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NOLA-DEE CENTRE PHILOSOPHY   

 

²Ŝ ōŜƭƛŜǾŜ ǘƘŀǘ ŜŀŎƘ ΨŎƘƛƭŘ ŦƛǊǎǘ ŀƴŘ ŦƻǊŜƳƻǎǘΩ ŀƴŘ Ƙŀǎ ǘƘŜ ōŀǎƛŎ ƴŜŜŘǎ ŦƻǊ ƭƻǾŜΣ ŀŎŎŜǇǘŀƴŎŜ ŀƴŘ ƴǳǊǘǳǊƛƴƎΦ ¢Ƙƛǎ ƛǎ 

inclusive of children regardless of their, gender, ethnicity, social circumstances and disabilities.  Underlying this is our 

belief that every child is an unique individual with inherent qualities, skills and potential. 

At Nola-Dee we aim to provide children, families and community with an atmosphere that is warm, welcoming, 
nurturing and fun. We offer a safe and supportive environment for children to be themselves and to learn to develop 
at full potential.  

hǳǊ 9ŘǳŎŀǘƻǊǎ ǊŜŎƻƎƴƛǎŜ ǘƘŜ ƛƳǇƻǊǘŀƴŎŜ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ŜŀǊƭȅ ȅŜŀǊǎ ƻŦ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ǘƘƛǎ ƛǎ ǎƘƻǿƴ ǘƘǊƻǳƎƘ ƻǳǊ 
approach of guided play and learning. We aim to offer opportunities that will eƴŎƻǳǊŀƎŜ ŎƘƛƭŘǊŜƴΩǎ ŘŜǾŜƭƻǇƳŜƴǘ ōȅΥ 
1. Making sure that they feel Belonging-this gives them security and confidence to form connection with people and 
environment around them. 2. Ensuring that they are comfortable of Being who there are. Children will build self-steam 
knowing their identity and through that beginning to understand social diversity and gender differences, thus begin to 
make their choices and become their own decision maker. 3. Once children start to build their relationship with others 
and learn who they are they being the process of Becoming who they want to become. In that, they are beginning the 
foundation by showing their interest and strength in their play. This allows us to formulate our program.     

We believe children learn and grow at different pace. Therefore, we allow children to accomplish each learning 

experiences at their own pleasure.  

Educators encourage children to develop dispositions for learning such as curiosity, cooperation, confidence, 
creativity, commitment, enthusiasm, persistence, imagination and reflexivity. These dispositions attribute to every 
child's long term goals of Belonging, Being and Becoming.  

Furthermore, we believe it is important for children to learn about other cultures to appreciate the world around 

them, especially to be empathic with people of different cultures. It is therefore important that children participate in 

diverse multicultural activities where they will learn to respect differences amongst diverse cultures and people. 

Children being unique individuals learn at their own pace and will develop skills and abilities when they are 

developmentally ready. 

In additiƻƴ ǿŜ ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ǘƘŜ ŦƛǊǎǘ р ȅŜŀǊǎ ƛƴ ŀ ŎƘƛƭŘΩǎ ƭƛŦŜ ƛǎ ŎǊƛǘƛŎŀƭ ǘƻ ǘƘŜƛǊ ŀōƛƭƛǘȅ ǘƻ ŀŘƧǳǎǘ ǘƻ ƴƻǊƳŀƭ ǎƻŎƛŜǘȅ ŀƴŘ 

succeed in whatever endeavours they may undertake.  As a consequence children need a happy, safe, secure and 

stimulating learning environment where they will develop and learn in stable, sensitive and challenging surroundings. 

!ǎ ŎƘƛƭŘǊŜƴΩǎ ŎƻƴŦƛŘŜƴŎŜ ŀƴŘ ǎŜƭŦ-esteem increases and their skills and abilities continue to develop, children will 

gradually acquire decision making abilities which are important to their future social interaction and work relationships 

success in our complex social structure. 

Educators maintain professional practice by ensuring our 'image of the child' is of a capable, curious, independent, 

knowledgeable, resourceful and unique individual. We aspire to work in partnership with parents, families and the 

community to promote and instil a strong sense of wellbeing, identity, community, active learning and communication.  

Building positive relationships is integral to Nola-Dee CCC. We strive to achieve open communication between 

educators, children, parents and families, management and support agencies. Parents and families are encouraged to 

be involved by providing feedback, and contributing their skills and talents to our centre.  

Educators are valued and respected for their individual strengths and abilities that they bring to Nola-Dee CCC. 

Ongoing professional development, and opportunities to liaise with other early childhood professionals, allows 

educators to continue to create the best environment for children to grow and develop. 

http://www.deewr.gov.au/Earlychildhood/Policy_Agenda/Quality/Documents/Final%20EYLF%20Framework%20Report%20-%20WEB.pdf
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We understand that the Framework is based on conclusive evidence from around the world research, that early 

childhood is a critical ǇŜǊƛƻŘ ƛƴ ŀ ŎƘƛƭŘΩǎ ƭƛŦŜ ƛƴ ǘƘŜƛǊ ƭŜŀǊƴƛƴƎ ŀƴŘ ƘƻƭƛǎǘƛŎ ŘŜǾŜƭƻǇƳŜƴǘ ŜǎǇŜŎƛŀƭƭȅ ǊŜƭŀǘƛƴƎ ǘƻ ƻǘƘŜǊǎΦ  hǳǊ 

philosophy has been structured to reflect this and emphasizes play-based learning with communication, language 

early numeracy and literacy. Being critical in the early years if a child is to reach maximum potential and succeed in 

our complex social environment. 

In partnership with the families and educators we have arrived at this philosophy and will be doing an annual review 

as deem necessary. 

Reviewed 01.01.2017 

Reference: 

 

*The Children Youth and Family Act 2005 ς provisions of this Act came into effect on 23/4/2007 

* Child Well Being and Safety Act 2005 enacted on 1/06/2006 

* Child Youth and Family Regulations 2007 version as at 23/4/2007 

* Educational and Care Services National Regulations 2012 

*National Quality Standard http://www.acecqa.gov.au/Quality-Areas 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.acecqa.gov.au/Quality-Areas
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OUR GOALS 

 

 

FOR CHILDREN TO... 

