
Family Day Care
Educator Handbook – Starting a Business



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 not-for-profit organisation that was 
founded over seventy five years ago by Florence 
Hummerston, a well known Perth identity committed  
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. 

Florence Hummerston was the first woman elected 
to the Perth City Council, on which she served for 
18 years. She was a life member of the Children’s 
Protection Society and was awarded an OBE in 1960 
for her work with women and children in Western 
Australia. Mrs Hummerston died aged 94 in 1984.

Over the years, Wanslea has 
touched the lives of thousands of 
West Australians in times of family 
need, resulting in significant good 
will and respect for the organisation
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Welcome
Thank you for your interest in becoming a Wanslea 
Family Day Care member and educator. This booklet 
is designed to provide you with important information 
about how Wanslea Family Day Care operates and 
what’s involved in being an educator. Family Day Care 
educators provide a specialised service that meets the 
unique childcare requirements of families.

The information in this booklet will give you a sound 
introduction to the Family Day Care service and help 
you to set up your business as an educator — the first 
step into a rewarding career.
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Wanslea Family Day Care

Family Day Care is home-based childcare provided by 
trained and registered educators in the educator’s home. 
Family Day Care emphasises relationships, with small 
groups and a warm, nurturing home-like environment.

Family Day Care offers flexible hours, before and after 
school care, holiday care, and caters for shift workers, 
with the advantage that children from one family can be 
cared for together. Some educators choose to provide 
care on weekends and overnight.

Wanslea Family Day Care is an approved provider and 
operates in accordance with the Education and Care 
Services National Regulations 2012. Wanslea Family 
Day Care recruits, registers, coordinates and supports 
a network of educators, and administers government 
funding, processing and calculating government 
payments to families.

Wanslea’s Early Years Team:

•  Provides advice on children’s development 
and individual learning, quarterly parent usage 
statements

• After-hours telephone support for emergencies

•  Develops policies and assists educators with 
procedures and forms necessary to meet the 
National Quality Framework requirements

•  Supports educators through the National Quality and 
Assessment process

•  Visits educators regularly to offer support, advice and 
resources, and monitor standards of care

•  Provides regular play sessions, networking 
opportunities and educator training

Wanslea Family Day Care is a long-standing member of 
Family Day Care WA.

Committed to the safety of all children

We place the safety of children and young people at 
the forefront of our operations and are always seeking 
to strengthen our child safe culture across programs 
and services.

Some of the ways we do this include:

• Requiring all paid and unpaid staff to adhere  
to our Code of Conduct

• Ensuring that all relevant staff have a current 
Working with Children (WWC) card

• Requiring all staff to undergo police checks 
and additional screenings based on program 
requirements

• Continuously identifying areas for improvement 
in our services and encouraging our staff, foster 
carers, volunteers, families and children to 
report any ideas, concerns or feedback

• Having clear policies, procedures and systems 
to ensure that children are kept safe and that 
anything that could harm a child is reported  
and actioned

• Valuing diversity and inclusion, and taking 
action to encourage participation and prevent 
discrimination
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Why Become A Family Day Care Educator?

Family Day Care offers a profession, an income and the 
rewards of helping to care for and Educate children whose 
excitement, laughter and fun fill the educator’s home.

The first six years are the most crucial in determining 
the way children’s later lives turn out, so Family 
Day Care educators have a big responsibility to 
contribute positively during this time. A knowledge 
and understanding of children’s development and a 
willingness to foster their learning, growth and skills  
are important attributes to have.

Some educators caring for their own children at home 
choose Family Day Care as a way to earn an income 
and provide a valuable service in their community.

It means establishing a business of your own. You will 
be administrator, boss, customer service manager, 
marketing manager, finance officer, program manager 
and human resource officer, in charge of your own 
professional development. 

As in any business, you will need to balance the needs 
of your customers (children and families) with the 
necessity to maintain paperwork, operate within the 
relevant State and Federal Government legislation, and 
manage your money and resources.
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Early Years Team

Wanslea’s Early Years Team manages Family Day Care 
services and supports educators. 

