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Diploma -trained with 10 years working in and around 

Family Day Care

9 years of administrative, systems management, and 

design experience

Living & working in Melbourne’s Yarra Ranges on 

Wurundjeri Country

Passionate advocate for the disabled community 

with a strong interest in making technology 

accessible to all

Introduction



Our Streamlining Journey

July 2020

Website revamp with 

Dropbox document 

submission & portals

April 2022

Asana introduced to 

manage staff & 

Educator registers

February 2023

Google Sheets 

introduced for 

excursion planning

Now

Google Sheets used for 

vacancies and 10 

minute programming



Documentation (e.g. 

excursions, programming, 

mileage calculations)

What Can I Streamline?

Personnel records (e.g.  

Educator records, vacancy 

logs, children’s bookings)

File management (e.g. 

submissions, download 

portals, remote visit info)



How Can I Streamline?

• Identify most time -consuming parts of 

your operations

• Explore software options to support 

these tasks

• Time spent building templates is time 

saved later



Software 

Ideas

Asana

Discord

Dropbox

Squarespace

Google Workspace

Loom



Streamlining Wins
How we know our streamlining methods are working for our team

Educator Collaboration

• Using Discord as our “break room” 

enables Educators across both Victoria 

and South Australia to forge strong bonds

• Educators are able to get support on the 

fly from staff and teammates

• Excursion plans can be shared from one 

Educator’s spreadsheet to another where 

relevant, simplifying the risk management 

planning process

Administrative Functionality

• Dropbox submissions have centralised 

document processing for our admin team, 

preventing documents getting buried in the 

service email inbox

• Our Educator Portal is full of forms, 

documentation, and professional 

development videos, centralising Educator 

support tools

• Loom video walkthroughs save the 

Coordination Unit time on training 

Educators how to use new templates and 

technology

Future-Proofing Our Service

• Our Discord server has become a 

searchable database of our service’s 

knowledge

• Building a website on a platform that 

requires minimal coding makes it easy for 

staff to learn to maintain for years to come

• Greater connectivity across our service has 

simplified our mentorship programme, 

strengthening Educators’ skills so they can 

then mentor others joining the sector 



Streamlining in Practice - Excursion Planning

Using Google Sheets for 

our Excursion Risk 

Management Plans 

(ERMPs) has saved our 

Educators countless hours 

of work (and countless 

reams of paper!)



Streamlining in Practice - Personnel Register

Asana has made our staff, 

Educator, and device 

registers much more user 

friendly, functional, quick 

to search and update, and 

easy to share with AOs



Questions?



Free Resource
Exclusively for workshop attendees - please do not share - copyright Foundations Family Day Care 2025

TEN MINUTE PROGRAMMING 

WORKBOOK

TEN MINUTE PROGRAMMING VIDEO 

GUIDES

Resource only available if attending in 

person – contact Foundations Family 

Day Care if you wish to purchase a copy 

of this resource 

Resource only available if attending in 

person – contact Foundations Family 

Day Care if you wish to purchase a copy 

of this resource 



The End
THANK YOU FOR YOUR TIME
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