¶ Be encouraged to participate in a variety of experiences which will enhance the development of critical 

thinking skills 

¶ Develop an understanding and positive attitude towards gender, their own and others cultural and linguistic 

backgrounds and differences in ability 

¶ Use peaceful strategies and appropriate skills in approaching and resolving problems and conflict 

¶ Gain the skills to develop positive relationships outside their family context  

¶ Gain an understanding of empathy, concern and respect for the rights of others 

¶ Develop confidence in the use of their bodies and to develop physical competence 

¶ Be encouraged to explore different ways to be creative and expressive through a variety of mediums 

¶ Feel confident in their use of verbal and nonverbal communication skills 

¶ Have the opportunity to develop an understanding and awareness of their natural and self-made 

environments 

¶ Experience independence in actively making choices and decisions in the daily programme. 

¶ tǊƻǾƛŘŜ ŀ ƭŜŀǊƴƛƴƎ ŜƴǾƛǊƻƴƳŜƴǘ ǿƘŜǊŜ ŎƘƛƭŘǊŜƴΩǎ ƴŜŜŘǎ ŀǊŜ ƴǳǊǘǳǊŜŘ ŀƴŘ ŘŜǾŜƭƻǇŜŘ ǘƘǊƻugh a range of 

experiences. 

¶ Provide the highest possible quality of care for children 6months to 6 years. 

¶ Have opportunities to establish new relationships with their peers and other adults. 

 

FOR STAFF TO... 

¶ Provide a holistic approach to care regarding chƛƭŘǊŜƴΩǎ ŜƳƻǘƛƻƴŀƭ ϧ ǎƻŎƛŀƭ ŎƻƳǇŜǘŜƴŎȅΣ ǎŜƭŦ-concept, language 

and communication skills, thinking, reading and problem solving, creative development, gross and fine motor 

development and cultural understanding, focusing on individuals needs and interests. 

¶ tƭŀƴΣ ƛƳǇƭŜƳŜƴǘ ŀƴŘ ŜǾŀƭǳŀǘŜ ŀ ǇǊƻƎǊŀƳ ǿƘƛŎƘ ƛǎ ŀǇǇǊƻǇǊƛŀǘŜ ŀƴŘ ǇǊƻƳƻǘŜǎ ƛƴŎƭǳǎƛƻƴ ƻŦ ŀƭƭ ŦŀƳƛƭƛŜǎΩ ƭƛŦŜǎǘȅƭŜǎ 

for individuals and groups of children. 

¶ Maintain a positive and supportive relationship with families and an exchange of information regarding their 

child to enable individual planning. 

¶ Work in partnership with parents to develop and review policies and program planning. 

¶ Create an environment which promotes a high degree of health, safety and nutrition practices. 

¶ Be selected for their level of competence, training and experience and knowledge of early childhood 

development. 

¶ Attend in service training that will support their personal and professional development 

¶ Show a commitment to provide high quality child care which values and supports the principals of the National 

Quality Standard, NQF and Code of Ethics of the Australian Early Child Hood Association, whilst creating a 

positive and rewarding environment for those who work and use the centre. 
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FOR FAMILIES TO... 

¶ Provide input into the programme, learning environment and care of their child at the service in any way they 

feel comfortable. 

¶ Feel comfortable and confident in the care their child is receiving and in the service environment 

¶ Work together in partnership with staff to enable their child to reach their full potential 

¶ Develop a trusting, open relationship with staff at the centre 

¶ Ensure that family discussions relating to Nola-Dee Child Care Centre are in a positive manner to elevate child 

anxieties 

¶ Feel that their values and beliefs are respected 

¶ Establish effective communication and an exchange of information with staff regarding their child on a daily 

basis. 

THIS POLICY 

 

Á Recognises the necessity for the service to be both flexible and responsive to the needs of families, as well as 
staff. 

Á Recognises the need for Centre staff to be experienced in early childhood education principles. 
Á Recognises the necessity for Centre staff to be aware of and abide by the Child Care Centres Association of 

Victoria Code of Ethics and the National Quality Standard.   
_______________________________________________________________________________________________ 

 

CENTRE MANAGEMENT 

NOLA-DEE is privately owned and has been registered as a Class 1 Centre since 1984. The proprietor is Judith Huang. 

It is registered for 36 children. It carries a 10 million dollar legal liability insurance cover through Vero Insurance & 

Epsilon Underwriting Agencies. 

The centre is registered with the Department of Human Services, The National Quality Standard and the City of Monash 

Council. 

 

As an approved Long Day Care centre, Nola Dee Child Care Centre is able to care for children between 6 months and 

6 years of age. 

/ŜƴǘǊŜΩǎ ƻǇŜǊŀǘƛƴƎ ƘƻǳǊǎ are between 7:30 a.m. ς 6:00 p.m.  Monday ς Friday 

Please note: Public holidays are treated as such and unless otherwise advised, the centre will not be operational during 

such time. 
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CONFIDENTIALITY & PRIVACY STATEMENT 
 

 

 

 

POLICY STATEMENT 

Early childhood education and care services require personal information from families to provide appropriate and 

responsive care. This information needs to be maintained and managed by the centre in a private and confidential 

manner. The centre will maintain private and confidential files for educators, children and their families. These 

records will be securely stored and maintained. The centre will maintain records according to the National Privacy 

Principles. 

 

Education and Care Services National Regulation 2011:  177-184 

Link to National Quality Standard: 7.3.1, 7.3.5 

Policy Guidelines 

The Approved Provider will: 

¶ Ensure that information collected from families, educa6TDEtors and the community is maintained in a private 

and confidential manner at all times. 

¶ Ensure that such information is not divulged or communicated (directly or indirectly) to another person other 

than the ways outlines as appropriate in the Education and Care services National Regulations 2011, 181, which 

says information can be communicated: 

¶ To the extent necessary for the education, care or medical treatment of the child. 

¶ To the parent of the child to whom the information relates (except for information in staff records) 

¶ To the regulatory authority or an authorized officer 

¶ As authorized, permitted or required to be given by or under any act or law 

¶ With written consent of the personal who provided the information. 

Nominated Supervisor will: 

¶ Maintain up-to-date enrolment records, including information from families on immunization, updates, 

contact details of family members, emergency contact information and any medical or legal information 

required by the centre. 

¶ 9ƴǎǳǊŜ ǘƘŀǘ ŎŜƴǘǊŜ ǊŜŎƻǊŘǎΣ ǇŜǊǎƻƴƴŜƭ ǊŜŎƻǊŘǎΣ //. ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŎƘƛƭŘǊŜƴΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǎǘƻǊŜŘ 

according to policy and remains private and confidential within the centre at all times. 