The Early Years Team can be contacted on: 
1300 588 618.

The Early Years Team is the first contact for parents 
requiring Family Day Care and provides back-up, 
support and training for educators.

All educators complete an orientation training program 
and participate in regular professional development. 

The Early Years Team provides information about best 
practice and opportunities for professional and social 
interaction amongst educators. 

The Team offers play sessions for educators and the 
children for whom they are caring. These sessions are 
fun and stimulating for the children and allow educators 
to socialise with each other and get ideas for activities to 
do at home.
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Regulations

Wanslea’s Family Day Care operates in accordance  
with the National Quality Framework and is regulated 
under the Education and Care Services National Law 
and Regulations.

Regulations for Family Day Care outline the minimum 
requirements necessary to ensure safe, nurturing and 
educational childcare, as well as administration and 
record keeping requirements.

The Federal Government has developed the National 
Quality Framework for Early Childhood Education and 
Care that applies to all types of childcare. As a Family 
Day Care provider, you may be required to participate 
in the assessment and ratings process. The Early Years 
Team will assist you with this. 

Policies and Procedures

Wanslea’s Family Day Care operates to a detailed 
suite of policies and procedures that help to set the 
boundaries of care and ensure good practices are 
maintained. You will be provided with a copy.

Policies and procedures are evaluated and reviewed 
regularly. We encourage your input, thoughts and ideas. 
You may provide feedback to Wanslea formally in 
writing, or informally through the Early Years Team.

It is your responsibility to keep children safe so that 
they can explore the world, grow and develop
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It’s Your Business

All family day care educators are small business operators who 
are self employed. Educators are not employed by Wanslea. 
As a business owner, you will need to be aware of a range of 
matters in order to run a successful business. For example, you 
must fulfill all the administrative and business requirements of a 
self-employed person.

Income and Hours

Educators set their own fees that depend on their qualifications 
and the service they offer. 

Wanslea Family Day Care is government-approved, so parents 
may apply for the Child Care Subsidy through the Department 
of Human Services. 

Families pay the educator directly for their childcare. If they 
are entitled to the Child Care Subsidy, they pay the difference 
between the educator’s charge and the amount of subsidy they 
will receive. The family’s Child Care Subsidy entitlement is paid 
to Wanslea by the Department of Human Services. Wanslea 
then pays the educator this portion each fortnight. 

Educators must keep a Record of Attendance for each child that 
must be signed by the parent for each period of care. Educators 
submit copies of these Attendance Records to Wanslea each 
week, that show the hours for which they should be paid. 

The Early Years Team can give you information on hours  
and fees.
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Insurance

All educators are required to purchase public liability 
insurance. It is an important protection for educators as small 
business operators.

Insurance is available to educators through the Family Day 
Care Australia Insurance Plan. 

Information is available from the Early Years Team and at  
www.familydaycare.com.au

Taxation

The Australian Taxation Office regards Family Day Care 
educators as self-employed. 

You will need to lodge a tax return if a taxable income is 
earned and keep all records for taxation purposes. 

For more information, please visit www.ato.gov.au/businesses
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Membership

Wanslea Family Day Care is approved under the 
Education and Care Services National Regulations 
2012 to engage, register and monitor Family Day 
Care educators. As the approved provider, Wanslea is 
responsible for selecting appropriate applicants who 
are deemed ‘Fit and Proper’ to care for children and 
have a strong desire to provide a high quality service.

Educators are required to pay the following 
membership fees to Wanslea:

• An initial registration fee
• A weekly educator levy
•  A weekly family levy

For continuing membership, educators must meet  
‘Fit and Proper’ requirements and complete an  
annual home safety assessment.

