
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

Give yourself the best opportunity to maximise your abilities when it comes to compliance 
in the Out of School Hours Care field.

These diaries are an indispensable tool for record-keeping and planning for compliance under the NQS for 
operators of OSHC services. Butler Creative update these diaries each year to ensure your ability to meet the 
standards required of a quality industry operator.

Who is this diary for?

• OSHC Centre Directors

• OSHC Room Leaders & Educational 
Leaders 

• Before School Care, Out of School 
Hours Care and Vacation Care 

What are the benefits?

• Evidence of compliance and 
understanding the NQS

• Helps with Quality 
Improvement

• Less paperwork, photocopying 
& filing

• All in one place

• Easy to use 

Use this diary in 
conjunction with the  
OSHC Weekly Programming 
and Reflection Diary

RRP from $45.00 inc GST
Postage extra
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VISITOR SIGN-IN

in      out Name Reason Working with Children No. Signature

FAMILY COMMUNICATION /NOTESCASUALS, BOOKINGS/CANCELLATIONS

BEFORE CARE AFTER CARE

MEDICAL NOTIFICATIONS

BIRTHDAYS/SPECIAL 
CELEBRATIONS

 
CHILDREN LEAVING OSHC FOR 
EXTRA-CURRICULAR ACTIVITIES

RECORD OF STAFF ON DUTY (please circle where appropriate)

Staff Name
BSC  
ASC 
VAC ?

NS RP
RP start/

finish time

Start 
time 

(am/pm)

Staff 
Sign

End  
time 

(am/pm)

Staff 
Sign

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

Y / N Y / N

KEY: BSC (Before School Care).  ASC (After School Care).  VAC (Vacation Care)  
NS (Nominated Supervisor).   RP (Responsible Person on Duty)
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REFLECTIONS ON THE WEEK:

GOALS FOR NEXT WEEK:
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IMPORTANT INFORMATION

HOW TO USE THIS DIARY

Welcome to the OSHC Diary, the diary and resource book specifically designed for OSHC.

In these pages you will find useful planning and mapping tools like the 3 years at a glance, year planner, important dates and 
contacts, regulations summary and MTOP learning outcomes.

There is space to record information about children and parents, supplier details and your details.

Most importantly there are specific tools which will help you meet compliance and assessment requirements 
– all in one handy book.

Each day you can record:

• medical notifications

• birthdays/special celebrations

• children leaving oshc for extra-curricular activities

• parent communication and a to-do list 

• record of responsible people on duty

• children to be observed 

• casuals, bookings/cancellations

• visitor sign-ins

Each week, make notes for your reflections and goal setting reporting. 

Each month, check you have audited your first aid kit and note replacements needed, make notes on monthly meetings and plan in 
the one month at a glance page.

WE HOPE YOU ENJOY THE CONVENIENCE AND LEVEL OF DETAIL OF YOUR DIARY!

Order your 2019 OSHC Diary online at www.bccr.com.au

THIS DIARY BELONGS TO:

Name:     Phone:    Mobile:

Address:

SERVICE DETAILS

Name:

Phone:     Mobile:    Fax:

Address:

PO Box:

Email:

Website:     

Facebook Page:     Twitter:

Skype ID:     Other IM:

ABN:      CRICOS:

DIRECTOR DETAILS

Director/CEO Name:    Phone:   Mobile

Email:

Emergency Contact:    Phone:   Mobile

LOGINS

website:   username/login:   password:

website:   username/login:   password:

website:   username/login:   password:

website:   username/login:   password:

website:   username/login:   password:

Important information about 
the owner,  service contacts 
and more
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Important Information
STAFF DETAILS

Name:       Phone:   Mobile:

Address

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Contact details of staff 
members
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Important Information
STAFF DETAILS

Name:       Phone:   Mobile:

Address

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Name:       Phone:   Mobile:

Address:

Email:

Supplier Details
Electrician:     Phone:   Mobile:

Email:      Website:

Plumber:     Phone:   Mobile:

Email:      Website:

Handyman/woman:    Phone:   Mobile:

Email:      Website:

Waste Disposal:     Phone:   Mobile:

Email:      Website:

Gas Supplier:     Phone:   Mobile:

Email:      Website:

Security:     Phone:   Mobile:

Email:      Website:

Gardener:     Phone:   Mobile:

Email:      Website:

IT Supplier:     Phone:   Mobile:

Email:      Website:

Pest Control:     Phone:   Mobile:

Email:      Website:

Carpet Cleaning:    Phone:   Mobile:

Email:      Website:

Fire Safety Service:    Phone:   Mobile:

Email:      Website:

       Phone:   Mobile:

Email:      Website:

       Phone:   Mobile:

Email:      Website:

       Phone:   Mobile:

Email:      Website:

       Phone:   Mobile:

Email:      Website:

       Phone:   Mobile:

Email:      Website:

       Phone:   Mobile:

Email:      Website:

       Phone:   Mobile:

Email:      Website:

Contact details of suppliers 
including trades, emergency, 
and more
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Important Contacts 
EMERGENCY CALL 000   FIRE - POLICE - AMBULANCE

Australian Community Children’s 
Services (ACCS)
www.ausccs.org.au

ACECQA
Head Office: 1300 422 327
www.acecqa.gov.au

Asthma Australia
Information Line: 1800 278 462
www.asthmaaustralia.org.au

Australian Breastfeeding 
Association
1800 686 268
www.breastfeeding.asn.au 

Australian Immunisation Register 
(AIR)
1800 653 809
For families to check their children’s 
immunisation records

Australian Dental Association
(02) 9906 4412
www.ada.org.au

Australian Taxation Office
Business Tax Enquiries: 13 28 66
Personal Tax Enquiries: 13 28 61
www.ato.gov.au 

Australasian Society of Clinical 
Immunology and Allergy (ASCIA)
www.allergy.org.au

Cancer Council Australia
13 11 20
www.cancer.org.au

Care For Kids 
www.careforkids.com.au
A directory to locate, compare and contact a 
range of child care services.

