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Armidale & District Family Day Care 

Student and Volunteer Policy and Guidelines 

Related documentation 
Policy/policies 
 
 
Regulation/s/ Standards 
 
 
 
 
Other procedures 
 
References: 
 

Confidentiality, Child Protection and Child Safe, 
Authorisations and Refusals, Code of Ethical 
Conduct, Visitors, Safe Use of Digital 
Technologies and Online Environments,  
 
National Regulations:  
Clauses 77(3), 82 (2), 83 (3), 149, 155, 165,166, 
170, 182 
NQS 1.2, 2.1, 2.2, 4.2, 5.1, 6.1 
 
Infection Control and Hand Hygiene, Nappy 
Change and Toilet, Photo and Camera, 
Supervision, Workplace Health and Safety 
 
The Education and Care Services National 
Regulation 2011 
NSW Office of the Children’s Guardian  

Date effective November 2025 

Date for review November 2028 

Purpose  To provide guidelines under which AFDC can 
include students to undertake workplace 
learning and experience in the service. 

Responsibility Children’s Services Manager, Nominated 
Supervisors, Staff, Educators and Students. 

 

Key information 

 

Armidale Family Day Care supports workplace learning and will use its best endeavours to assist 

early childhood students seeking to undertake practicums with experienced Educators. We support 

workplace learning and recognise the contribution that early childhood students can offer to 

Educators and to the children in their care. 

 

While AFDC values the potential opportunities afforded by the participation of volunteers within the 

community, the high level of supervision required within Educators’ services means that we are 

unable to invite volunteers to assist in the provision of early childhood education and care in 

Armidale Family Day Care. 

 

Procedures for the placement of students  

➢ Requests for placement of students for practicums will be accepted from both registered 

training organisations and individual students. 

➢ AFDC will only approve the placement of students undertaking study in early childhood 

education and care qualification Certificate III and above.  

➢ All placements of students with Educators will be managed by the Children’s Services 

Manager or the Nominated Supervisor. 

➢ AFDC will only consider the placement of students with experienced Educators. 
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Responsibilities 

➢ All students seeking placement with AFDC must provide their full name, date of birth and 

WWCC clearance number to AFDC Coordination unit prior to consideration being given to 

their request. 

➢ Students must not bring their personal digital devices into the care environment.  

➢ AFDC Coordination Team and the Educator with whom the student is placed share joint 

responsibility for supervising the student. 

➢ The Educator is responsible for maintaining the education and care environment an 

accordance with Regulatory Standards and AFDC policies and procedures throughout the 

student’s work placement. 

➢ Educators are responsible for using their best endeavours to ensure that students act in 

accordance with the Education and Care Services National Regulations, Law and the National 

Quality Standard.   

➢ Students are responsible for completion of their own assessment tasks. 

➢ Students must sign the Educator’s visitors book upon entering and leaving the Educator’s 

service. 

➢ Students are responsible for adhering to this Student and Volunteer Policy, whilst at the 

Coordination Unit, in an Educator's Service or on an excursion. 

➢ Students should ensure that they have access to Education and Care Services National 

Regulations, Law and the National Quality Standard for reference purposes. 

➢ Students must report any concerns regarding child safety, including the use of digital 

technology, to the approved provider or nominated supervisor.  

 

Communication required prior to the Placement of a student with an Educator 

➢ Students must meet with the mentoring Educator prior to the commencement of the 
placement. The Educator will provide the student with information about their service, 
discuss confidentiality and mutual expectations and the student’s compliance with National 
Regulations, the National Quality Standard and service policies and procedures.  

➢ Educators will communicate with students that they cannot have their personal devices in 
the care environment.  

➢ Educators must inform enrolled families of the upcoming placement and request the 
families provide written permission prior to the commencement of the placement.  

➢ If the student has any concerns about their role or the placement, they are encouraged to 
discuss them with the Educator. 

➢ Should the student require further clarification, they should contact the Children’s Services 

Manager or the Nominated Supervisor. 
➢ Management will provide students with a copy of this policy prior to the commencement of 

the practicum.  
 
Confidentiality: 

➢ AFDC requires all students to agree to comply with AFDC’s Confidentiality Policy. 
➢ Students must not discuss information concerning Educators, Educators’ families, children 

and children's families or Coordination Unit members outside the Educator's Service or the 
Coordination Unit.  
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➢ If the Educator is discussing an issue with a family, the student should respect the privacy of 
the conversation and should move to another part of the room while this takes place.  

➢ All documentation and notes written by the student must refer to the children's and 
Educator's first names only.  
 

Supervision 

➢ Educators must take all reasonable steps to ensure that students are not left alone with an 
individual child or a group of children.  

➢ Students must not walk around whilst carrying a baby or young child.  
➢ Educators may permit a student to toilet a child or to change a child’s nappy under 

supervision. 

 

Behaviour Guidance 

➢ It is the Educator’s sole responsibility to manage a child's behaviour. If a student has 

concerns about a child displaying difficult behaviour, they should discuss this concern with 

the Educator at an appropriate time and not in the child's presence. 

➢ Students need to use children’s names when addressing them. Inappropriate language 
and/or shouting at children will lead to the immediate termination of the practicum.  

➢ The student will interact calmly and personably with all children.  
➢ Students must respect the dignity of every child. No child may be isolated, made immobile, 

frightened or humiliated.  

 
Nutrition and Hygiene: 

➢ Students must seek permission from the Educator prior to offering food or drink to a child in 
recognition of potential allergies and intolerances in children. 

➢ Students must assist the Educator in ensuring that children do not share food or drink with 
each other or with an adult.  

➢ Students must use gloves or tongs when handling food in the Educator’s service. 
➢ Students must ensure they practice regular, thorough hand washing throughout the day.  
➢ Students should refer to and follow the hand washing chart on display in the Educator's 

Service.  
➢ Students should consult the Educator regarding the food and drink that they bring to the 

Educator’s service in recognition of potential allergies, intolerances and cultural practices. 
 
Work, Health and Safety 

➢ Whilst on placement the student is deemed to be “at work”, therefore personal phone calls 
(unless urgent) are not considered appropriate. Personal mobile phones must remain in the 
student’s bag and not be carried on their person. 

➢ Smoking and/or Vaping, either indoors or outdoors is not permitted in the Educator’s service 
and will result in immediate termination of the student’s placement. 

➢ Drug or alcohol consumption prior to attendance (or during attendance) is in breach of the 
Education and Care Services National Regulations and Standards and Service Policies and will 
result in immediate termination of the student’s placement.  

➢ Students must take reasonable care of themselves and their own health and safety. 
➢ In the case of an emergency, accident or incident, the student must respond quickly and 

appropriately to any directions given to them by the Educator.  
➢ Students must provide the Educator with emergency contact details; in case they are 

involved in an emergency. 


