Biz-E-Kidz Policies and Procedures

Safe Use of Digital Technologies and Online Environments

| Policy:

Biz-E-Kidz follows ACECQA’s National Model Code for Taking Images or Videos of
Children While Providing Early Childhood Education and Care. Biz-E-Kidz has
carefully considered how we can most safely use and provide experiences for
children involving digital technologies, online environments and photography and
video. Clear expectations are communicated to educators, other staff and
volunteers to ensure child safe practices are implemented for the use of digital
devices while providing education and care to children.

Children do not use their own technological devices at Biz-E-Kidz.

Procedure:

Children’s use of Technological Devices:

e Children are not allowed to use their personal mobile phones during
Biz-E-Kidz. Children’s mobile phones are to be kept in school bags or the staff
cupboard in the office at all times. If children need to contact their parent,
they are encouraged to discuss it with the Assistant Coordinator or Acting
Assistant Coordinator or RPIC on duty and use a Biz-E-Kidz phone. The
exception to this rule is if a child’s mobile phone is a medical device, (for
example, a blood glucose monitoring app) in which case they keep it on their
person.

e Children who have watches with messaging / phone / game / camera
capabilities are not allowed to use them at Biz-E-Kidz. Children can contact
their families via the RPIC if needed. Refer to Photography and Video Policy
and Procedure for more information about children not being allowed to take
photos or videos on any device at Biz-E-Kidz.

e Children are not allowed to use the Biz-E-Kidz-owned technological devices or
their own technological devices of any kind at Biz-E-Kidz.

Television

The TV is used as a tool in certain situations such as waiting times, wet weather
causing the closure of outside play areas, to provide a calming group experience at
the end of a long day, and to expose children to learning resources relevant to the
program plan. In order to watch anything on the TV, a service-owned laptop is
connected via an HDMI cord to the TV at all program locations.
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e ABCiView is the preferred content provider to watch videos from on the TV.
Children are not allowed to be shown videos from YouTube.

e 7-14 minutes of a children’s program from ABC iview is screened during the
Juniors (grades 1 and 2) after school care arrival routine. This is a safety
measure as children need to remain in one room after arriving to Biz-E-Kidz
before walking to the Errol St Campus.

Staff use of Personal Devices

ACECQA’s National Model Code for Taking Images or Videos of Children while
Providing Early Childhood Education and Care (“National Model Code”) is now
regulation for OSHC. Biz-E-Kidz follows the National Model Code and all staff are
informed of their responsibilities under it.

The National Model Code states that:

Part 1: only service-issued electronic devices should be used when taking images or
videos of children while providing education and care

Part 2: personal electronic devices that can take images or videos and personal
storage and file transfer media should not be in the possession of any person while
providing education and care and working directly with children.

Part 3: any exceptions to the restrictions on personal devices should:

e be limited to essential purposes other than the taking of images or videos
of children

e be authorised in writing by the approved provider (or another means if
not reasonably practical), and

e only be authorised where access does not impede the active supervision
of children.

Part 4: approved providers and services should have strict controls in place for the
appropriate storage and retention of images and videos of children.

These regulations apply to any person who is providing education and care and
working directly with children at Biz-E-Kidz, whether they are a volunteer, incursion
provider or staff member.
Personal devices can be accessible to teachers, educators and other staff when they
are not providing education and care or working directly with children.
Examples could include:

e while taking a scheduled break from work, such as a lunch break
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e during planning time

e during administrative activities.
Educators who are working with the preps after school care program take their
belongings and personal technological devices to Molesworth St Campus and store
them in the Biz-E-Kidz office. Staff who are working with the “Juniors” or “Seniors”
after school care programs keep their personal technological devices in the Biz-E-Kidz
Errol St campus office.
If a staff member does not adhere to this rule the service will work with them to use
reminders to avoid forgetting to put away the device, if that is the issue. If a staff
member continues to disregard or be unable to follow this rule, they may be issued a
formal warning. If this behaviour continues then the staff member’s continued
employment will be under review.

Staff Use of Service-Issued Digital Technologies

Biz-E-Kidz staff use desktop computers, laptops, iPads and mobile phones owned by
Biz-E-Kidz and the school. Staff use these for work purposes, not personal purposes.
The service mobile phones are used for:
- Contacting families
- Contacting emergency services
- Contacting staff
- Photography for program documentation
- Playing music via Spotify as chosen and moderated by an Educator / RPIC (for
example, background music during before school care, musical games
outside). No explicit music of any sort is allowed to be played.
iPads are used for:
- Photography for program documentation
- Parent sign in and out purposes via SmartCentral
- Signing in and out of children by staff
- Staff access to the attendance roll and enrolment information via
SmartCentral
- Any tasks usually performed on laptops in the event that a laptop is
unavailable
Laptops and computers are used for:
- Signing in and out of children by staff
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Staff access to the attendance roll and enrolment information via
SmartCentral

Administrative tasks

Communication with families via email

Designated staff accessing NMPS’ Compass school system

Program planning including program documentation at the end of a session

Relevant Legislation:

National Law:

Section 162A Child protection training
Section 165 Offence to inadequately supervise children
Section 167 Offence relating to protection of children from harm and hazards

National Regulations:

Regulation 84 Awareness of child protection law

Regulation 115 Premises designed to facilitate supervision

Regulation 122 Educators must be working directly with children to be
included in ratios

Regulation 123 Educator to child ratios — centre-based services
Regulation 165 Record of visitors

Regulation 166 Children not to be alone with visitors

Regulation 168 Education and care services must have policies and
procedures

Regulation 170 Policies and procedures to be followed

Regulation 171 Policies and procedures to be kept available

Regulation 172 Notification of change to policies or procedures
Regulation 175 Prescribed information to be notified to Regulatory Authority
Regulation 176 Time to notify certain information to Regulatory Authority

For more information, refer to ACECQA Policy Guidelines:

https://www.acecqga.gov.au/sites/default/files/2025-07/PolicyGuidelines SafeUseOf

DigitalTechOnline final.pdf

Equipment Required:

NMPS-owned iPads
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https://www.acecqa.gov.au/sites/default/files/2025-07/PolicyGuidelines_SafeUseOfDigitalTechOnline_final.pdf
https://www.acecqa.gov.au/sites/default/files/2025-07/PolicyGuidelines_SafeUseOfDigitalTechOnline_final.pdf
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NMPS-owned laptops & desktop computer
Biz-E-Kidz-owned service mobile phones
TV

HDMI cords x3

Incursion Provider Pre-visit email template
Incursion provider pre-visit email template

Department of Education Guidelines on Child Safe Practices: Digital Technologies
and Personal Electronic Devices
https://www.vic.gov.au/child-safe-practices-digital-technologies-and-personal-elec
tronic-devices
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https://docs.google.com/document/d/10-A0nO3MD0AfkQ5iaMxez6H5Ewq67u1VWKjcbRzYW4Y/edit?usp=sharing
https://www.vic.gov.au/child-safe-practices-digital-technologies-and-personal-electronic-devices
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