Centrelink 
131 272 - Child Support
www.humanservices.gov.au/customer/dhs/
child-support

Department of Education and 
Training
1300 566 046
www.education.gov.au/early-childhood-and-
child-care

Department of Human Services -     
Families & Child care
136 150
www.humanservices.gov.au/customer/
themes/families?utm_id=10
• For families needing information about 

their eligibility and assessment of CCB, the 
CCR and the JETCCFA, as well as making 
online claims.

• Multilingual Telephone Service - 131 202

Diabetes Australia National Office
1300 136 588
www.diabetesaustralia.com.au

Domestic Violence Line                
24hr 1800 656 463 
TTY 1800 671 442

Early Childhood Australia (ECA)
1800 356 900
www.earlychildhoodaustralia.org.au

Family Day Care Australia (FDCA)
1800 658 699 or 1800 621 218
enquiries@fdca.com.au
www.familydaycare.com.au

Health Direct
1800 022 222 (24 hrs)
www.healthdirect.gov.au

Home Safety Centre                                 
(03) 9345 5085
www.rch.org.au/safetycentre/

Immunise Australia Program
Phone: 1800 671 811 
www.immunise.health.gov.au/

Inclusion Support Programme                                                   
www.education.gov.au/
inclusion-support-programme                                                                               
1300 566 046 (Dept of Education & Training)

Kids Helpline
24hr counselling and support for 
young people from age 5 – 25 years                                                           
1800 55 1800

Kidsafe Australia
(02) 9845 0890 
www.kidsafe.com.au

Kids Matter - Australian Early 
Childhood, Mental Health Initiative
www.kidsmatter.edu.au/faqs/

Mandatory Reporter Guide: (MRG)

ACT - Office for Child & Youth Protection 
Services 
1300 556 728

NSW - Community Services (formerly DOCS) 
Child Protection Helpline - 132 111 (24 hrs)

NT - Department of Health  
1800 700 250

QLD - Department of Communities, Child 
Safety and Disability Services
1800 177 135 (24 hrs)

SA - Department for Child Protection 
13 14 78 (24 hrs)

TAS - Department of Health and Human  
Services  1300 737 639

VIC - Department of Human Services 
After Hours Child Protection Emergency 
Service  13 12 78 

WA - Department for Child Protection and 
Family Support 
1800 708 704 (24 hours)

NAPCAN
(02) 8073 3300 (National Office)
www.napcan.org.au

National Asthma Council Australia
(03) 9929 4333
1800 032 495 (Order line)
nac@nationalasthma.org.au

Nutrition Australia
www.nutritionaustralia.org

Office of Early Childhood Education  
and Child Care
1800 670 305
mychild@education.gov.au
www.mychild.gov.au

Parent Line NSW
1300 1300 52
info@parentline.org.au
www.parentline.org.au/

Parentline
For parents and carers of children in QLD & NT 
1300 30 1300 (7 days)
www.parentline.com.au/

Poisons Information Centre
13 11 26  (24 hrs)
www.poisonsinfo.nsw.gov.au

Raising Children Network
www.raisingchildren.net.au

Secretariat of National Aboriginal  
and Islander Child Care (SNAICC)
(03) 9489 8099
info@snaicc.org.au 
www.snaicc.org.au

Red Nose (formerly Sids and Kids) 
1300 998 698 (Safe Sleeping Education)
education@rednose.com.au
rednose.com.au/

Working with Children Check
All states overview here 
www.careforkids.com.au/articlesv2 
/article.asp?ID=82

Contact details of government 
bodies, help lines, children’s 
services and more
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Important Contacts 
EMERGENCY CALL 000   FIRE - POLICE - AMBULANCE

Australian Community Children’s 
Services (ACCS)
www.ausccs.org.au

ACECQA
Head Office: 1300 422 327
www.acecqa.gov.au

Asthma Australia
Information Line: 1800 278 462
www.asthmaaustralia.org.au

Australian Breastfeeding 
Association
1800 686 268
www.breastfeeding.asn.au 

Australian Immunisation Register 
(AIR)
1800 653 809
For families to check their children’s 
immunisation records

Australian Dental Association
(02) 9906 4412
www.ada.org.au

Australian Taxation Office
Business Tax Enquiries: 13 28 66
Personal Tax Enquiries: 13 28 61
www.ato.gov.au 

Australasian Society of Clinical 
Immunology and Allergy (ASCIA)
www.allergy.org.au

Cancer Council Australia
13 11 20
www.cancer.org.au

Care For Kids 
www.careforkids.com.au
A directory to locate, compare and contact a 
range of child care services.

Centrelink 
131 272 - Child Support
www.humanservices.gov.au/customer/dhs/
child-support

Department of Education and 
Training
1300 566 046
www.education.gov.au/early-childhood-and-
child-care

Department of Human Services -     
Families & Child care
136 150
www.humanservices.gov.au/customer/
themes/families?utm_id=10
• For families needing information about 

their eligibility and assessment of CCB, the 
CCR and the JETCCFA, as well as making 
online claims.

