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EMPLOYEE QUALIFICATIONS POLICY
PURPOSE  
Lower Plenty Primary School OSHC ensures that staff qualifications and any relevant study are checked, recorded and monitored so that staffing meets applicable Victorian OSHC requirements.
SCOPE  
This policy applies to children, families, staff, management and visitors of the OSHC Service.
IMPLEMENTATION  
· Staff must provide evidence of relevant qualifications, or enrolment in an approved course where applicable, before being counted as qualified under the applicable requirements. The Coordinator will verify this evidence.
· Qualification and enrolment evidence will be kept securely in each employee’s confidential staff file, with access limited to authorised personnel.
· The Coordinator (or delegate) will maintain a current record of staff qualifications and, where a staff member is working towards a qualification, monitor progress against any applicable regulatory timeframes.
· Staff studying towards a relevant qualification will provide updated evidence of enrolment and progress at least every six months, or sooner if required to confirm their eligibility.
· If progress is delayed or enrolment changes, the Coordinator will discuss the matter with the employee and inform management. Staffing arrangements will be adjusted if necessary to continue meeting applicable requirements.
· Staff must promptly advise the Coordinator if their qualification or enrolment status changes. Any employment implications will be managed fairly in accordance with applicable requirements and school procedures.
FURTHER INFORMATION AND RESOURCES  
· Education and Care Services National Law (Victoria), including sections 161–163 (where applicable)
· Education and Care Services National Regulations, including regulations 135–136, 145–147 and 168 (as applicable); Victorian OSHC qualification requirements
· National Quality Standard: Quality Area 4 (Staffing arrangements)
· National Quality Standard: Quality Area 7 (Governance and leadership)
REVIEW CYCLE AND EVALUATION
This policy was reviewed in October 2026 and is scheduled for review in October 2028, or earlier if requirements change.
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