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VISION
Excellence and leadership in services for the 
community, families and children

MISSION
Wanslea promotes community, family and 
individual development through partnerships 
and services
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Wanslea – A Brief History

Wanslea is a unique Australian not-for-profit 
organisation that was founded over seventy years 
ago by Florence Hummerston, a woman who 
committed her life to serving the community   
In 1941 Florence became the Founding President 
of the Women’s Australian National Service 
(WANS) War Fund and was also instrumental in 
the establishment of Wanslea two years later  
During the war years, the WANS provided care 
for children whose mothers were ill and fathers 

overseas with the war effort  At the end of the 
war, the WANS continued to offer a service that 
cared for children in need 

Over the years, Wanslea has touched the lives of 
thousands of Australians in times of family need, 
resulting in significant good will and respect for 
the organisation  



Welcome

This booklet is designed to provide you with 
important information about how Wanslea In 
Home Care operates and what is required of 
people who use the service   

We hope that this information helps to provide a 
positive In Home Care experience for you and your 
child  

The information in this booklet will assist you in 
settling your child into care and will answer many 
of the questions you may have 
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In Home Care is a flexible form of Education and 
Care by an approved educator in the child’s own 
home 

Each child is given care that is safe, nurturing, 
stimulating and builds upon their individual needs 
and interests   

We endeavour to meet the needs of any family, 
complementing and being sensitive to their values, 
beliefs and responsibilities  Forming partnerships 
with families and strong networks with the wider 
community is paramount  

Our goals are to:

 ǆ Deliver a quality service that honours 
cultural diversity, complements each family’s 
expectations and requirements, and meets the 
individual needs of the children

 ǆ Provide home-based Education and Care that 
is individual, flexible and responds to the 
changing needs of families

Wanslea In Home Care

 ǆ Support educators to provide a secure, caring 
and stimulating home environment, which 
provides for each child’s social, physical, 
intellectual and emotional needs and interests

 ǆ Create a professional atmosphere where 
parents, educators and staff form a 
collaborative team and work together for the 
benefit of the children and their families

 ǆ Create a working environment where staff 
and educators are supported to strive for 
professional growth and development

 ǆ Promote and demonstrate equal opportunity in 
all aspects of our service

Children are unique individuals and should be 
allowed to progress at their own pace   In Home 
Care programming is based on each child’s 
individual needs, interests and abilities   It caters 
for physical, social and emotional, language and 
cognitive development 
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Why Use In Home Care?

Children in In Home Care have the advantage of 
being able to remain in familiar surroundings and to 
be cared for together with their siblings  Educators 
often develop very close relationships with the 
children in their care and the rest of the family 

In Home Care offers flexible hours, including full-
time, part-time or casual  It can cater for families 
who work irregular hours or live in regional or 
remote areas and find it difficult to use mainstream 
Education and Care Services  Some educators are 
available overnight and on weekends 

With the appropriate permission from parents, 
children in In Home Care can have broader learning 
experiences by going on outings or excursions  They 
can enjoy the opportunity to mix and socialise in 
larger groups when they attend playgroup sessions 
that Wanslea offers 

In Home Care is different to the work provided by 
a nanny or a baby sitter  In Home Care educators 
do not undertake domestic duties like cleaning or 

washing and their work involves more than child-
minding  It is a specialised Education and Care 
Service that pays attention to meeting the unique 
child development needs of each child in care 

Educators are skilled at meeting the needs and day-
to-day demands of children and develop sensitive, 
responsive, consistent and secure relationships 
with the children and families  We know these 
relationships are essential for children’s early brain 
development 
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Who Is In Home Care For?