• Multilingual Telephone Service - 131 202

Diabetes Australia National Office
1300 136 588
www.diabetesaustralia.com.au

Domestic Violence Line                
24hr 1800 656 463 
TTY 1800 671 442

Early Childhood Australia (ECA)
1800 356 900
www.earlychildhoodaustralia.org.au

Family Day Care Australia (FDCA)
1800 658 699 or 1800 621 218
enquiries@fdca.com.au
www.familydaycare.com.au

Health Direct
1800 022 222 (24 hrs)
www.healthdirect.gov.au

Home Safety Centre                                 
(03) 9345 5085
www.rch.org.au/safetycentre/

Immunise Australia Program
Phone: 1800 671 811 
www.immunise.health.gov.au/

Inclusion Support Programme                                                   
www.education.gov.au/
inclusion-support-programme                                                                               
1300 566 046 (Dept of Education & Training)

Kids Helpline
24hr counselling and support for 
young people from age 5 – 25 years                                                           
1800 55 1800

Kidsafe Australia
(02) 9845 0890 
www.kidsafe.com.au

Kids Matter - Australian Early 
Childhood, Mental Health Initiative
www.kidsmatter.edu.au/faqs/

Mandatory Reporter Guide: (MRG)

ACT - Office for Child & Youth Protection 
Services 
1300 556 728

NSW - Community Services (formerly DOCS) 
Child Protection Helpline - 132 111 (24 hrs)

NT - Department of Health  
1800 700 250

QLD - Department of Communities, Child 
Safety and Disability Services
1800 177 135 (24 hrs)

SA - Department for Child Protection 
13 14 78 (24 hrs)

TAS - Department of Health and Human  
Services  1300 737 639

VIC - Department of Human Services 
After Hours Child Protection Emergency 
Service  13 12 78 

WA - Department for Child Protection and 
Family Support 
1800 708 704 (24 hours)

NAPCAN
(02) 8073 3300 (National Office)
www.napcan.org.au

National Asthma Council Australia
(03) 9929 4333
1800 032 495 (Order line)
nac@nationalasthma.org.au

Nutrition Australia
www.nutritionaustralia.org

Office of Early Childhood Education  
and Child Care
1800 670 305
mychild@education.gov.au
www.mychild.gov.au

Parent Line NSW
1300 1300 52
info@parentline.org.au
www.parentline.org.au/

Parentline
For parents and carers of children in QLD & NT 
1300 30 1300 (7 days)
www.parentline.com.au/

Poisons Information Centre
13 11 26  (24 hrs)
www.poisonsinfo.nsw.gov.au

Raising Children Network
www.raisingchildren.net.au

Secretariat of National Aboriginal  
and Islander Child Care (SNAICC)
(03) 9489 8099
info@snaicc.org.au 
www.snaicc.org.au

Red Nose (formerly Sids and Kids) 
1300 998 698 (Safe Sleeping Education)
education@rednose.com.au
rednose.com.au/

Working with Children Check
All states overview here 
www.careforkids.com.au/articlesv2 
/article.asp?ID=82

Diversity and Sustainability Calendar 
and Special Dates 2018

Date Event

1 JAN New Year’s Day

26 JAN Australia Day

13 FEB Shrove Tuesday (Pancake Day)

14 FEB Valentine’s Day

16 FEB Chinese New Year

16 FEB Tet Nguyên Đán (Vietnamese NewYear)

20 FEB Love Your Pet Day

4 MAR Clean Up Australia Day

17 MAR St Patrick’s Day

21 MAR Harmony Day

25 APR ANZAC Day

6-12 MAY International Compost Awareness Week TBC

13 MAY Mother’s Day

15 MAY International Day of Families

16 MAY Ramadan begins (at sunset)

24 MAY Australia’s Biggest Morning Tea

26 MAY National Sorry Day

27 MAY - 3 JUN National Reconciliation Week 

14 JUN Eid-al-Fitr (Ramadan ends)

20 JUN World Refugee Day

29 JUN Red Nose Day

1-7 JUL  NAIDOC Week

10 JUL Teddy Bear’s Picnic Day

27 JUL National Schools Tree Day

4 AUG
National Aboriginal and Torres Strait 
Islander Children’s Day

29 AUG - 4 SEP National Literacy and Numeracy Week TBC

31 AUG Daffodil Day

1 SEP National Wattle Day 

2 SEP Father’s Day

2 - 8 SEP National Child Protection Week

15 SEP World Cleanup Day

21 SEP International Day of Peace (UN)

16 OCT World Food Day

20 - 28 OCT Children’s Week TBC

31 OCT Halloween

6 NOV Melbourne Cup Day

7 NOV Diwali/Deepavali Day

11 NOV Remembrance Day   

12-18 NOV National Recycling Week

20 NOV Universal Children’s Day

2-10 DEC Chanuka (Hanukkah)

3 DEC International Day of People with Disability

25 DEC Christmas Day

Acronyms  

ABN – Australian Business Number

ACCS – Australian Community Children’s Services (Formerly NACBCS)