Benefits of membership include:

•  Registration to operate as a Family Day Care 
provider

•  Access to Child Care Subsidy payments

•  Administration services (including payments and 
enrolment forms)

•  Access to play sessions

•  Support from the Early Years Team, including home 
visits, information and newsletters

•  Training and professional development

•  Access to a network of other educators for  
peer support

•  Access to 24-hour telephone support in an 
emergency
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Steps To Starting My Business

STEP 1 
Phone contact  
and application

STEP 2
 Interview and 

reference checks

STEP 3 
Gather your 

documentation

STEP 4 
Orientation  

training

STEP 5 
Wanslea Membership 

Agreement

STEP 6 
Family 

placement
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Selection Criteria

1. Eligibility

To be eligible to become a Family Day Care educator, you 
must meet or be in the process of meeting these criteria:

•  Provide proof of age (18 or over)

• Hold a current National Police Certificate (no older 
than six months when you first apply)

• Hold a current First Aid certificate that includes a 
CPR (cardiopulmonary resuscitation) qualification

•  Hold a current Working with Children Check Card

•  Provide a completed Wanslea Family Day Care 
Certificate of Health

• Provide recent character references

• Hold or be working towards Certificate III or higher  
in Early Childhood Education and Care (CHC30113)

You also need to apply for an Australian Business 
Number (ABN) and obtain Public Liability Insurance.

Wanslea prefers educators to hold a current driver’s 
licence and have access to a car. These additional 
requirements will be explained to you when you apply to 
become an educator. 

2. Requirements

Wanslea requires all Family Day Care educators to:

•   Be physically and emotionally able to care for  
young children

• Be responsive to children

• Be able to communicate with children and families 
both verbally and in writing

•  Have an appropriate understanding of young 
children’s needs and development

• Be aware of, and sensitive to, the needs of children 
and their families

• Be committed to the need for confidentiality

• Be able to maintain a safe environment and 
understand potential hazards

• Actively supervise children in care at all times

• Work collaboratively with children, parents and 
Wanslea staff 

• Value other’s perspectives and diversity

You will also need to:

• Maintain a current First Aid and CPR Certificate

• Attend regular Wanslea training and professional 
development

• Attend child protection workshops

• Attend Family Day Care meetings

• Sign and abide by the Membership Agreement

• Advise Wanslea of any changes to your 
circumstances

• Display a strong commitment to quality care and  
a positive attitude to Family Day Care as a  
childcare option

• Maintain accurate records as required by Wanslea 
Family Day Care

• Be responsive to visits by Wanslea’s Early Years 
Team, as part of maintaining high quality care
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What Does It Cost?

Most of the costs of setting up your business are tax 
deductible. Here is a list of the things you need to 
purchase and where you can buy them. 

Prices vary and you will have to confirm them with the 
providers you select.

• Registration fee: Wanslea
• Weekly educator levy
• Weekly family levy
• First Aid Certificate, including asthma and anaphylaxis 

emergency management training: Australian Red 
Cross, St John Ambulance, Royal Life Saving WA  
or Surf Life Saving WA

• National Police Certificate: WA Police
• Working With Children Check Card: Government  

of Western Australia

• Public Liability Insurance: Family Day Care Australia 
(Wanslea preferred provider) or other provider

• Medical Clearance: your general practitioner
• Accredited Food Safe certificate: ask the Early Years 

Team for information

You must make sure you comply with your local 
government and national business registration 
requirements.

Other costs to consider

• Modifications to your home (e.g. fences, windows)
• Computer, scanner and printer
• Toys, equipment, resources and professional 

publications
• Marketing material (e.g. business cards, 

advertisements)
• Pram, car restraints, cots
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Regulatory Requirements

Here are some important regulatory requirements.

You will need an ABN - Australian Business Number 
To get an ABN, visit www.abr.gov.au 
 
Business tip: If you are a sole trader, you must have a 
tax file number before you can register for an ABN.

Public Liability Insurance

Nobody understands the needs of the sector better  
than Family Day Care Australia (FDCA), the national  
peak body. It offers insurance packages designed  
to meet the specific needs of your business.  
Visit www.fdca.com.au for more information.  
 
FDCA will only provide Public Liability Insurance once 
your registration process is completed.