In Home Care is available to families who can 
demonstrate that the other types of approved care 
are not suitable or available  Families applying for  
In Home Care must be eligible for Child Care 
Subsidy and one or more of the following criteria 
must apply:

 ǆ Parents or carers are working non-standard  
or variable hours, outside normal care  
service hours 

 ǆ Parents or carers are geographically isolated 
from other types of approved child care, 
particularly in rural or remote locations 

 ǆ The family has challenging or complex needs, 
including challenging situations, and other 
approved care services are not able to meet 
the needs of the child or the family 

Families accessing In Home Care because 
of challenging or complex needs may have 
circumstances which include one or more of the 
following:

 ǆ A child with additional needs or a disability 
whose early childhood education and care 
requirements cannot be catered for in another 
approved child care setting, or through other 
government funded or community-based 
services

 ǆ A parent undergoing treatment for a serious 
illness 

 ǆ A complex family situation that prevents them 
from accessing other approved child care types
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Guidelines

Wanslea In Home Care operates in accordance with 
National Guidelines, the In Home Care Handbook 
and Wanslea Early Learning and Develpoment’s 
Policies and Procedures  

The Guidelines and Handbook for In Home Care 
outline the minimum requirements necessary to 
ensure safe, nurturing and educational childcare, 
as well as administration and record keeping 
requirements  

Please speak to your educator or the Wanslea In 
Home Care Early Years Team for more information 

Policies and Procedures

Wanslea Early Learning and Develpoment has 
policies and procedures  You may ask the Early 
Years Team for a copy  

This parent handbook provides a snapshot of 
policies and procedures, which may be subject 
to change as they are evaluated and reviewed 
regularly  

We encourage your input, thoughts and ideas  You 
may provide feedback to Wanslea formally in writing 
or informally through contact with your educator or 
by speaking to members of the Early Years Team 



8

Quality

Wanslea is committed to providing quality care 

Educators who become members of our service 
are required to provide care in accordance with 
the Standards for In Home Care and Wanslea 
Early Learning and Develpoment’s policies and 
procedures 

Wanslea’s Early Years Team has a responsibility 
to ensure that these standards are maintained   
Educators have a responsibility and duty of care to 
ensure that all children in care receive the very best 
care at all times 

The Early Years Team’s trained and experienced 
staff visit educators regularly, by appointment, to 
support, advise and resource the educator and 
to monitor standards of care  They hold regular 
educator meetings and training programs and 
respond to individual educator needs 

Providing quality care goes far beyond just meeting 
the children’s physical needs and requires educators 
to meet the children’s social, emotional, language 
and cognitive development needs, as well as their 
interests  

Wanslea requires that:

 ǆ The educator always relates to the children in a 
warm, responsive and respectful manner

 ǆ The educator knows the children well and is 
responsive to their needs

 ǆ The educator assists children to make the 
transition from parent to educator and to 
reunite happily with their families



9

In line with Australian Government requirements, 
we accept children into care in the following priority 
order:

1  Children at risk of serious abuse or neglect

2  Children of parents who satisfy the work, 
training, study test under section 14 of the 
Family Assistance Act

3  Any other child

This means that if several parents are vying for the 
same Education and Care vacancy, priority will be 
given to a working or studying parent ahead of a 
parent seeking respite   

Priority of AccessCommunication

Good communication is essential to providing a 
quality service and we are open to all suggestions 
and new ideas  

Our main focus is to provide a quality Eduction and 
Care setting where your child can grow and develop 
in a warm and caring environment  We trust that 
your association with any Wanslea service will be a 
positive experience for you and your child 

It is important that there is good communication 
between you and your In Home Care educator

Many educators keep a diary or communication 
sheet that will tell you about your child’s day   
You also need to communicate information to 
the educator that will help your child’s day run 
smoothly   For example, it is helpful if the educator 
knows whether your child has had enough sleep, or 
whether they ate breakfast   Please use the diary, 
if available, to jot down things that you think your 
educator should know 
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Enrolment

Before care may commence, you must complete 
the enrolment pack, which includes your parent-
educator agreement  Wanslea must complete a 
home safety and risk assessment 

Emergency contacts are required  Take special care 
to ensure that your educator may reach you or your 
emergency contacts at all times 