Educators will: 

¶ Maintain chiƭŘǊŜƴΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǎǘƻǊŜ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ŀŎŎƻǊŘƛƴƎ ǘƻ ǇƻƭƛŎȅ ŀǘ ŀƭƭ ǘƛƳŜǎΦ 

¶ Not share information about the centre, management information, other educators or children and 

families without written permission or legislative authority. 
 

 

http://www.oaic.gov.au/privacy/privacy-act/national-privacy-principles
http://www.oaic.gov.au/privacy/privacy-act/national-privacy-principles
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Statutory Legislation & Considerations 

 

Privacy Act 1988 

Privacy Amendment Private Sector Act 2000 

National Privacy Principles 

Privacy and Personal Information Protection Act 1998 

ECA ς Code of Ethics 

Children (Education and Care Services) National Law Application Act 2012 

Education and Care Services National Regulations 2011 

Guide to the National Quality Standard (3) ACECQA (2011) 

Children and Young Persons (Care and Protection) Act 1988 

 

Sources 

Office of the Australian Information Commissioner 

Australian Legal Information Institute 

Early Childhood Australia 
 

Reviewed 01.01.2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.oaic.gov.au/privacy/privacy-act/the-privacy-act
http://www.comlaw.gov.au/Details/C2004A00748
http://www.oaic.gov.au/privacy/privacy-act/national-privacy-principles
http://www.austlii.edu.au/au/legis/nsw/consol_act/papipa1998464/
http://www.earlychildhoodaustralia.org.au/code_of_ethics/early_childhood_australias_code_of_ethics.html
http://www.austlii.edu.au/au/legis/nsw/consol_act/cacsnl443/
http://www.legislation.nsw.gov.au/sessionalview/sessional/sr/2011-653.pdf
http://files.acecqa.gov.au/files/National-Quality-Framework-Resources-Kit/NQF03-Guide-to-NQS-130902.pdf
http://www.austlii.edu.au/au/legis/nsw/consol_act/caypapa1998442/
http://www.oaic.gov.au/
http://www.austlii.edu.au/
http://www.earlychildhoodaustralia.org.au/
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ADMINISTRATION 
 

Child care services are offered to clients on a user pays principle. The fee is calculated to ensure all expenses of the 

childcare program are covered.  

 

A childcare place is only held when payment is made in advance.  

 

²ƘŜǊŜ ŀ ŎƘƛƭŘΩǎ ǇƭŀŎŜ ƛǎ ƘŜƭŘ ōŜŦƻǊŜ ŎƻƳƳŜƴŎŜƳŜƴǘ ƻŦ ŎŀǊŜ ƻǊ ŜƴǊƻƭƳŜƴǘ ŀǘ ǘƘŜ ŎŜƴǘǊŜΣ ŀ ƘƻƭŘƛƴƎ ŦŜŜ ƻŦ ϷнрлΦлл ƛǎ 

required to secure his/her place. This is held and will be refunded when the child commences child care and stays 

for at least 4 weeks, and with all outstanding payments paid up to date and also until the position is longer required. 

There will be an administration fee of $20 charged for any cancellation upon an enrolment form completed and a 

placed held for your child.     

 

PROCESSING FEES 

 

¶ Child care fees, as set, are payable to the Directors/coordinator of the centre on the Monday of each week ς 
Any change in fees will be notified to all parents in advance and will only occur if the financial situation of the 
centre demands it and / or if the global financial environment e.g. Interest rates etc. changes. 

 

¶ Current full-time weekly fee: $445 per week 
 

¶ Daily fee: $110.00 (minimum 2 days a week) 
 

¶ When the payment is made, a 4 weekly receipt will be issued.  
 

 

Child care fees are payable in full for holidays, public holidays, and sick leave.  

Extended sick leave will be discussed with the parents with consideration given to the illness and the expected time 

away.  

 

Child care fees are NOT payable when our Centre is closed for our annual holidays or for special occasions (if any) of 

our making. Where possible, adequate notice of these special times will be issued. 

 

Reviewed 01.01.2017 
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LATE FEE COLLECTION POLICY 

 

 

The approved hours of operation of the centre and the employment conditions of the staff are such that the 

Centre cannot remain opened beyond 6.00 p.m. each day. 

 

As many of our staff has commitments after 6.00 p.m., we have tried to devise a policy that is fair for all concerned. 

 

If you anticipate that you will be late, collecting your children parents are expected to telephone the Centre and 

advise staff of the details. If for some reason parents will be unable to collect their children, it is up to the director to 

make alternative arrangements with the particular parents. 

 

¶ A late penalty fee of $1.00 per minute thereafter will be payable if parent arriving at the Centre after 6.00 p.m. 

¶ Child Care Benefit will not apply to this late fee. 

¶ This penalty payment will be forwarded directly to the two staff who remain on the premises after hours.  
 

We trust that you understand the need for introducing the late fee. Having children in the Centre after 6.00 p.m. 

leaves Council in breach of the State Government ChildrenΩs Services Centres Regulations and creates unnecessary 

stress for all concerned. 

 

_______________________________________________________________________________________________ 

WITHDRAWAL FROM CARE 

A parent is required to give minimum ǘƘǊŜŜ ǿŜŜƪǎΩ notice in writing in advance or pay for three weeks care in advance 

ōŜŦƻǊŜ ŀ ŎƘƛƭŘ ƭŜŀǾŜǎΦ /ƘƛƭŘǊŜƴ ǿƘƻ ǿƛǘƘŘǊŀǿ ŦǊƻƳ ǘƘŜ /ŜƴǘǊŜΩǎ ǎŜǊǾƛŎŜǎ ƴŜŜŘ ǘƻ ǊŜŀǇǇƭȅ ŀƎŀƛƴ ƛƴ ǘƘŜ ŦǳǘǳǊŜ ƛŦ ǘƘŜȅ 

wish to re-enrol and if necessary, be placed on a waiting list.   

_______________________________________________________________________________________________ 

THE WAITING LIST 

According to the CŜŘŜǊŀƭ DƻǾŜǊƴƳŜƴǘΩǎ άtǊƛƻǊƛǘȅ ƻŦ !ŎŎŜǎǎέ ƎǳƛŘŜƭƛƴŜǎ, the Centre follows a system whereby people 

who are deemed, under this system, to have the highest need will be offered care first, even though a family may have 

placed their name on the waiting list before another family, but no child or parents will be disadvantaged as a result. 

