GOVERANCE AND MANAGEMENT OF THE SERVICE — INCLUDING
CONFIDENTIALITY OF RECORDS POLICY January 2018

Purpose
Montessori Works Purpose is to ensure good governance and accountability to its stakeholders by:

e Conduct our affairs legally, ethically and with integrity, ensuring compliant with all funding,
regulatory and legislative requirements placed on the organisation

e Remain solvent and comply with all our financial obligations

e Identify organisational risks and legal obligations and manage these

e Ensure mechanisms are in place for fair and transparent governance

Roles and Responsibilities

Management

The management of our education and care service is overseen by the Management Committee.
The Management Committee is accountable to members for the performance of the organisation.

Management Committee Role

The Management Committee has overall responsibility to members for the sustainability and relevance of
the service. The Board/Management will direct its activities towards achieving the organisation’s goals and
implementing the organisation’s Quality Improvement Plan by guiding and monitoring the organisation’s
business and affairs in line with the objects as set out in the organisation’s rules and in line with the
organisation’s philosophy.

In carrying out its responsibilities, the Management Committee undertakes to maximise the value and
contribution of the organisation to the community, and to serve the interests of the organisation’s
members, employees and families and children using the service. In serving these interests there is an
implicit understanding that the rights of the child are paramount in all decision making.

The Management Committee is the employer of all staff of the organisation and are responsible for the
management and control of the organisation as the Approved Provider of education and care under the
Children Education and Care Services National Law 2010 and the Education and

Care Services National Regulations 2011.

Policies
The Management will:

e Ensure that a comprehensive set of policies are in place as required under Education and Care
Service Regulations and other Regulations and laws that the service must comply with;

e Ensure that these policies comply with relevant legislation; and

e Update these policies on a regular basis



Compliance Measures
The Management Committee will:

e Ensure that mechanisms are in place such as compliance tools and a compliance calendar
to assist them to assess that the organisation’s policies are implemented; and
e Prepare a sample service summary sheet for new committee members.

Constitution

The Management Committee of the Association will:

e Ensure that the organisation’s constitution/articles of association is are followed at all times;

e Ensure that the constitution/ articles of association are reviewed at least every three years;

e Ensure that each new member of the Board/Management, and

e Committee is provided with a copy of the organisation’s constitution and Quality Improvement Plan
on their appointment to Management Committee.

Board/Management Committee Powers

The Management Committee sets the strategic direction and monitors performance of the organisation.
The Management Committee will provide effective governance to ensure excellent overall management of
the organisation’s business and financial objectives.

In addition, the Management Committee members may delegate any of their powers (with the exception
of the power of delegation and responsibilities as Approved Provider) to a committee of directors, a
director, an employee or any other person.

The Management Committee delegates the responsibility of implementing the strategic plan and day-to-
day management of the organisation to the service’s Director/Co-ordinator/ Manager.

In discharging its powers, each Director/Management Committee member will be bound by the
Associations Act/Corporations Act, the Constitution and all policies of the organisation.

The Board’s/Management Committee’s authority includes:

e Qverseeing the organisation including its control and accountability systems;

e Appointing and removing the Director/Co-ordinator/Manager;

e Ratifying the appointment of all staff members;

e Developing organisational strategy and performance objectives;

e Reviewing, ratifying and monitoring systems of risk management and internal control, codes of
conduct, and legal compliance;

e Monitoring the Director’s/Co-ordinator’s/Manager’s performance and implementation of strategy;

e Approving and monitoring financial and other reporting;

e Authorising appropriate delegations within the organisation;

e Ensuring appropriate resources are available to carry out the organisation’s functions; and

e Approving and monitoring the progress of major capital expenditure



Risk Management
The Management Committee will:

e Ensure the organisation operates with and to a valid Constitution/Articles of Association and that
all governance and management practices of the Management Committee and staff align with the
Constitution/Articles of Association;

e Demonstrate achievement of this through accessible meeting minutes and Management
Committee self-assessments;

e Assist Board members to receive ongoing support and professional development in the
implementation of effective and evidence based governance practice.

Code of Conduct
The Management committee members will:

e Commit themselves members to ethical, businesslike, and lawful conduct, including proper use of
authority and professional decorum when acting as Management Committee members;

e Demonstrate un-conflicted loyalty to the interests of the organisation when acting as a
Management Committee member;

e Avoid conflicts of interest with respect to their role;

e Annually disclose their involvement with other organisations or companies that currently do
business or may do business with the organisation;

e |Immediately disclose to the Management Committee any and all impending conflicts of interest.
That member shall absent herself or himself without comment from both the deliberation and final
decision-making;

e Not use information exclusive to Management Committee members for personal gain and will
respect the confidentiality of all information obtained during meetings or through their role; and

e Respect the confidentiality appropriate to issues of a sensitive nature.