It is your responsibility to keep this information 
up-to-date and notify your educator and Wanslea’s 
Early Years Team of any changes to your enrolment 
and care details 

Educators will complete an individual daily home 
safety checklist prior to each child care session and 
take steps through the day to ensure the health, 
safety and wellbeing of the children in their care 

You must advise Wanslea and the educator of any 
proposed renovations or other changes that may 
affect the education and care provided to children 

The In Home Care service Wanslea provides to your 
family is based on the Family Management Plan 
agreed between you and the In Home Care Support 
Agency  The purpose of your Family Management 
Plan is to: 

 ǆ Identify your family’s unique circumstances and 
care requirements 

 ǆ Identify if your family may be eligible for 
additional assistance through other relevant 
support programs

 ǆ Develop a strategy to transition your family to 
other approved care service types over time, 
where available and appropriate 

Your Family Management Plan and eligibility status 
are reviewed every three months by the In Home 
Care Support Agency  You must inform Wanslea In 
Home Care or the In Home Care Support Agency if 
any of your circumstances change 

Family Management Plan
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Fees and Child Care Subsidy

Child Care Subsidy helps with the cost of approved 
care for eligible families  The Australian Government 
pays it directly to your Education and Care provider 
to reduce your fees 

For more information and eligibility requirements 
please visit www humanservices gov au

Each educator sets their own fees and will provide 
you with their Fee Schedule  You are entitled to a 
rate of 0 to 85% of the actual fee, or 0 to 85% at 
the family hourly rate cap (up to five children per 

family)  Wanslea charges a Parent Levy each week 
per family 

You pay your educator your gap fee (after Child 
Care Subsidy is applied) weekly  Wanslea In Home 
Care pays your educator the subsidised portion 

You must have an active MyGov account to access 
your details  It is your responsibility to keep your 
income and activity details up to date with the 
Family Assistance Office 
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You must always sign your child in and out of 
care  The attendance records are legal documents 
required by the Federal Government  They are also 
very important in times of evacuation or emergency  
It is a joint responsibility between you and your 
educator to ensure that your child’s attendance 
records are filled in correctly and signed  

Wanslea’s Early Years Team will not process 
incomplete attendance records  This means that the 
service cannot pay the Child Care Subsidy to your 
educator and you may have to pay full fees 

Attendance RecordsAbsences

The Federal Government approves a set number of 
absences each financial year for which Child Care 
Subsidy will be paid   There are specific reasons 
for which an absence may be claimed, such as 
holidays, occasional days off or sick days (child, 
sibling or parent)  Your educator can advise you of 
the maximum number of absences   You will need 
to advise the educator as early as possible if an 
absence is to occur 

Please note: fees are payable for absences and 
public holdiays 
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It is important to think in advance about how you 
are going to help your child to settle into their new 
Education and Care arrangement   The following 
ideas will help to make this transition as smooth as 
possible and reduce stress for you and your child 

Prepare your child for this new experience

 ǆ Before starting In Home Care, talk to your child 
about who will be coming, what they will be 
doing and why they will be looking after them 

 ǆ Answer all their questions openly and honestly 
and reassure them that they will be okay 

 ǆ You could read some books about new 
experiences to prepare your child (the educator 
or Early Years Team may have some you could 
borrow) 

 ǆ Ask your educator to visit your home before 
you need to leave your child for the first time 

Settling Your Child into Childcare

Show confidence

 ǆ Your child will be able to sense if you are 
confident about leaving them and will feel a 
lot more secure and settle more quickly if you 
are happy  If you are hesitant and uncertain 
about leaving your child, this may add to their 
anxiety  

 ǆ It is not unusual for young children to cry when 
their parents leave  Educators are skilled in 
comforting children and, if you have chosen an 
educator you think is best for your child, you 
can be sure the distress will not last long  

The first day

 ǆ If you can, try to build the time your child 
spends with the educator during the first 
few weeks: start with shorter sessions and 
gradually increase the hours 