ACER – Australian Council for Educational Research

ACF – Australian Childhood Foundation

ACO/CSO – Assessment and Compliance Officer 

ACECQA – Australian Children’s Education and Care Quality Authority

AGACCS – Australian Government Approved Child Care Services

AHW – Aboriginal Health Worker

AQF – Australian Qualifications Framework

BSP – Bicultural Support Program

BSC – Before School Care

CALD – Culturally and Linguistically Diverse

CCB – Child Care Benefit

CCB% – Child Care Benefit percentage

CCMS – Child Care Management System

CCR – Child Care Rebate

CPI – Consumer Price Index

CCCOP – Community Childcare Co-operative

DHS – Department of Human Services

ECA – Early Childhood Australia

ECEC – Early Childhood Education and Care

EFT – Equivalent Full-Time

ERIC – Education Resources Information Centre

EYLF – Early Years Learning Framework

FAO – Family Assistance Office

FDC –  Family Day Care

FSP – Food Safety Program

GCCB – Grandparent Child Care Benefit

GST – Goods and Services Tax

IHC – In Home Care

IPSU – Indigenous Professional Support Unit

JETCCFA – Jobs, Education and Training ChildCare Fee Assistance

LDC – Long Day Care

LLNP – Literacy, Language and Numeracy Program

LOC – Learning Outcomes

LOTE – Languages other than English

MTOP – My Time, Our Place 

NAIDOC – National Aborigines and Islanders Day Observance Committee

NAPCAN – National Association for Prevention of Child Abuse and Neglect

NESB – Non-English Speaking Background

NQF – National Quality Framework

NQS – National Quality Standard  

OCC – Occasional Child Care

OOSH/OSHC – Out of School Hours Care/Outside School Hours Care

QIP – Quality Improvement Plan

RPL – Recognition of Prior Learning

SCAN – Supporting Children with Additional Needs

SHR – Standard Hourly Rate

SCCB – Special Child Care Benefit

TFN – Tax File Number

Some of these dates marked TBC were not able to be confirmed at 
time of printing. Please check closer to the date that it is correct.

Acronyms relating to early 
childhood services and a 
calendar of sustainability, 
diversity and special days
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Revised National Quality Standard (from 1 Feb 2018)
Concept Descriptor

QA1 Educational program and practice

1.1 Program The educational program enhances each child’s 
learning and development.

1.1.1 Approved learning 
framework 

Curriculum decision making contributes to each 
child’s learning and development outcomes 
in relation to their identity, connection with 
community, wellbeing, confidence as learners 
and effectiveness as communicators.

1.1.2 Child-centred Each child’s current knowledge, strengths, 
ideas, culture, abilities and interests are the 
foundation of the program.

1.1.3 Program learning 
opportunities

All aspects of the program, including routines, 
are organised in ways that maximise 
opportunities for each child’s learning.

1.2 Practice Educators facilitate and extend each child’s 
learning and development.

1.2.1 Intentional 
teaching

Educators are deliberate, purposeful, and 
thoughtful in their decisions and actions.

1.2.2 Responsive 
teaching and 
scaffolding

Educators respond to children’s ideas and play 
and extend children’s learning through open-
ended questions, interactions and feedback.

1.2.3 Child directed 
learning

Each child’s agency is promoted, enabling them 
to make choices and decisions that influence 
events and their world.

1.3 Assessment and 
planning

Educators and co-ordinators take a planned 
and reflective approach to implementing the 
program for each child

1.3.1 Assessment and 
planning cycle

Each child’s learning and development is 
assessed or evaluated as part of an ongoing 
cycle of observation, analysing learning, 
documentation, planning, implementation and 
reflection.

1.3.2 Critical reflection Critical reflection on children’s learning and 
development, both as individuals and in groups, 
drives program planning and implementation.

1.3.3 Information for 
families

Families are informed about the program and 
their child’s progress.

QA2 Children’s health and safety

2.1 Health Each child’s health and physical activity is 
supported and promoted.

2.1.1 Wellbeing and 
comfort

Each child’s wellbeing and comfort is provided 
for, including appropriate opportunities to meet 
each child’s need for sleep, rest and relaxation.

2.1.2 Health practices 
and procedures

Effective illness and injury management 
and hygiene practices are promoted and 
implemented.

2.1.3 Healthy lifestyle Healthy eating and physical activity are 
promoted and appropriate for each child.

2.2 Safety Each child is protected.

2.2.1 Supervision At all times, reasonable precautions and 
adequate supervision ensure children are 
protected from harm and hazard.

2.2.2 Incident and 
emergency 
management

Plans to effectively manage incidents and 
emergencies are developed in consultation 
with relevant authorities, practised and 
implemented.

2.2.3 Child protection Management, educators and staff are aware 
of their roles and responsibilities to identify 
and respond to every child at risk of abuse or 
neglect.

QA3 Physical environment

3.1 Design The design of the facilities is appropriate for the 
operation of a service.

3.1.1 Fit for purpose Outdoor and indoor spaces, buildings, fixtures 
and fittings are suitable for their purpose, 
including supporting the access of every child.

3.1.2 Upkeep Premises, furniture and equipment are safe, 
clean and well maintained.

3.2 Use The service environment is inclusive, promotes 
competence and supports exploration and play-
based learning.

3.2.1 Inclusive 
environment

Outdoor and indoor spaces are organised and 
adapted to support every child’s participation 
and to engage every child in quality experiences 
in both built and natural environments.

3.2.2 Resources support 
play-based 
learning

Resources, materials and equipment allow for 
multiple uses, are sufficient in number, and 
enable every child to engage in play-based 
learning.

3.2.3 Environmentally 
responsible

The service cares for the environment and 
supports children to become environmentally 
responsible.

Concept Descriptor

QA4 Staffing arrangements

4.1 Staffing 
arrangements

Staffing arrangements enhance children’s 
learning and development.

4.1.1 Organisation of 
educators

The organisation of educators across the service 
supports children’s learning and development.