First Aid

Several organisations conduct First Aid courses in 
Western Australia, including St John Ambulance (enrol  
at www.stjohn.org.au).

Please make sure the First Aid course has been 
approved by ACECQA at www.acecqa.gov.au/
Qualifications.aspx

If you are enrolling for a Certificate III of Children’s 
Services, please contact your training organisation to 
determine which First Aid course is required or speak to 
the Early Years Team.

For Anaphylaxis Management Training please visit www.
allergy.org.au if you need to complete the course online.

Please make sure that the Anaphylaxis Management 
Training has been approved by ACECQA www.acecqa.
gov.au/Qualifications.aspx

  Family Day Care Educator Handbook   ||  17



Asthma Management Training

Asthma Management Training must meet the requirements of 
the Education and Care Services National Regulations 2012.

Visit www.asthmaaustralia.org.au to enrol.

Building Plan

If you need to create a building plan that indicates areas to  
be used for operating a Family Day Care service and an 
evacuation plan, please speak to the Early Years Team.

Local Government Requirements

Each local government is different and will have different 
expectations and requirements of homebased businesses.  
You must register your business as one that serves food,  
then provide us with a copy of the certificate that the council  
issues to you.

Please contact your local council for information. If you  
need help to find your local council, please ask the  
Early Years Team.
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Working with Children Check Card (WWCC)

You can obtain a Working With Children Check application  
form at any Australia Post Office. Once you have completed 
the application form and had it signed, take it back to the 
Post Office for processing, along with your 100 points of 
identification (explained in the application form).

If you need help to complete your WWCC, please talk to the 
Early Years Team. You can also visit www.checkwwc.wa.gov.au 
for more information.

National Police Certificate

You can obtain a National Police Certificate application form at 
any Australia Post Office or online at www.police.wa.gov.au.

You will be required to provide 100 points of identification.
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Investing

As you are running a small business, you will  
have to factor into your budget an allowance to 
invest back into the business. Investments may 
include updating toys and equipment, paying 
for training and purchasing resource books and 
professional journals.

Family Privacy

While it is important that the children you care  
for and their families are welcome in your home, 
your own family needs some privacy. Most 
educators successfully balance these needs  
with some prior planning.

Clearly defined boundaries for the spaces used  
by the children in your care are essential.  
Consider which rooms you will use for Family  
Day Care and which spaces will provide private 
areas for your family.

If you have two family rooms, you may wish to  
keep one of the rooms just for your own family. 
Teenage children need a space where they can 
unwind without interruption from the Family Day 
Care children.
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Visitors

Family Day Care is a home environment and it may be 
beneficial to hold a play session with another educator 
at your home or to invite a relative to have morning tea 
with the children.

However, it is important to remember that your home is 
a place of business while children are in care. Visits of 
a personal nature are best kept to out-of-work hours. 
It’s important to discuss this with household members 
and friends and extended family who may visit your 
home. People visiting while children are in care must 
not interfere with your role of supervising and caring for 
children and they must not place children at risk.

Visitors cannot be left alone with children at any time. 
You must keep a register of everyone who visits during 
times that Family Day Care is operating. It must include 
the date, contact number, first name and company 
details, time in and out, signature and reason for the visit.

Smoking and Alcohol

Family Day Care is alcohol, smoke and drug free at all 
times while children are in care.
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Sleep

Wanslea follows the current nationally recognised safe sleeping 
guidelines.

Educators should provide a space that supports individual 
children’s need for sleep, rest and relaxation. This will be 
compliant with National Quality Standard, Education and Care 
Services National Regulations and current guidelines.

Educators must closely monitor and observe children while they 
sleep, and be within sight or hearing range.

All cots, mattresses, bedding equipment and other bedding 
accessories must meet Australian Standards.

Supervision

The supervision and day-to-day care of the children are your 
responsibility at all times This includes feeding the children, 
washing, changing nappies and taking the children to the toilet.

