Educator Signature (as agent to the below Approved Provider)

For the Education and Care of

 Cash    EFT
 Credit  Cheque

For Week Ending Sunday

 $

Total Payable

No.

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA

Child’s Full Name

 $  $  $
Week’s Full Fee – CCB Fee Gap Payable

Care 
Days

 $

Absent 
Days

– CCR

 $
– JETCCFA
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Copyright © Butler Creative Childcare Resources - www.bccr.com.au

For more information about how to use the resources or about bulk-buy discounts or customisation, 
 just drop us a line at info@bccr.com.au or visit www.bccr.com.au

The diary specifically tailored to 

Australian Nannies

by Butler Creative Childcare Resources

www.bccr.com.au

the 2018
AUSTRALIAN NANNY

DIARY™
The diary specifically tailored to  

Queensland Kindergarten Services

the 2018QLD KindergartenDIARY™

by Butler Creative Childcare Resources
www.bccr.com.auThe diary specifically tailored to  

Australian Family Day Care Educators

by Butler Creative Childcare Resources

www.bccr.com.au

FAMILY DAY CARE

DIARY™
the 2018

The diary specifically tailored to  
Out of School Hours Care Servicesby Butler Creative Childcare Resources

www.bccr.com.au

the 2018
OSHCDIARY™

The diary specifically tailored to  
Australian childcare centres and preschools

the2018
CHILDCARE CENTRE

DIARY™

by Butler Creative Childcare Resources
www.bccr.com.au

Creative and Relevant Child Care Resources - order online

Transition to School Booklets for Day Care Centres and Family Day Care

Office Diaries for LDC, FDC, 
OSHC, QLD Kindies and Nannies!

PREORDER NOW FOR 2018
•	We	have	developed	our	resources	so	they	

are	user	friendly	and	are	made	specifically	
for	your	industry

•	We	make	sure	our	resources	are	providing	
a	benefit	to	ECEC	settings	in	relation	to	
their	requirements	under	the	Australian	
National	Quality	Standard

Includes stickers sheets with printed stickers and blanks for children to 
draw/write on to personalise their booklet

POPULAR!!
EDUCATOR’S 

Weekly Planning 
and Reflection 

Diaries for  
EYLF, 

MTOP,  
QKLG &  
VEYLDF

Customise your 
booklets with 
your service’s 
logo

The diary specifically tailored to 

Australian Early Childhood Education and Care

the 2018
OSHC  

WEEKLY PROGRAMMING 

AND REFLECTION

DIARY™

by Butler Creative Childcare Resources

www.bccr.com.au
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 ‘Our world is full of  

  young learners’

OutcOme 1: children have a strOng 

sense Of identity1.1: Children feel safe, secure, and 

supported

EYLF Baby Animal Posters
(set of 19 -  One for each  
EYLF Learning Outcome)

CUSTOM   
DESIGNS  

FOR YOUR 
SERVICE!

(min.	required)

Posters

NEW! Positive Achievement Stickers

NEW! Our Sustainable Year
Wall Calendar

The diary specifically tailored to 

Australian Early Childhood Education and Care

QLD KINDERGARTEN EDUCATORS

the 2018

WEEKLY PROGRAMMING 

AND REFLECTION

DIARY™

by Butler Creative Childcare Resources

www.bccr.com.au

QLD KINDERGARTEN

The diary specifically tailored to 

Australian Early Childhood Education and Care

the 2018 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

VICTORIAN  

WEEKLY PROGRAMMING 

AND REFLECTION

DIARY™

by Butler Creative Childcare Resources

www.bccr.com.au

The diary specifically tailored to 

Australian Early Childhood Education and Care

the 2018
OSHC  

WEEKLY PROGRAMMING 

AND REFLECTION

DIARY™

by Butler Creative Childcare Resources

www.bccr.com.au

      bccr.com.au
$39.60

$39.60

$39.95

$19.95 
6 sheets

$15.95 

$24.95 