Confidentiality
Approved provider will

e Ensure that each family, staff, volunteers and student and committee member is provided with a
privacy collection statement upon enrolment, that includes details about how they can access their
personal information, have this corrected as needed, make a complaint about a breach of privacy, if
one occurs. This can also be accessed on our website at www.service.org.au

e Ensure each staff member, committee members, volunteers and student information is correct in
personnel and other files. This includes information on qualifications, WWCC, criminal history
checks, staff entitlements, contact and emergency information, health and immunisation
information, and any relevant medical and legal information. This would include any other relevant
information collected by the service.

e Ensure that information collected from families, educators, committee members and the
community is maintained in a private and confidential manner at all times.

e Ensure that such information is not divulged or communicated (directly or indirectly) to another
person other than the ways outlined as appropriate in the Education and Care Services National
Regulations, 181, which says information can be communicated: To the extent necessary for the
education, care or medical treatment of the child;



o To the parent of the child to whom the information relates (except for information in staff
records);

o To the regulatory authority or an authorised officer;

o As authorised, permitted or required to be given by or under any act or law; and

o  With written consent of the person who provided the information.
Ensure families are informed upon enrolment how images/photographs of their children will be
used on the Internet and/or publications.
Provide families with information on the Complaints and Feedback procedure if any privacy or
confidentially procedure has been breached. Individuals can make a complaint to the Approved
Provider if they believe there has been a breach of their privacy in relation to the Privacy principles.
The breach will be assessed by the Approved Provider within 14 days. Where the information
collected is incorrect, the information will be corrected. Where a serious breach of privacy is found,
appropriate actions will be negotiated between the Approved Provider and the individual to
resolve the situation, in line with the Complaints and Feedback procedure.
Will ensure information provided by families, staff and committee members is only used for the
purpose it was collected for.

Nominated Supervisor will

Ensure each families’ information is correct in enrolment records. This includes information on
immunisation updates, income and financial details (credit card or bank information), contact
details of family and emergency contact information, children’s developmental records, Family
Assistance information, and any medical or legal information — such as family court documentation
— required by our education and care service. This would include any information required to be
recorded under the National Law and Regulations, the Family Assistance Law other relevant
information collected to support the enrolment of a child.

Provide families with details on the collection of personal information collected:

This information will include:

The types of information collected by our education and care service;

The purpose of collecting information;

What types of information will be disclosed to the public or other agencies; and when and why
disclosure may occur;

How information is stored at the service;

Approaches used to keep information secure;

Who has access to the information;

The right of the individual to view their personal information;

The length of time information needs to be archived; and

How information is disposed.

Will ensure information provided by families and staff is only used for the purpose it was collected
for.

Storage of Information

Ensure that education and care service records, personnel records, CCB information and children’s
and families information is stored securely reducing the chance of unauthorised access, use or
disclosure and remains private and confidential within the education and care environment at all
times.

Access to Information



e Will ensure that information kept is not divulged or communicated, directly or indirectly, to anyone
other than:

o Medical and developmental information that is required to adequately provide education
and care for the child;

o The Department of Education and Communities, or an authorised officer; or

o As permitted or required by any Act or Law.

e Individuals will be allowed access to their personal information as requested. Individuals must
request this information in writing from the Nominated Supervisor. Authorised persons may
request to view any information kept on their child.

e Information may be denied under the following conditions: Access to information could
compromise the privacy of another individual;

e The request for information is frivolous or vexatious; and

e The information relates to legal issues, or there are legal reasons not to divulge the information
such as in cases of custody and legal guardianship

Educators will

e Maintain children’s information and store documentation according to policy at all times.

e Not share information about the education and care service, management information, other
educators or children and families, without written permission or legislative authority.

e In keeping with the Early Childhood Australia (ECA) Code of Ethics (2008), the Education and Care
Services National Regulations and the Privacy Legislation, educators and staff employed by our
education and care service bound to respect the privacy rights of children enrolled and their
families; educators and staff and their families and any other persons associated with the service.
Educators will sign a Confidentiality Statement as it relates to privacy and confidentiality of
information.

Related Statutory Obligations & Considerations

Children (Education and Care Services National Law) Act 2010

Education and Care Services National Regulations 2011

Children and Young Persons (Care and Protection) Act 1998

Australian Privacy Principles — www.oalc.gov.au

Early Childhood Australia (ECA) - http://www.earlychildhoodaustralia.org.au/
NSW Association Incorporation Act 2009

Related Telephone Numbers

e Early Childhood Education and Care Directorate 1800-619-113



Amendment History

Version Amendment Short Description

This policy will be updated to ensure compliance with all relevant legal requirements every year. Appropriate
consultation of all stakeholders (including staff and families) will be conducted on a timely basis. In
accordance with Regulation 172 of the Education and Care Services National Regulation, families of children
enrolled will be notified at least 14 days and their input considered prior to any amendment of policies and
procedures that have any impact on their children or family.
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