You may NOT use your own children or adult members of the 
household to supervise or care for Family Day Care children 
However, you may wish your family members to be involved 
with the children in general play, games and reading stories.
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Swimming Pool

From July 2018, Wanslea no longer approves properties 
with swimming pools.

For properties approved before July 2018, pools must 
comply with Australian Standards and State Regulations 
for pool fencing and gates and must be checked and 
certified by the local council. Ponds and water features 
must be inaccessible to the children at all times.

Family Day Care children are not allowed to swim, 
wade or play in your home swimming pool under any 
circumstances. Family and visitors must NOT use the 
swimming pool while there are children in care.

Home Occupants

The Education and Care Services National Regulations 
2012 require a National Police Clearance and a Working 
with Children Card for all adults (over the age of 18 years) 
living in the educator’s home.

Wanslea’s Early Years Team will give you more 
information about these requirements during the 
registration process.
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Welcoming Families

Families will want to get to know you and understand 
the role you play in their children’s day- to-day 
experiences.

Parents new to Family Day Care may be a little anxious 
about leaving their child in a private home. From your 
first meeting, the way you interact with and respond to 
parents and their children may allay some of the fears.

Parents will feel more comfortable if they know they 
are welcome in your home and will be interested in 
your values, your family’s lifestyle and your approach to 
dealing with young children.

It is important to create a good first impression with the 
way you present yourself, your family and your home, 
including your culture and lifestyle The more relaxed, 

confident and welcoming you are, the more confidence 
you inspire in families visiting your service.

Make sure that your home is appealing and inviting. 
Decide where to greet parents and children and take 
time to make this area attractive.

It’s a good idea to show new families all the spaces that 
their child will be able to access.

If any of your family are at home, please take the 
time to introduce them to the Family Day Care family. 
Parents will relax when they observe positive, respectful 
interactions between you and your own children.

In preparing your Family Day Care, it may help to think 
about what you would like to see if you were leaving 
your own child with a stranger and their family.
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Is This The Right Business For Me?

Being a Family Day Care educator is rewarding and 
enjoyable, however, it requires you to be enthusiastic 
and committed to providing a high standard of 
childcare, and to have good organisational skills.

Please take the time to show your family members this 
booklet and discuss it with them. It is very important to 
have their understanding and support if you are to take 
this step.

Before proceeding, we ask you to take time to reflect on 
some questions:

• Can I imagine caring for other people’s children in  
my home?

• Do I really like children and know enough about them?

• Can I work with more than one child and still be 
able to give each child the attention, security and 
protection they need?

• Can I handle accidents and emergencies calmly  
and efficiently?

• Am I willing to work with the parents of the children  
I will be caring for – to share information and discuss 
the best ways to deal with issues?

• Am I passionate about children and excited by the 
idea of becoming a professional childcare educator?

• Caring for children is physically and emotionally 
demanding. Am I in good health? Do I have the 
physical strength and stamina that will be needed?

• Will I be happy to have Wanslea’s Early Years Team 
visit? Can I work with them and implement their 
suggestions?

• Do I like the idea of taking responsibility for my  
own business?
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SCARBOROUGH
110 Scarborough Beach Road 
Scarborough WA 6019

PO Box 211 
Scarborough WA 6922

T: (08) 9245 2441

F: (08) 9245 2481

familydaycare@wanslea.org.au

www.wanslea.org.au

WANSLEA FAMILY DAY CARE 
ENQUIRIES:
1300 588 618

WANSLEA METROPOLITAN  
FAMILY DAY CARE
Unit 2, 11 Caloundra Road 
Clarkson WA 6030

WANSLEA REGIONAL 
FAMILY DAY CARE
Goldfields 
Unit 1, 58 Egan St 
Kalgoorlie WA 6430 

Great Southern 
26 Prior Street  
Albany WA 6330

BINDJAREB (MANDURAH)
26A Anstruther Road 
Mandurah WA 6210

Wanslea acknowledges the Traditional Owners of country throughout Australia and recognises their 
continuing connection to land, waters and community. We pay our respects to them and their cultures;  
and to elders both past and present.