The Ψpriority of AccessΩ guidelines will be effective at all times. 

Nola Dee Child Care Centre enrols children according to this Priority of Access guideline. Parents with children that fall 

into the following categories are to have a higher priority than others on the waiting list. However the centre makes 

every effort to ensure that none will be disadvantaged. 
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1. Children at serious risk of abuse or neglect 
 

2. A child/children of a single parent who satisfies, or of parents who both satisfy, the work/training/study test 
under section 14 of the A New Tax System (Family Assistance) Act 1999 

 

3. Any other child. 
 

Within these main categories priority should also be given to the following children: 

 

¶ children in Aboriginal and Torres strait islander families; 

¶ Children in families which include a disabled person 

¶ Children in families on low incomes 

¶ Children in families from culturally and linguistically diverse backgrounds 

¶ Children in socially isolated families 

¶ Children of single parents 
 

The information re Priority of Access is taken from the Child Care Services Handbook 2009-2010 p67-68.  For all 

approved child care services.  www.facsia.gov.au/childcarehandbook.  

 

However it is understood that all efforts will be made to ensure that all parents and children are catered for and no 

efforts will be spared to ensure that no child or parent find themselves in situations that create conditions of 

disadvantage and inequity, and they NOT being at fault in any way. 

_______________________________________________________________________________________________ 

ENROLMENT 

ENROLMENTS ARE AVAILABLE FOR CHILDREN BETWEEN THE AGES OF 6 MONTHS ς 6 YEARS    

Enrolment will be accepted providing: 

 

¶ The maximum daily attendance does not exceed the licensed capacity of the centre. 
 

¶ A vacancy is available for the booking required and in the agreed number of children 0-3, 3-5 years for the 
centre 

 

ENROLMENT PROCEDURE: 

Ç Parents are requested to complete the CeƴǘǊŜΩǎ ŎƻƴŦƛŘŜƴǘƛŀƭ ŜƴǊƻƭƳŜƴǘ ŦƻǊƳ ŀƴd all related information 
pertaining to the child is to be listed accordingly.  

       The enrolment forms remain in the care of the proprietor.  

 

http://www.facsia.gov.au/childcarehandbook
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Ç An orientation of the centre with parents enrolling their child will be conducted by the licensee or Coordinator. 
 

Ç Interview with the parents enrolling the child will be carried out by the Licensee or coordinator to cover 
operational policies, and provide the parent with copies of: 

 

- Parent Information Handbook 
- Child Care Benefit Application Form (if required) 
- /ŜƴǘǊŜΩǎ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎ ό ōǳǎƛƴŜǎǎ ŎŀǊŘύ 
- Enrolment application forms 
- Confidential Enrolment Details Form 

                                                                                                                                                                                        

(Note: Children cannot start at the centre without the detailed enrolment form being completed and signed.  All forms must be 

updated whenever situations change, i.e. addresses, phone numbers, emergency contact, etc.) 

_______________________________________________________________________________________________ 

 

CHILD CARE BENEFIT 

The Nola Dee Child Care Centre is registered with the Government Childcare Benefit Program, and parents eligible for 

Childcare Benefit are required to complete the relevant claim form and lodge it to one of the Family Assistance Offices 

(FAO) to ascertain the percentage rebate applicable to them. 

FAO will issue our Centre with your family customer reference number (CRN) and the percentage of your child care 

entitlements, which will be deducted from the current normal weekly fee.  

  

 

ALLOWABLE ABSENCES 

 

Childcare Benefit is paid for a child's absence from care up to a total of 42 days per financial year, (some absences 

count towards the 42 days limit e.g. Annual holiday). Note absent days without a medical certificate will be included 

within the 42 days limit. 

Allowable absence days can be taken for any reason (provided the day being claimed as an absence is a day on which 

care would have otherwise been provided) 

Allowable absence days cannot be claimed before a child has commenced care or after a child has left care. 

Please note, allowable absences cannot be used to enable CCB to be paid for fees charged to reserve a place for a child 

who has not yet commenced care.  Allowable absences cannot be claimed once a child has ceased care. 

However, if a child is booked in to start at the centre on a particular date, and does not start because of an approved 

absence reason, the family may claim CCB.   
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Similarly, if the family has advised that their child will leave the centre on a particular day, but that child does not 

attend their last sessions of care for an approved absence reason, the family may claim CCB for the days the child was 

otherwise expected to attend. 

_______________________________________________________________________________________________ 

 

APPROVED ABSENCE DAYS 

CCB is also payable for absences taken for the following reasons: 

 

¶ Illness (with a medical certificate) 

¶ Non-immunisation 

¶ Rostered days off 

¶ Rotating shift work 

¶ Temporary closure of a school or pupil free days 

¶ Public holidays 

¶ Periods of local emergency 

¶ Shared care arrangements due to a court order, or consent order or parenting order 

¶ Attendance at preschool. 
 

These absences do not count towards the 42 allowable absence days providing a copy of supporting document is 

provided. 

_______________________________________________________________________________________________ 

ADJUSTMENT OF FEES 

Lƴ ǘƘŜ ŜǾŜƴǘ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ŦŀƳƛƭȅΩǎ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ŎƘŀƴƎƛƴƎ and normally which qualifies them for Child Care 
Benefit, it is the responsibility of the parent/guardian to notify FAO (Family Assistance) as well as the Centre 
Directors of this change. 

 

FAO contact no: 13 6150 

 

The information re Child Care Benefit is taken from the Child Care Service Handbook 2009-2010 for all approved child 

care services.  www.facsia.gov.au/childcarehandbook   

 

 

 

 

 

 

http://www.facsia.gov.au/childcarehandbook
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ORIENTATION 

 

The Centre offers new family an orientation upon signing and enrolling to start at our service. This process is done 

through prior arrangements with the Director/second in charge of the service. On this particular date arranged, a time 

will be allocated for the parent to bring the child to the service and the room leader/educator will welcome and 

introduce the family to the group.  

This orientation process is carried out in a warm and relaxed hemisphere so that the family is introduced to the centre 

with respect and a sense of belonging.       

The parents of children attending are encouraged to fully participate in the Centre activities. This can only be 

achieved by sharing information and expectations between parents and staff. It is very important that parents 

understand what the level of participation expected of them is and that they are involved in mutual decision making 

about the care of children and the goals of the Centre. 