4.1.2 Continuity of staff Every effort is made for children to experience 
continuity of educators at the service.

4.2 Professionalism Management, educators and staff are 
collaborative, respectful and ethical.

4.2.1 Professional 
collaboration

Management, educators and staff work 
with mutual respect and collaboratively, 
and challenge and learn from each other, 
recognising each other’s strengths and skills.

4.2.2 Professional 
standards

Professional standards guide practice, 
interactions and relationships.

QA5 Relationships with children

5.1 Relationships 
between educators 
and children

Respectful and equitable relationships are 
maintained with each child.

5.1.1 Positive 
educator to child 
interactions

Responsive and meaningful interactions build 
trusting relationships which engage and 
support each child to feel secure, confident and 
included.

5.1.2 Dignity and rights 
of the child

The dignity and rights of every child are 
maintained.

5.2 Relationships 
between children

Each child is supported to build and maintain 
sensitive and responsive relationships.

5.2.1 Collaborative 
learning

Children are supported to collaborate, learn 
from and help each other.

5.2.2 Self-regulation Each child is supported to regulate their 
own behaviour, respond appropriately to 
the behaviour of others and communicate 
effectively to resolve conflicts.

QA6 Collaborative partnerships with families and 
communities

6.1 Supportive 
relationships with 
families

Respectful relationships with families are 
developed and maintained and families are 
supported in their parenting role.

6.1.1 Engagement with 
the service

Families are supported from enrolment to be 
involved in the service and contribute to service 
decisions.

6.1.2 Parent views are 
respected

The expertise, culture, values and beliefs of 
families are respected and families share in 
decision-making about their child’s learning and 
wellbeing.

6.1.3 Families are 
supported

Current information is available to families 
about the service and relevant community 
services and resources to support parenting and 
family wellbeing.

6.2 Collaborative 
partnerships

Collaborative partnerships enhance children’s 
inclusion, learning and wellbeing.

6.2.1 Transitions Continuity of learning and transitions for each 
child are supported by sharing information and 
clarifying responsibilities.

6.2.2 Access and 
participation

Effective partnerships support children’s access, 
inclusion and participation in the program.

6.2.3 Community 
engagement

The service builds relationships and engages 
with its community.

QA7 Governance and Leadership

7.1 Governance Governance supports the operation of a quality 
service.

7.1.1 Service philosophy 
and purpose

A statement of philosophy guides all aspects of 
the service’s operations.

7.1.2 Management 
systems

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

7.1.3 Roles and 
responsibilities

Roles and responsibilities are clearly defined, 
and understood, and support effective decision 
making and operation of the service.

7.2 Leadership Effective leadership builds and promotes a 
positive organisational culture and professional 
learning community.

7.2.1 Continuous 
improvement

There is an effective self-assessment and quality 
improvement process in place.

7.2.2 Educational 
leadership

The educational leader is supported and leads 
the development and implementation of the 
educational program and assessment and 
planning cycle.

7.2.3 Development of 
professionals

Educators, co-ordinators and staff members’ 
performance is regularly evaluated and 
individual plans are in place to support learning 
and development.

Summary of the NQS  
(updated for Feb 1 2018)
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OUTCOME 1: CHILDREN HAVE A STRONG SENSE OF IDENTITY

•  Children feel safe, secure and supported 

•  Children develop their autonomy, inter-dependence, resilience and sense of agency

•  Children develop knowledgeable and confident self identities 

•  Children learn to interact in relation to others with care, empathy and respect

OUTCOME 2: CHILDREN ARE CONNECTED WITH AND CONTRIBUTE TO THEIR WORLD

•  Children develop a sense of belonging to groups and communities and an understanding of the reciprocal rights  and responsibilities 
necessary for active community participation

•  Children respond to diversity with respect 

•  Children become aware of fairness 

•  Children become socially responsible and show respect for the environment

OUTCOME 3: CHILDREN HAVE A STRONG SENSE OF WELLBEING

•  Children become strong in their social and emotional wellbeing

•  Children take increasing responsibility for their own health and physical wellbeing

OUTCOME 4: CHILDREN ARE CONFIDENT AND INVOLVED LEARNERS

•  Children develop dispositions such as curiosity, cooperation, confidence, creativity, commitment, enthusiasm, persistence, imagination 
and reflexivity 

•  Children use a range of skills and processes such as problem solving, inquiry, experimentation, hypothesising, researching and 
investigating 

•  Children transfer and adapt what they have learned from one context to another 

•  Children resource their own learning through connecting with people, place, technologies and natural and processed materials

OUTCOME 5: CHILDREN ARE EFFECTIVE COMMUNICATORS

•  Children interact verbally and non-verbally with others for a range of purposes 

•  Children engage with a range of texts and gain meaning from these texts 

•  Children collaborate with others, express ideas and make meaning using a range of media and communication technologies

My Time, Our Place: Framework for School Age Care Learning Outcomes

CHANGES TO THE NQS AND THE IMPACT ON OSHC

The main areas that infl uence OHSC are- 

• Some quality areas have been merged. To help streamline departments and cut down 

red tape, the number of standards of the NQS has been reduced from 18 to 15, and the 

elements from 58 to 40.

• Services that educate and care for children in NT, QLD and NSW will no longer be 

required to keep documentation about individual children’s development. Instead, 

these services must keep documentation about the development of the educational 

program. There is no change to existing requirements in ACT, SA, TAS, VIC and WA.

• Ratios of educators to children to be standardised nationally to 1:15 or higher

See more detail on the ACECQA website www.acecqa.gov.au

Summary of MTOP, and an 
overview of the regulatory 
changes in OSHC
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3 Years at a Glance
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Government Schools Term Dates 2018

2018 Australian Public Holidays

All dates are correct to the best of our knowledge at the time of printing and are subject to change.