 ǆ Try not to rush in the mornings  Spend time 
settling your child into an activity 
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 ǆ Once your child is involved in the activity, give 
them a hug, a kiss goodbye and then leave 

 ǆ Always say goodbye to your child and reassure 
them that you will be back  For example: “I’ll 
be back after afternoon tea ”

 ǆ If your child is upset when you leave, telephone 
the educator when you get to work  You can 
call the educator any time during the day if you 
are worried 

 ǆ Educators will also call you if your child 
continues to be upset through the day 

 ǆ When you arrive home, talk to the educator 
about how your child has gone on their first 
day  Talk to your child about their first day  Talk 
about what they have enjoyed doing  

The next few days

 ǆ Continue your goodbye routine: when you 
leave, say goodbye and reassure your child by 
telling them when you will be back 

 ǆ Your child may settle more easily some days 
than others, depending on what’s been 
happening in their life  For example: late nights 
and visitors may make them more unsettled 

 ǆ Talk to the educator about important events in 
your child’s life, such as how well they slept the 
night before or what they did on the weekend 

 ǆ Always talk to your child about what they have 
been doing during the day  

Over the next few weeks  

 ǆ Be kind to yourself; take one day at a time 

 ǆ Talk to the educator and ask for help or advice 
if you are concerned about something 

 ǆ Meet other parents or guardians to share ideas 
and support 

We recommend a trial period of care up to one 
month so that you and the educator can determine 
if the placement is successful 
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Grievance Procedures

If you are unhappy with any aspect of the In Home 
Care service, please let us know so we can make 
changes or improvements 

Please discuss any concerns about your child’s care 
with your educator as soon as possible   If you 
do not feel comfortable raising an issue with your 
educator, you may contact the Early Years Team or 
the Early Years Manager 

You will be asked to present your complaint in 
writing, as all formal complaints are recorded and 
investigated  You will receive feedback about the 
outcomes 

Wanslea will take appropriate action on any report 
of a serious offence that constitutes a breach of 
policy or puts children in danger 

The Early Years Manager and Early Years Team can 
mediate between you and the educator to seek 
a resolution suitable to all  If you still do not feel 
that your grievance has been resolved, you have 
the right to appeal directly to the Chief Executive 
Officer 

Wanslea’s formal grievance procedure is set out in a 
document that you may obtain from your educator 
or from the Early Years Team 
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In Home Care is a unique Education and Care 
service that can provide regular opportunities 
for children to explore their local community   
Excursions play an important role, as children 
learn from a broad range of experiences and 
environments 

At the parent interview, your educator will outline 
the visits away from home that form part of the 
normal day  These may include, for example, 

Excursions

picking up children from school, going to a 
Wanslea play session and visits to the park 

Educators are encouraged to ensure that all 
excursions are child-focused  If your educator 
wishes to take your children on an outing that has 
not been specified, you will need to authorise their 
attendance by signing an Excursion Form 

Outings usually involve various means of travel that 
must be undertaken in a safe manner at all times 

Educators are required to use a suitable children’s 
car restraint 

You have the right to control when and where your 
children go on excursions and to be able to contact 
your educator at all times 

Educators are strongly discouraged from taking 
children in their care to personal appointments 

Educators are required to carry a First Aid kit and 
details of emergency contacts with them when on 
excursions and are strongly encouraged to take a 
mobile phone 



17

Wanslea’s focus is on the importance of respect and 
dignity for your child, acknowledging and accepting 
your child’s feelings and encouraging these feelings 
to be expressed  We recognise and understand that 
your child’s behaviour may be affected by a range of 
factors and your educator will work closely with you 
to support your child’s individual needs 

Positive Guidance

Wanslea encourages the use of a variety of 
positive guidance strategies to support appropriate 
behaviour and build positive relationships  

For more information, please view Wanslea’s 
Positive Guidance Policy or speak with your child’s 
educator 
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Health and Safety Issues