PROCEDURE  

¶ Families must complete an Enrolment and must be returned before your child can start at the Centre.  

¶ For the first visit to the centre, families should stay in the room with their child to familiarise themselves 
with the Centre. 

¶ On the second visit we suggest the parent/guardian leaves the premises for 1-3 hours. Preferably over a rest 
time. This will allow the child to sleep at the centre before commencing care.  

¶  When a child has been spending for a period of more than four hours during orientation, daily rate fee will 
be charged.  

¶ CŀƳƛƭƛŜǎ ŀǊŜ ŀǎƪŜŘ ǘƻ ǿǊƛǘŜ ά/ƘƛƭŘΩǎ wƻǳǘƛƴŜέ ǇǊƛƻǊ ǘƻ ƻǊƛŜƴǘŀǘƛƻƴ ǘƻ ŜƴŀōƭŜ ǘƘŜ ŎŜƴǘǊŜ ǘƻ ŎŀǘŜǊ ŦƻǊ ŜŀŎƘ 
ŎƘƛƭŘΩǎ ƛƴŘƛǾƛŘǳŀƭ ǊŜǉǳƛǊŜƳŜƴǘǎΦ 

 

!ƭƭ ŎƘƛƭŘǊŜƴ ŎƻǇŜ ŘƛŦŦŜǊŜƴǘƭȅ ǿƛǘƘ ƻǊƛŜƴǘŀǘƛƻƴ ŀƴŘ ǿŜ ŀǎ ŜŘǳŎŀǘƻǊǎ ŀǊŜ ƘŜǊŜ ǘƻ ƳŀƪŜ ǘƘŜ ŎƘƛƭŘΩǎ ǎŜǘǘƭƛƴƎ ƛƴ ǇǊƻŎŜǎǎ 

smooth and be sensitive to their needs. 

PLEASE NOTE: Charges will commence when the child left in the centre without parent presence. 

 

{9¢¢[LbD Lb ¢I9 /9b¢w9 

 

Children thrive on regularity, stability and familiarity, and automatically reject any intrusion or interruption of their 

lifestyle. So, how do you handle separation and settling in? 

 

¶ Children who regularly come to the centre generally settle in quickly. Parents are to anticipate a settling in period 
of up to four weeks. 

¶ Be understanding. How do you, as an adult, feel in a strange situation ŀƳƻƴƎ ǎǘǊŀƴƎŜ ǇŜƻǇƭŜΚ Χ !ƴȄƛƻǳǎΣ ƛǎƻƭŀǘŜŘΚ 
Now, multiply those feelings threefold. 

¶ Be confident. Children tune in quickly to your emotions and respond in the loudest, most fractious manner they 
can muster. 
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PARENTS:   HOW CAN YOU HELP? 

 

¶ Be positive ŀōƻǳǘ ǿƘŀǘ ȅƻǳ ŀƴŘ ȅƻǳǊ ŎƘƛƭŘ ŀǊŜ ŘƻƛƴƎΦ CƻǊ ƛƴǎǘŀƴŎŜΣ ōȅ ǎŀȅƛƴƎΣ ά¸ƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ /ƘƛƭŘ /ŀǊŜ ŀƴŘ 
L ǿƛƭƭ ōŜ ŀǘ ǿƻǊƪΦ L ǿƛƭƭ ǎŜŜ ȅƻǳ ŀŦǘŜǊ ȅƻǳǊ ŀŦǘŜǊƴƻƻƴ ǎƭŜŜǇΦέ 

¶ Be consistent in your routine for leaving home and arrival at the Centre ς ŘƻƴΩǘ ǊǳǎƘΦ 

¶ Give your child a hug and kiss then PLEASE LEAVE WITHOUT FURTHER ADO. Our staffs are sensitive and trained 
to cater ǘƻ ȅƻǳǊ ŎƘƛƭŘΩǎ ƴŜŜŘǎΦ ¢ƘŜȅ ǿƛƭƭ ƘŜƭǇ ȅƻǳǊ ŎƘƛƭŘ ŎƻǇŜΦ He/she will cope and SO WILL YOU. 

¶ !ƭǿŀȅǎ ǎŀȅ ƎƻƻŘōȅŜ ǘƻ ȅƻǳǊ ŎƘƛƭŘΦ 5hbΩ¢ W¦{¢ 5L{!tt9!wΦ ¢Ƙis may be an easy option, but does nothing to 
ōǳƛƭŘ ȅƻǳǊ ŎƘƛƭŘΩǎ ŎƻƴŦƛŘŜƴŎŜ ƛƴ ȅƻǳ ƻǊ settle them in the new situation. 

¶ 5ƻƴΩǘ ǘŀƭƪ ŀōƻǳǘ ȅƻǳǊ ŎƘƛƭŘ ǘƻ ǘƘŜ ǎǘŀŦŦ ǿƛǘƘƛƴ ŜŀǊǎƘƻǘ ƻŦ ǘƘŜ ŎƘƛƭŘΦ tƭŜŀǎŜ ǘŀƭƪ ǘƻ ǘƘŜ 5ƛǊŜŎǘƻǊǎ ƛŦ ȅƻǳ ƘŀǾŜ ŀƴȅ 
questions or problems, we are most willing to help. 

TRANSITION TO NEW ROOM 

When a child is approaching the age at which they will move up to the next room, they will be slowly accustomed to 

the change by staff. Staff will occasionally take them for visits to the next room and explain to the child as well as the 

parents about the differences in the next room. 

tŀǊŜƴǘǎΣ {ǘŀŦŦ ŀƴŘ 5ƛǊŜŎǘƻǊ ǿƛƭƭ ŘŜǘŜǊƳƛƴŜ ǘƻƎŜǘƘŜǊ ŀ ŎƘƛƭŘΩǎ ǊŜŀŘƛƴŜǎǎ ǘƻ ƳƻǾŜ ǳǇ ǘƻ ǘƘŜ ƴŜȄǘ ƎǊƻǳǇΦ {ǳŎƘ 

movements will occur when vacancies are available. The staff will make suggestions to the parents about how best 

to make the transition a smooth one. Parents will receive information about the room their child is moving into 

before the child begins in that room. 

