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	Purpose:
	To understand the rostering system that ensures Wahroonga After School Care Centre’s environment meets the quality standards and maintains ratios. 



Policy Statement
The Centre aims to provide a rostering system satisfying the National Employment Standards for staff employed as Educators and Responsible Persons.
We recognise the importance of professionalism and employ rostering strategies to encourage a collaborative and mentoring environment to develop skills and routines to ensure the quality of care is paramount.
We aim to meet National Quality Framework regulations and standards.

Procedure for rostering

Rostering for the Centre is executed via an online platform.

On starting employment or the commencement of a new year, each Educator is required to complete their availability online. It is the Educators responsibility to keep their availability updated via the online platform as changes throughout the year arise.

Vacation Care availability is to be completed by Educators four weeks before each vacation care period.

A fortnightly roster will be developed to ensure that the National Quality Framework Regulations in regards to Educator to child ratios are met at all times. Educator input into compiling the roster will be sought as much as practically possible. 

The roster will be published a week in advance and displayed via the online platform for all Educators to view. The Vacation care roster will be available two weeks prior to the commencement of the Vacation Care period.

Educators will be required to indicate a change of shift at least 48 hours in advance via email. If Educators fail to give the above-mentioned notice 3 times over a period of 6 weeks then Disciplinary Action may be taken.


For any period of leave (a week or more) taken by employee four weeks’ notice must be given, via email and a notification on the online platform. Leave will be recorded and approved by Centre management as per Leave Guidelines. 
The Coordinators and/or Parent Committee will determine requests for leave without pay based on the individual’s requirements and the ability to comply without compromising staffing levels at the Centre or quality of care
Employees annual leave will be taken as negotiated with the Coordinator and/or Parent Committee as per their employment contract. If an employee accumulates excessive leave (more than 8 weeks) then then Parent Committee will direct the employee to take annual leave. 

Rosters will be based on the current child attendances and foreseeable statistics.  Adjustment to staffing requirements may be necessary in some instances and as much notice as possible will be provided where there is a change in the attendance levels.  However the responsible Person reserves the right to allow Educators to complete work earlier than rostered or to roster on additional Educators as required.

In development of this roster the following criteria will be considered:
· Educator to Child ratio requirements
· Experience of the employee
· Number of shifts available to work consistently over a period of 12 months
· Event’s taking place at the centre e.g. Gumnut fair, Mother’s Day, etc.
· Current children’s interests and grouping
· Staff availability 
· The National Award and its requirements including breaks
· Specific skills and qualifications required for the Centre to run in accordance with the National Standards e.g. First Aid Qualifications, Child Protection
· Training and development needs of Educators
Management will endeavour to maintain open communication at all times. 

Current National Regulations are: 
· 1 Educator to every 15 children at the Centre
· On excursions it is per the risk assessment and where so deemed, a higher Educator to child ratio will be rostered to ensure adequate supervision.
When ratios are exceeded, we will adapt the daily program and reduce the play areas and boundaries.
If the safety of the children is jeopardised by the higher ratio of children to Educators a lock down will be implemented.
A risk assessment is available to ensure the safety of the children is paramount when ratios are not meeting the National Regulations.
Procedure for determining the responsible person at the Centre
The Responsible Person for any given shift will be appointed on the Educators sign in sheet.
The Responsible Person for the session must meet the requirements of Education and Care Services National Regulation 46 and 47. The Responsible Person must have been approved by Centre management.
A Responsible Person must hold a current First Aid, Anaphylaxis, Asthma and Child Protection Certificates and follow the Centre’s procedures with regard to dealing with and reporting.
A Responsible Person must have met, understood and signed off on the requirements of the Appointed Responsible Person Role, Responsibility and Requirements Policy.



Considerations:
	Education and Care Services National Regulations
	National Quality Standard
	Other 

	r46-47
r54
r118
r146-r148
r150- r151
r168(2)(h) 
r177 
	3
4
7
	· Anti Discrimination Laws
· Working with Children Check
· Centre’s Code of Professional Standards
· Fair Work Ombudsman
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