NSW

Term 1 Tuesday 30 January to Friday 13 April  
(Eastern Division, Teachers commence Monday 29 
January)

Tuesday 6 February to Friday 13 April 
(Western Division, Teachers commence Monday 5 
February)

Term 2 Tuesday 1 May to Friday 6 July  
(Teachers commence Monday 30 April)

Term 3 Tuesday 24 July to Friday 28 September  
(Teachers commence Monday 23 July)

Term 4 Monday 15 October to Wednesday 19 December  
(Teachers finish Friday 21 December)

ACT

Term 1 Friday 2 February to Friday 13 April  
(Students commence Monday 5 February)

Term 2 Monday 30 April to Friday 6 July 

Term 3 Monday 23 July to Friday 28 September 

Term 4 Monday 15 October to Friday 21 December 

NT

Term 1 Monday 29 January to Friday 13 April  
(Urban schools only) 

Tuesday 30 January to Friday 13 April  
(Remote schools only) 

Term 2 Monday 23 April to Friday 29 June 

Term 3 Tuesday 24 July to Friday 28 September 

Term 4 Monday 15 October to Thursday 13 December  
(Urban schools only)
Monday 15 October to Friday 14 December  
(Remote schools only)

QLD

Term 1 Monday 22 January to Thursday 29 March 

Term 2 Monday 16 April to Friday 29 June 

Term 3 Monday 16 July to Friday 21 September 

Term 4 Monday 8 October to Friday 14 December  
(Year 12 - 16 November; Year 10 & 11 - 30 November - 
finishing)

VIC

Term 1 Monday 29 January to Thursday 29 March  
(Students commence Tuesday 30 January)

Term 2 Monday 16 April to Friday 29 June 

Term 3 Monday 16 July to Friday 21 September 

Term 4 Monday 8 October to Friday 21 December 

SA

Term 1 Monday 29 January to Friday 13 April 

Term 2 Monday 30 April to Friday 6 July 

Term 3 Monday 23 July to Friday 28 September 

Term 4 Monday 15 October to Friday 14 December 

WA

Term 1 Wednesday 31 January to Friday 13 April 

Term 2 Monday 30 April to Friday 29 June 

Term 3 Monday 16 July to Friday 21 September 

Term 4 Monday 8 October to Thursday 13 December 

TAS

Term 1 Wednesday 7 February to Friday 13 April 

Term 2 Monday 30 April to Friday 6 July 

Term 3 Monday 23 July to Friday 28 September

Term 4 Monday 15 October to Thursday 20 December  
(Teachers finish Friday 21 December)

DATE DAY STATE HOLIDAY

1 Jan Mon ALL New Year’s Day

26 Jan Fri ALL Australia Day 

5 Mar Mon WA Labour Day

12 Mar Mon VIC Labour Day

12 Mar Mon ACT Canberra Day

12 Mar Mon SA March Public Holiday

12 Mar Mon TAS Eight Hours Day

30 Mar Fri ALL Easter – Good Friday

31 Mar Sat ALL but TAS, WA Easter Saturday

1 Apr Sun ALL but NT, SA, TAS, WA  Easter Sunday

2 Apr Mon ALL Easter Monday

3 Apr Tue TAS Easter Tuesday (some awards and PS)

25 Apr Wed ALL ANZAC Day

7 May Mon QLD Labour Day

7 May Mon NT May Day

DATE DAY STATE HOLIDAY

4 Jun Mon WA Western Australia Day

11 Jun Mon ALL but  QLD, WA Queen’s Birthday

6 Aug Mon NT Picnic Day

24 Sep Mon WA
Queen’s Birthday  
(regional may differ)

1 Oct Mon QLD Queen’s Birthday

1 Oct Mon ACT, NSW, SA Labour Day

8 Oct Mon ACT Family and Community Day

6 Nov Tues VIC Melbourne Cup Day

24 Dec Mon SA, NT Christmas Eve (7pm to midnight)

25 Dec Tues ALL Christmas Day

26 Dec Wed All but SA Boxing Day

26 Dec Tues SA Proclamation Day

31 Dec Mon SA, NT New Year’s Eve (7pm to midnight)

Government School Holidays 
and Public Holidays 

2
0

18
 ©

 B
u

tler C
reativ

e
FEBRUARY 2018

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

29 
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21

1
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15
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2

9

16
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4

11

18

25

JUNE 2018
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

28  

4

11

18

25

29 

5

12

19

26

30

6

13

20

27

31 

7

14

21

28

1

8

15

22

29

2

9
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23
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3

10

17

24

1

MAY 2018
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

30  

7

14

21

28

1

8

15

22

29

2

9

16

23

30

3

10

17

24

31

4

11

18

25

1

5

12

19

26

2

6

13

20

27

3

May Day (NT)
Labour Day (QLD)

Western Australia 
Day (WA)

Queen’s Birthday  
(All but QLD,WA)

2018 Year Planner
JANUARY 2018

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

1

8
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22

29
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31          
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18

25

1     
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19

26
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6

13
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27
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New Year’s Day

Australia Day 

APRIL 2018
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

26 

2

9

16

23

27 

3
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17
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28
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11
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25

29

5

12

19

26

30

6

13

20

27

31

7

14

21

28

1

8

15

22

29ANZAC Day

Easter Saturday  
(All but TAS,  WA)

Easter Monday

Easter Good Friday

Easter Tuesday (TAS)

1 2 3 4

 

2 4

26 27 

* Labour Day (VIC), Canberra Day (ACT), Eight Hours Day (TAS), March Public Holiday (SA)