COMMUNICATION 

The staff should be prepared to, at reasonabƭŜ ƛƴǘŜǊǾŀƭǎΣ ƎƛǾŜ ŦŜŜŘōŀŎƪ ǘƻ ǇŀǊŜƴǘǎ ƻƴ ŀ ŎƘƛƭŘΩǎ ǇǊƻƎǊŜǎǎΣ ŘŜǾŜƭƻǇƳŜƴǘ 

ŀƴŘ κ ƻǊ ŘƛŦŦƛŎǳƭǘƛŜǎΦ ! ǎŜǘǘƭƛƴƎ ƛƴ ǇŀƎŜ ƻǳǘƭƛƴƛƴƎ ǘƘŜ ŎƘƛƭŘΩǎ ŦƛǊǎǘ ǿŜŜƪǎ ƛƴ ǘƘŜ /ŜƴǘǊŜΣ ƻǊ ƴŜǿ ǊƻƻƳΣ ǿƛƭƭ ōŜ ŎƻƳǇƭŜǘŜŘ 

ōȅ ǎǘŀŦŦ ŀƴŘ ǘƘƛǎ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ƛƴŘƛǾƛŘǳŀƭ Ǉƻrtfolio. 

Parent Interviews will be offered in the first few months of the year to allow parents to meet with Team Leaders to 

talk about their child and their expectations for the year ahead. 

Staff and parents are encouraged to talk to each other and exchange information about their children. Following 

communication methods are using:- 

V 5ŀƛƭȅ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ƻǇǘƛƻƴǎΣ ƛƴŎƭǳŘƛƴƎ ǿǊƛǘǘŜƴ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ǊƻǳǘƛƴŜǎΦ 
V Newsletters 
V Parent Interviews 
V /ƘƛƭŘǊŜƴΩǎ tƻǊǘŦƻƭƛƻǎ 

References: 

Child Care Orientation   www.anu.edu.au/childcare/aecc/PolOrient.htm 

Child Care Policy   www.careerone.com.au/Education  

Department of Education, Employment and Workplace Relations (2009), Belonging, Being and Becoming: The Early 

Year Learning Framework for Australia. 

http://www.anu.edu.au/childcare/aecc/PolOrient.htm
http://www.careerone.com.au/Education
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DELIVERY AND COLLECTION OF CHILDREN POLICY 

 

Nola-Dee Child Care Centre is committed to the safety, wellbeing and adequate supervision of children at all times 

they are at the centre, including times which may be beyond normal operating times as a result of a late pick up. 

 

PROCEDURES 

 

Delivery of Children 

 

¶ ! ŎƘƛƭŘ Ƴŀȅ ōŜ ŘǊƻǇǇŜŘ ƻŦŦ ōȅ ŀ ǇŜǊǎƻƴ ǿƘƻ ƛǎ ƭƛǎǘŜŘ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ 9ƴǊƻƭƳŜƴǘ CƻǊƳΦ 

¶ The child MUST be signed in at time of delivery in the Attendance Book (eg: if a child is delivered later than 
the scheduled start time, the actual time of delivery must be recorded). 

¶ A child must be delivered into the room by the person delivering them (eg: not left in the foyer entrance).  
  

Collection of children 

 

¶ ! ŎƘƛƭŘ Ƴŀȅ ƻƴƭȅ ōŜ ǇƛŎƪŜŘ ǳǇ ōȅ ŀ ǇŜǊǎƻƴ ǿƘƻ ƛǎ ƭƛǎǘŜŘ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ 9ƴǊƻƭƳŜƴǘ ŦƻǊƳΦ 

¶ The child must be signed out in the Attendance Book at the time of collection. 

¶ If an emergency arises and someone else will be picking up the child, verbal or written authorization must be 
given by the parent/guardian and the name placed on the Enrolment form as soon as possible. 

¶ The Certified Supervisor may ask to see identification if appropriate. 

¶ If Custody Order exists this must be discussed with the Certified Supervisor as soon as this occurs and a copy 
Ƴǳǎǘ ōŜ ǇǊƻŘǳŎŜŘ ŀƴŘ ŦƛƭŜŘ ǿƛǘƘ ǘƘŜ /ƘƛƭŘΩǎ 9ƴǊƻƭƳŜƴǘ CƻǊƳΦ 

 

Late Collection of Children 

 

If a child has not been collected or contact from the parent made to the Centre 30 minutes after the completion of 
the session, the Certified Supervisor will try to telephone in the following order: 
 

* Families. 

* Emergency numbers. 

* People listed on the Parent Stand In form. 

* If no one can be contacted the Police will be notified after 2 hours. 

* If the Certified Supervisor need to leave the child care, then a member or members of the centre 
management will be notified to come to the Centre to stay with the child. 

* If any costs are incurred, the Centre management may invoice the parenǘ ŦƻǊ άƻǳǘ ƻŦ ǇƻŎƪŜǘέ 
expenses. 
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KEY RESPONSIBILITIES AND AUTHORITIES 

 

¶ The Centre management are responsible for ensuring that all families and staff are aware of this policy and 
that it is implemented within the Centre. 

¶ The Centre Certified Supervisor is responsible for the day to day implementation of this policy. 

¶ The Certified Supervisor is responsible for collecting any costs that may be incurred as a result of late 
collection. 

 

 

References: 

Department of Education, Employment and Workplace Relations    

www.deewr.gov.au 

 

Reviewed 01.01.2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.deewr.gov.au/
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ACCEPTANCE AND REFUSAL OF AUTHORISATION POLICY 

 

Nola-Dee Child Care Centre is committed to the safety, wellbeing and adequate supervision of children at all times 

when they are at the centre. We are required to obtain appropriate authorisation from parents or guardians in 

relation to collection of children from the service. 

This policy outlines authorisation requirements for our childcare and actions to be taken where an authorisation 

submitted by parents or guardians is incomplete/inappropriate and therefore could lead to refusal to enact the 

authorisation. 

 

COLLECTION OF CHILDREN  

¶ If the person collecting the child appears to be intoxicated, or under the influence of drugs, and educators 

feel that the person is unfit to take responsibility for the child, the educators are to bring the matter to the 

ǇŜǊǎƻƴΩǎ ŀǘǘŜƴǘƛƻƴ ōŜŦƻǊŜ ǊŜƭŜŀǎƛƴg the child into their care. Wherever possible, such discussion is to take 

place without the child being present. Educators are to suggest that they contact another parent or 

Authorised Nominee from the enrolment form, inform them of the situation and request they collect the 

child as soon as possible. If the person refuses to allow the child to be collected by another Authorised 

bƻƳƛƴŜŜΣ ŜŘǳŎŀǘƻǊǎ ŀǊŜ ǘƻ ƛƴŦƻǊƳ ǘƘŜ ǇƻƭƛŎŜ ƻŦ ǘƘŜ ŎƛǊŎǳƳǎǘŀƴŎŜǎΣ ǘƘŜ ǇŜǊǎƻƴΩǎ ƴŀƳŜ ŀƴŘ ǾŜƘƛŎƭŜ 

registration number.   

