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A-7  POLICY REVIEW AND APPROVAL 
 

PRINCIPLES 

TWOOSH policies are created and documented (i) to meet legal obligations. (ii) to 

meet legal obligations, and (iii) to include any family feedback regarding service 

operations. 

We review our policies regularly to ensure they are current in a constantly evolving 

environment, they reflect what the committee and staff believe is appropriate, and 

they provide a good communication tool for families and staff. 

CONSIDERATIONS 

• Thornleigh West Out of School Hours Care Inc. Constitution, 16 March 2015. 

• Education and Care Services National Regulations, 2011. 

POLICY 

Policies are created as needed, in particular, where required by Regulation (see part 

4, division 3 and part 4.7 division 2). 

All staff must adhere to approved TWOOSH policies and review these regularly. 

Each TWOOSH policy is subject to ongoing review with the time between reviews no 

more than 18 months. The outcome of a review is a recommendation to (i) approve 

the revised policy, (ii) keep the policy as is (ie no revision required), or (iii) rescind the 

policy. 

Any policy not yet approved by the committee is designated draft. New, revised, or 

updated policies are not considered active until they have been endorsed by the 

committee; existing policies will stand in place until the endorsement occurs. Policies 

may be rescinded only by the committee. 

 

The committee is responsible for: 

• commissioning any new policy and approving policies. Families or staff may 

request the committee to amend an existing policy. 

• appointing a policy coordinator.  

• accepting schedule items presented by the policy coordinator and forming a:  

o policy review team for each scheduled policy review 

o policy creation team if the committee decides to commission a new 

policy. 

• providing guidance to the policy review/creation team as necessary. 

A policy review/creation team is expected to:  

• consist of the director or delegate, and at least one committee member, but 

preferably more. 

• where possible, involve members with skills relevant to the policy area.  
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The policy coordinator may be a member of the committee or staff. The policy 

coordinator is responsible for:  

• preparing a schedule of policy creation and reviews.  

• proposing a schedule to the committee with enough information so the 

committee may appreciate the workload, importance, and urgency of the 

review. The schedule will cover a period at least to the next scheduled 

committee meeting.  

• providing a copy of the accepted schedule.  

The Director is responsible for ensuring that:  

• families are informed of accepted schedules and can make a submission to a 

policy review/creation team.  

• families are notified within 14 days of policy changes. This responsibility 

references part (2) of regulation 172. 

• only approved policies are made available (i) in printed form for families to 

read while at the TWOOSH building, and (ii) in electronic form on the TWOOSH 

website. This responsibility references (2) regulation 171. 

A policy review/creation team is responsible for: 

• developing/reviewing a policy document, which documents a proposed policy 

using a document style consistent with TWOOSH documentation 

• accepting and considering submissions from families 

• making clear in the policy document which policy is to be approved by the 

committee 

• understanding the policy, as documented in the policy document 

• making a recommendation to the committee. 

A policy document may state principles that guide our policy making, policies that 

govern how we act, and procedures which are steps taken to achieve a particular 

end. 

Even though a policy document may include procedures, it is understood the 

procedures do not necessarily form part of the policy, but they must comply with the 

policy. Rather, procedures reflect how the policy will be implemented and may be 

changed by the owner of the procedures, without approval of the committee, so long 

as the procedures comply with all TWOOSH policies. 

The format of a policy document should make clear parts that are principles, policies, 

and procedures. 

Each policy document should be clearly identifiable, versioned and include a version 

history for each review (be it accepting an approved revision or keeping the policy as 

is without change). The names of the members of a policy review/creation team is not 

required to be recorded in a policy document. 

The director is responsible for keeping an electronic archive of all approved policies, 

including rescinded policies and old versions. These will be kept for a minimum of 5 

years. 
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PROCEDURES 

These procedures are jointly owned by the director and the policy coordinator. 

Scheduling 

The policy coordinator will propose a policy review schedule to the committee in a 

committee meeting. A typical scheduling period may be 6 to 14 months.  

In the committee meeting, the committee will accept a schedule item or request 

amendments and will assign a policy review team for accepted items. The committee 

may also commission a new policy and will assign a policy creation team for the 

policy. 

Accepted schedule items and commissions for new policy will be broadcast to 

families, by the director, with an invitation for families to contact the policy 

coordinator to provide input. 

Creation/Review 

Prior to the planned review start date, the policy coordinator or director will distribute 

the existing policy to the nominated reviewers.  

The review team will be responsible for making any suggested changes in the body of 

the policy, save and return it to the Director. The Director will be responsible for putting 

the final draft into a policy document of style consistent with TWOOSH documentation 

and distributing the final draft to all committee members the week prior to the 

committee meeting.  

The policy team is responsible for informing the president, or delegate, of the team’s 

recommendation. 

Approval 

According to a committee meeting agenda, a policy team will present their 

recommendation, stating who the team members were and any other notable points 

about the policy. The policy team should comment on any legislation or regulations 

relevant to the policy. 

In most cases the recommendation will be to approve the draft policy. 

The committee will then resolve to accept the recommendation or not. 

 

REVISIONS 
May-2016 Approved by TWOOSH management committee 

Nov-2016  Changes to introduce the role of a policy coordinator. 

Approved by TWOOSH management committee 

11.9.17 Approved by TWOOSH management committee 

17.09.18 Approved by TWOOSH management committee 

29.07.19 Approved by TWOOSH management committee 

Next review August 2020 

 