MARCH 2018 
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

30 31 1

12

19

26

27   
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13

20

27

28

7

14

21

28

1     

8

15

22

29

2     

9

16

23

3

10

17

24

4

11

18

25

*

Labour Day (WA)

26 

5

28

30 1 2 3 4 5    6  

**Daylight Savings ENDS,  Easter Sunday (ACT, NSW, QLD, VIC)

**

Double page spread of Year 
Planner
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JANUARY FEBRUARY MARCH APRIL MAY JUNE

MON 1

TUES 2 1

WED 3 2

THU 4 1 1 3

FRI 5 2 2 4 1

SAT 6 3 3 5 2

SUN 7 4 4 1 6 3

MON 8 5 5 2 7 4

TUES 9 6 6 3 8 5

WED 10 7 7 4 9 6

THU 11 8 8 5 10 7

FRI 12 9 9 6 11 8

SAT 13 10 10 7 12 9

SUN 14 11 11 8 13 10

MON 15 12 12 9 14 11

TUES 16 13 13 10 15 12

WED 17 14 14 11 16 13

THU 18 15 15 12 17 14

FRI 19 16 16 13 18 15

SAT 20 17 17 14 19 16

SUN 21 18 18 15 20 17

MON 22 19 19 16 21 18

TUES 23 20 20 17 22 19

WED 24 21 21 18 23 20

THU 25 22 22 19 24 21

FRI 26 23 23 20 25 22

SAT 27 24 24 21 26 23

SUN 28 25 25 22 27 24

MON 29 26 26 23 28 25

TUES 30 27 27 24 29 26

WED 31 28 28 25 30 27

THU 29 26 31 28

FRI 30 27 29

SAT 31 28 30

SUN 29

MON 30

TUES

2018 Staff Leave Year Planner

New Year’s Day

*

* Labour Day (VIC), Canberra Day (ACT), Eight Hours Day (TAS), March Public Holiday (SA)

Easter Good Friday

Easter Saturday  
(All except TAS, WA)

Easter Sunday (ACT, 
NSW, QLD,VIC)  ** 

Easter Monday

Easter Tuesday (TAS)

ANZAC Day

May Day (NT)
Labour Day (QLD)

Queen’s Birthday 
(all but QLD, WA)

Western Australia 
Day (WA)

Labour Day  
(WA)

Australia Day 

** Daylight Savings ENDS

Double page spread of Staff 
Leave Planner

CHILD’S NAME  
(FIRST NAME / LAST NAME)

DATE OF 
BIRTH 

2 
MONTHS

4 
MONTHS

6 
MONTHS

12 
MONTHS

18 
MONTHS

3.5 - 4 
YEARS

NEXT 
IMMUNISATION 

DUE DATE

COMMENTS

Immunisation Register (photocopy this page so you can staple in extra if needed) 

Add one of the following abbreviations at each milestone:

UTD-IHS: Up to Date – Immunisation History Statement (IHS)

UTD-MC: Up to Date – IHS AND Medical Contraindication- 
Immunisation Exemption

CS-IHF: Catch-up Schedule – Immunisation History Form

MC: Medical Contraindication – Immunisation Exemption

CO: Conscientious Objection – Immunisation Exemption

The date is recorded on the:
• Immunisation History Statement – up to date. The next vaccination due date 

will be listed in the bottom section of the statement (excludes fully immunised 
children) and;

• Immunisation History Form for children who are on a catch-up schedule.  
The date the next vaccinations are due is listed on the bottom of the form.

• Medical Contraindication Form – a deferred date will be recorded for children 
who have a temporary medical contraindication.

Incident, Injury, Trauma and Illness Record Type of record:     Incident      Injury      Trauma      Illness

Children’s Immunisation 
Register summary



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
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DATE PROFESSIONAL DEVELOPMENT ACTIVITY PROVIDER HOURS COST COMMENTS

2018 Professional Development Summary

MARK HOURS AS * FOR INTERNAL OR + FOR EXTERNAL

CHILD’S NAME  
(FIRST NAME / LAST NAME)

DATE OF 
BIRTH 

2 
MONTHS

4 
MONTHS

6 
MONTHS

12 
MONTHS

18 
MONTHS

3.5 - 4 
YEARS

NEXT 
IMMUNISATION 

DUE DATE

COMMENTS

Immunisation Register (photocopy this page so you can staple in extra if needed) 

Add one of the following abbreviations at each milestone:

UTD-IHS: Up to Date – Immunisation History Statement (IHS)

UTD-MC: Up to Date – IHS AND Medical Contraindication- 
Immunisation Exemption

CS-IHF: Catch-up Schedule – Immunisation History Form

MC: Medical Contraindication – Immunisation Exemption

CO: Conscientious Objection – Immunisation Exemption

The date is recorded on the:
• Immunisation History Statement – up to date. The next vaccination due date 

will be listed in the bottom section of the statement (excludes fully immunised 
children) and;

• Immunisation History Form for children who are on a catch-up schedule.  
The date the next vaccinations are due is listed on the bottom of the form.

• Medical Contraindication Form – a deferred date will be recorded for children 
who have a temporary medical contraindication.