 

¶ Educators are only allowing a child to leave the centre only with an authorised person who appears able to 

appropriately care for the child. Educators and staff will always act in the interest of safety for the child, 

themselves and other children in the care and education service.   

 

 

¶ Lǘ ƛǎ ŀǘ ǘƘŜ ŜŘǳŎŀǘƻǊǎΩ ŘƛǎŎǊŜǘƛƻƴ ǘƻ ŘŜǘŜǊƳƛƴŜ ƛŦ ǘƘŜȅ ōŜƭƛŜǾŜ ŀƴ ŀǳǘƘƻǊƛǎŜŘ ǇŜǊǎƻƴ ƛǎ ǳƴŀōƭŜ ǘƻ ŀǇǇǊƻǇǊƛŀǘŜƭȅ 

care for the child based on the individual case and circumstances.   

 

¶ Educators cannot prevent a parent from collecting a child, but do have a moral obligation to persuade a 

parent to seek alternative arrangements if they feel the parent is in an unfit state to accept responsibility for 

the child.  

 

 

¶ On occasion a parent or authorised person may attend to collect a child while under the influence of a drug 

or alcohol, or present in such as manner as to suggest his or her ability to safely collect a child is impaired. 

Nola-Dee Child Care owe a duty of care to the children in their care to ensure their safety is paramount and 

they must comply with their obligations under state or territory child protection laws. In circumstances 

ǿƘŜǊŜ ǘƘŜ ŎƻƭƭŜŎǘƛƻƴ ƻŦ ŀ ŎƘƛƭŘ ǇƻǎŜǎ ŀ ǇƻǘŜƴǘƛŀƭ Ǌƛǎƪ ǘƻ ŀ ŎƘƛƭŘΩǎ ǎŀŦŜǘȅ ǘƘŀǘ Ŏŀƴƴƻǘ ōŜ ŀŘŘǊŜǎǎŜŘ ōȅ 

alternative means, child protection authorities or police should be notified and advice sought as to how to 

proceed. 
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ADMINISTRATION OF MEDICATION 

 

¶ The name of the child. 

¶ ¢ƘŜ ŀǳǘƘƻǊƛǎŀǘƛƻƴ ǘƻ ŀŘƳƛƴƛǎǘŜǊ ƳŜŘƛŎŀǘƛƻƴΣ ǎƛƎƴŜŘ ōȅ ŀ ǇŀǊŜƴǘ ƻǊ ǇŜǊǎƻƴ ƴŀƳŜŘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ 

record as authorised to consent to administration of medication. 

¶ The name of the medication to be administered. 

¶ The time and date the medications is to be administered. 

¶ The dosage of the medication to be administered. 

¶ The period of authorisation from and to. 

¶ The date the authorisation is signed. 

Medical treatment of the child including transportation by an ambulance service (included and authorised initially as 

ǇŀǊǘ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ǊŜŎƻǊŘύΥ 

¶ The name of the child. 

¶ Authorisation to seek medical treatment for the child from a registered medical practitioner, hospital or 

ambulance service. 

¶ Authorisation for the transportation of the child by an ambulance service. 

¶ The name, address and telephone number of the child's registered medical practitioner or medical service 

and if available the child's Medicare number. 

¶ The name of the parent or guardian providing authorisation. 

¶ The relationship to the child. 

¶ The signature of the person providing authorisation and date. 

Emergency medical treatment (included and authorised initially as ǇŀǊǘ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ǊŜŎƻǊŘ ƻǊ ŀǎ ǳǇŘŀǘŜǎ 

during enrolment): 

¶ The service is able to seek emergency medical assistance for a child as required without seeking further 

authorisation from a parent or guardian in the case of an emergency (i.e. medical practitioner, ambulance or 

hospital) including for those emergencies relating to asthma and anaphylaxis. 

 

References  

!ǳǎǘǊŀƭƛŀƴ /ƘƛƭŘǊŜƴΩǎ 9ŘǳŎŀǘƛƻƴ ŀƴŘ /ŀǊŜ vǳŀƭƛǘȅ !ǳǘƘƻǊƛǘȅ ό!/9/v!ύ 

National Regulations - children leaving the service premises (Regulation 99) 

Early Childhood Australia -   http://www.earlychildhoodaustralia.org.au/ 

 

 

Reviewed 01.01.2017 

 

 

 

 

 

http://www.earlychildhoodaustralia.org.au/
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PARENTAL INVOLVEMENT 

 

Increasing documentary evidence suggests that the influence of parents is a major factor in the long term life and 

learning outcomes for children and recent changes to Early Childhood Education and Care legislation and regulations 

have further supported this research. At Nola-Dee Child Care Centre, We encourages and supports family connection 

ǿƛǘƘ ǘƘŜƛǊ ŎƘƛƭŘǊŜƴΩǎ ŜȄǇŜǊƛŜƴŎŜǎΣ ƎǊƻǿǘƘ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ǿƛǘƘƛƴ ƻǳǊ /ŜƴǘǊŜΦ ²Ŝ ƻŦŦŜǊ ŀ ǾŀǊƛŜǘȅ ƻŦ ǿŀȅǎ ŦƻǊ ǇŀǊŜƴǘǎ 

to participate in our Centre and seek to foster a sense of community, respect and belonging within our Centre. We 

believe that strong relationships between families and our staff will ultimately benefit all children in our care socially, 

educationally and emotionally. Our Centre prides itself on the professionalism of our staff and the high quality of care 

that we provide to each child individually. As such, we support an Open Door practice which encourages and supports 

families to visit the Centre, without prior notice, to observe and participate in programs and activities engaging their 

child/ren. It is important to note that this practice is subject to and governed by any legally documented Court Orders 

which may be in place regarding access or custody. 