Education and Care Services National Regulations 
require your child’s current immunisation status to 
be kept on our record  You will be asked to provide 
your child’s immunisation history statement, and 
subsequently provide us with the updated versions 
as applicable 

If your child is not immunised, you will need to 
provide us with your conscientious objection 
documentation and discuss how this may affect 
your child’s care with the In Home Care service 

Exemptions may apply for children with medical 
reasons or natural immunity, which has been 
certified in writing by a doctor 

ImmunisationHealth and Safety

A safe and secure environment for the children is a 
top priority 

You and your educator must work together to 
ensure that the child’s safety and wellbeing are not 
put in danger   

Vigilant supervision, maintenance and general 
upkeep of your home are vital 
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Your educator should be familiar with the 
document, ‘Staying Healthy’ (current edition), that 
outlines prevention of illness in care and specific 
diseases common in young children   It will serve as 
a guide to understand, prevent and manage some 
common childhood illnesses  

Your educator cannot provide care if your child is 
suffering from:

 ǆ Ear, eye or nasal discharge (discoloured)

 ǆ Abnormal rashes

 ǆ Abnormal temperature

 ǆ Infectious sores or diseases

Children Who Are Ill

If your child has been vomiting or had abnormally 
loose bowel actions, they should not return to care 
until 24 hours after their last attack   If your child 
has had an infectious or communicable disease, you 
will be asked to provide a medical certificate before 
care recommences   

Sometimes children just feel generally unwell or 
tired and need to stay at home with a parent 

Please do not leave your children with the educator 
if they are not well   Not only could their situation 
deteriorate but they could infect the educator and 
other children they care for 
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Your educator may administer medication to your 
child only in the following circumstances:

 ǆ Prescription medication with the original label 
on the container that details the child’s name 
and the required dosage

 ǆ Over-the-counter medicine that is appropriate 
for your child’s age and that you have 
authorised

Medication

Before any medication may be given to your child, 
you must:

 ǆ Sign the ‘Authority to Administer Medication’ 
form

 ǆ Personally hand over the medication to the 
educator

Medications should be stored in a location 
inaccessible to children   

You may be asked for authorisation from a doctor 
for your educator to administer non-prescription 
medications 

Medication for chronic complaints (e g  asthma, 
epilepsy and anaphylaxis) will require completion 
of a plan, verified by a medical practitioner, that 
outlines the condition, correct dosage and how the 
condition is to be managed 
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Accidents

Your educator’s vigilant supervision will reduce the 
incidence of accidents 

Please be reassured that, if an accident happens, 
your educator holds a current First Aid Certificate 

If your child is taken ill or has a serious accident in 
care, the educator will contact you immediately   If 

you can’t be reached, the educator will ring the 
emergency contact person you have listed   

It is absolutely essential that you keep emergency 
contact, allergy and health information up-to-date 
at all times 
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Nutrition

Children need a nutritious diet for health and 
wellbeing 

Children who do not have adequate food and fluids 
do not perform to the best of their ability and are 
more prone to accidents caused by tiredness and 
irritation 

Educators are encouraged to discuss with you your 
child’s cultural, religious or health-related dietary 
needs, to determine the best way to meet them 
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Child Safety and Wellbeing Concerns

Wanslea gives top priority to protecting children in 
its care  All In Home Care educators are required to 
attend child protection training every three years, 
conducted by the Department for Child Protection 
and Family Support  

Educators must also comply with Wanslea’s policy 
on child safety and wellbeing  You may request a 
copy of this policy from the educator or the Early 
Years Team 
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Thank you for choosing our In Home Care service. 

We look forward to welcoming you and getting to know you and your family.

If you require any further information, please feel free to contact us.
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In Home Care is available throughout  
Western Australia, Tasmania and  
Northern Territory

Western Australia 
Email: inhomecare@wanslea.asn.au

Tasmania 
Email: inhomecaretas@wanslea.asn.au

Northern Territory 
Email: inhomecarent@wanslea.asn.au

Phone; 1800 444 262
www.wanslea.asn.au
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