Incident, Injury, Trauma and Illness Record Type of record:     Incident      Injury      Trauma      Illness

Professional Development 
Summary
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Wish List to BuyClean and Check 

Quality Improvement Overview 2018

Repair or Replace

Quality Improvement Overview 
(Clean and Check, Repair or 
Replace, Wish list to buy)
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Wish List to BuyClean and Check 

Quality Improvement Overview 2018

Repair or Replace
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To Do List

Quality Improvement Overview 2018

Update Records Key QIP Goals 2018

Quality Improvement Overview 
(To do list, Update records, Key 
QIP goals for year)

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

 1

29

22

15

8

2

30

23

16

9

3

31  

24

17

10

4

25

18

11

5

26

19

12

6

27

20

13

7

  

28

21

14

January 2018   at a glance

New Year’s Day

Australia Day

       

Shaded = Public Holiday

Before each month, a month 
planner at a glance
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NOTES FOR JANUARY

After each month, a page for 
notes
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The diary specifi cally tailored to 

Australian Family Day Care Educators

by Butler Creative Childcare Resources

www.bccr.com.au

FAMILY DAY CAREDIARY™

2021
the

2021 © Butler Creative Childcare Resources    www.bccr.com.au    info@bccr.com.au     ABN: 48 795 501 176

The material in this book, such as texts (excluding ACECQA), 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.For material copyright to ACECQA, please observe the following. © 2020 Australian Children’s Education and Care Quality 

Authority. Copyright in this resource (including, without limitation, text, images, logos, icons, information, data, documents, 

pages and images) (“the material”) is owned or licensed by us. Copyright in material provided by Commonwealth, State or 

Territory agencies, private individuals or organisations may belong to those agencies, individuals or organisations and be 

licensed to us. Subject to any contrary statement on relevant material, you may use any of the material in this resource for 

your personal and non-commercial use or use on behalf of your organisation for non-commercial purposes, provided that an 

appropriate acknowledgement is made (including by retaining this notice where the whole or any part is reproduced or used 

without material alteration), and the material is not subjected to derogatory treatment. Apart from any other use as permitted 

under the Copyright Act 1968 (Cth), all other rights are reserved. permitted under the Copyright Act 1968 (Cth), all other rights 

are reserved
Information in this diary 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 profi ts, loss of revenue, or loss of use, arising out of or related to the this diary or the information 

contained in it, whether such damages arise in contract, negligence, tort, under statute, in equity, at law or otherwise. 

www.bccr.com.au
YOU MIGHT ALSO LIKE...

EDUCATOR WEEKLY PROGRAMMING AND REFLECTION DIARIES

Diaries for planning and reflecting on the programmed curriculum

These will professionalise, yet simplify educators’ workloads. The ‘Creative 
Thinking Program’ can be displayed, each day, either as it unfolds or it can be 
used to pre-plan the week along with your daily visual displays for families.
With your Weekly Programs and Reflections on open spreads, it enables you to 
open this book at any time and view each week at a glance and follow up future 
programs using your notes.

EDUCATIONAL LEADER AND FAMILY DAY CARE DIARIES

Diaries for the ‘leadership roles’ in your service.

Minimise your paperwork and keep it all in one place. Record and plan for:

EDUCATIONAL LEADER

• philosophy / role interpretation
• educator profile pages
• goal setting / reflection
• weekly action plan
• monthly notes and planning
• professional development register
• meetings with follow-up
• general correspondence

FAMILY DAY CARE
• attendance of children
• menu planning
• activities
• expenses
• parent communication
• checklist and ‘to do’

2021© Butler Creative Childcare Resources (Publisher of the Childcare Centre Diary)  

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 Childcare Resources. 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 diary may contain technical inaccuracies or typographical errors. In 

no event shall Butler Creative Childcare Resources be liable for any damages whatsoever, 

and in particular, Butler Creative Childcare Resources 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 diary or the information contained in it, 

whether such damages arise in contract, negligence, tort, under statute, in equity, at law 

or otherwise.    www.bccr.com.au    info@butler-creative.com.au    
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The diary specifi cally tailored to 

Australian Early Education and Care Services

Educational Leaders
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EDUCATIONAL LEADER

DIARY™

 from 

Butler Creative Childcare Resources

www.bccr.com.au

OUR SUSTAINABLE YEAR CALENDAR

Our Sustainable Year is a monthly calendar designed to highlight the sustainable 
practices carried out in the ECEC setting.

It is a monthly reminder to actively involve children in sustainable practices and 
activities as well as a record of the activities for parents and assessors to view.

Write stories, draw pictures or stick in photos to document your month.

CARBON COPY RECORD BOOKS

We stock a range of NCR (No Carbon Required) booklets with duplicate and 
triplicate pages for you to use. Perfect where multiple copies of compliance 
records are needed when handing paperwork for the office and/or families. This 
product is great for Family Day Care and may also be used in Day Care Centres.

OTHER GREAT RESOURCES FOR MINDFULNESS/WELLBEING, EYLF POSTERS, DIVERSITY POSTERS AND MORE... visit www.bccr.com.au

2021 © Butler Creative  www.bccr.com.au  ABN: 48 795 501 176

We would like to acknowledge the input and assistance of Lyn Amos. Lyn is a Family Day 
Care educator with a long history in Centre Based care, she has both a Cert III and Diploma in 
Early Childhood Education and also an Associate Degree in Education. We would like to thank 
Lyn for her well thought-out layout and explanatory notes. We also received input from 
OSHC educators and directors and in particular from Warrandyte Primary School OSHC. 

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.

www.bccr.com.au    info@bccr.com.au     

DESIGNED AND PRINTED IN AUSTRALIA

The diary specifically tailored to 
Australian Early Childhood Education and Care

2021the
                   OSHC    

WEEKLY PROGRAMMING 
AND REFLECTION

DIARY™
by Butler Creative Childcare Resources

www.bccr.com.au




