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POLICY DEVELOMENT & REVIEW

POLICY STATEMENT
Our service is committed to ensuring that all policies and procedures reflect current legislation, the National Quality Framework (NQF), and the service’s values and practices. This policy establishes a structured and transparent process for developing, reviewing, consulting on, and approving service policies.

We believe that well-written, up-to-date policies guide consistent decision-making, promote high-quality practice, and ensure compliance with the Education and Care Services National Law and Regulations. All educators, families, and stakeholders are encouraged to contribute to the policy development and review process.

CONSIDERATIONS
	Education and Care Services National Regulations
	168, 170, 171, 172

	National Quality Standards
	QA7

	Other Service polices/documentation
	· Governance and Management Policy
· Complaints and Grievances Policy
· Family Code of Conduct
· Continuous Improvement Plan (QIP)
· Policy Register and Review Schedule

	Other
	· Education and Care Services National Law Act 2010
· National Quality Framework
· ACECQA Guide to the National Quality Framework



PROCEDURE
a) Management will:
· Maintain a Policy Register and Review Schedule listing all service policies, due date for review, date of approval and following review date (typically every 12 – 18 months).
· Ensure each policy aligns with current legislation, National Regulations, and the service’s philosophy.
· Develop and update policies through a consultative process involving the Parent Committee, educators, and, where appropriate, families.
· Circulate new or updated policies to educators for feedback prior to final approval.
· Make all approved policies accessible to families via the service website, Class Dojo, and noticeboard.
· Notify families in writing when policies are added, amended, or replaced, in accordance with Regulation 172.
· File and archive superseded versions of policies for audit and compliance purposes.

b) Educators will:
· Familiarise themselves with all current service policies and implement them in daily practice.
· Provide feedback on proposed policy changes through staff meetings or written consultation.
· Support families in understanding new or updated policies and direct them to the appropriate documentation or management for clarification.


c) Families and Committee will:
· Be invited to provide feedback on new or reviewed policies through surveys, noticeboard postings, committee meetings, or digital communication channels.
· Participate in decision-making processes when policies affect family operations or child safety.

d) Review Process:
1. Identify policies due for review each term using the Policy Register.
2. Consult stakeholders, educators, management, and families, using feedback forms or meeting discussions.
3. Revise and update content to reflect changes in legislation, service practice, or feedback received.
4. Approve final version through the Management Committee or Nominated Supervisor.
5. Communicate updates to educators and families via email, ClassDojo, or newsletter.
6. Archive old versions in a secure file for record-keeping.
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