 

WE WILL; 

ω Support parental attendance at our Centre during the settling in process for new children 

 

ω Invite and encourage family participation through formal and informal contributions to programming 

 

ω Invite and encourage family participation in the formulation and review of policies in our Centre 

 

ω Invite and encourage family participation in events and fundraising initiatives 

 

ω Invite and encourage family participation in introducing cultural festivals, celebrations and languages 

other than English spoken at home 

 

ω Invite and encourage family participation in Informational Sessions and through participation in 

committees 

 

ω {ƘŀǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛǘƘ ƛƴŘƛǾƛŘǳŀƭ ŦŀƳƛƭƛŜǎ ǊŜƎŀǊŘƛƴƎ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǇǊƻƎǊŜǎǎ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ǎŜŜƪ 

formal and informal feedback on family expectations and concerns 

 

ω Seek family feedback regarding your level of satisfaction with our current service, suggestions for 

improvement, areas of concern and comments regarding proposed new initiatives 

 

ω Seek the involvement of families in the development and review of Nola-Dee Child Care Centre 

Quality Improvement Plan 

 

ω Provide a suggestion box for easy access in the front foyer 

 

ω Provide families with information regarding relevant authorities to contact to lodge formal 

complaints, concerns and grievances 

 

 

 

 

 



19 
Nola - Dee Parent Hand Book 2017  

 

 

 

  

 

 

ω Proactively engage with families to ensure clear, open and honest communication between staff, 

Centre Management and families 

 

ω Provide regular written and verbal communication with parents regarding the Centre, our 

achievements and planned activities 

 

ω Insist upon targeted parental involvement in the development of specific medical conditions risk 

assessment and mitigation plans and individual communication plans for children identified with 

medical conditions 

 

ω Insist upon targeted parental involvement in the development of Action Plans for children identified 

with medical conditions 

 

ω Insist upon targeted parental involvement in the development of Food Preference Plans. 

 

 Reference  

ω /ƻƴǎǳƭǘŀǘƛƻƴ ǿƛǘƘ ǎǘŀŦŦΣ ƳŀƴŀƎŜƳŜƴǘ ϧ ŦŀƳƛƭƛŜǎ 

ω http://www.kpv.org.au/page/view/information-sheets-172/  

ω http://betterkidcare.psu.edu/Workbooks/GetParentsInvolvedWkBk.pdf  

ω http://childcare.about.com/od/volunteerism/ht/parentvolu  

 

 

_______________________________________________________________________________________________ 

 

DAILY REQUESTS FROM PARENTS 

 

¶ A clearly named, suitable bag; 

¶ A change of clothes (lots of underpants/briefs), hat, waterproof jacket (winter). 

¶ Sunscreen No50+ (from the beginning of September to end of April) - sensitive skin types may require 
special cream; if this applies to your child, please refer to your medical practitioner for advice. 

¶ for the summer months, we ask that you provide your child with a sun hat with  suitable protection for 
the neck, ears, eyes and  face; 

¶ own nappy to go home in ( if child using them); 

¶ plastic bottles and formula (if using them); 

¶ own special toy, teddy or anything else your child may require for the day; 
 

 

 

 

 

http://www.kpv.org.au/page/view/information-sheets-172/
http://betterkidcare.psu.edu/Workbooks/GetParentsInvolvedWkBk.pdf
http://childcare.about.com/od/volunteerism/ht/parentvolu
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CLOTHING 

Please dress your child in practical play clothing. Clothing should be clearly named, particularly jumpers, cardigans, 

raincoats and shoes. 

[ƻƴƎ ŘǊŜǎǎŜǎΣ ǘƛŜǎ ŀƴŘ ǘƘƻƴƎǎ ƘƛƴŘŜǊ ŎƘƛƭŘǊŜƴΩǎ movement. We suggest shoes with Velcro or runners that are 

comfortable and allow children to put them on independently.  Refer to Sun Smart policy for clothing for summer 

(i.e. tops with selves). The Centre supplies protective smocks for painting and other activities where the children may 

become grubby.  Bibs or aprons are used for meal times for younger children. 

 

APPROPRIATE CLOTHING POLICY 

When at Nola-Dee Child Care Centre, staff and children are requested to: 

¶ Wear hats in the outdoor environment ς sun hats in summer/beanies in winter. 

¶ Wear shoes that completely cover the toes ς open-toed sandals are not appropriate. 

¶ Tie back hair that is past shoulder length and preferably in a plait. 

¶ Clothes to cover shoulders and backs, therefore no flimsy, backless or strapless dresses, singlet tops or brief 
swimmers. 

¶ Limit jewellery to simple, non-scratch pieces, if at all. 

¶ Keep childΩs nails blunt and sensibly short. 

Pants and tops should be appropriate lengths, e.g. no short shorts or tummy revealing. 

 

Reference: 

 Australian Institute of Health and Welfare & Australian Association of Cancer Registries. 

The Cancer Council Victoria Website: www.sunsmart.com.au  

 

Reviewed 01.01.2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.sunsmart.com.au/
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NAPPY CHANGE & TOILETING POLICY 

 

 

!ƴ ŜŦŦŜŎǘƛǾŜ ƴŀǇǇȅ ŎƘŀƴƎƛƴƎ ϧ ǘƻƛƭŜǘƛƴƎ ǇƻƭƛŎȅ ƛǎ ƻƴŜ ǿƘŜǊŜ ŜŀŎƘ ŎƘƛƭŘΩǎ ƛƴŘƛǾƛŘǳŀƭ ƴŜŜŘǎ ŀƴŘ ŎƻƳŦƻǊǘ ƛǎ ŎƻƴǎƛŘŜǊŜŘΦ 

IȅƎƛŜƴŜ ϧ ǎŀŦŜǘȅ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀǊŜ ƛƳǇƻǊǘŀƴǘ ŎƻƴǎƛŘŜǊŀǘƛƻƴǎ ƛƴ ƛƳǇƭŜƳŜƴǘƛƴƎ ǘƻƛƭŜǘƛƴƎ ǇǊƻŎŜŘǳǊŜǎΦ /ƘƛƭŘǊŜƴΩǎ 

developing toileting abilities should be guided with a sensible and sensitive approach from staff. For example Staff 

should have calm, reassuring attitude to toilet training and work in consultation with parents again. Nappy changing 

ǎƘƻǳƭŘ ƳŜŜǘ ŜŀŎƘ ŎƘƛƭŘΩǎ ƴŜŜŘǎ ǿƘƛƭŜ ŎǊŜŀǘƛƴg a positive experience through singing, talking and interacting with 

them, especially infants and toddlers who need to go through the toileting experience a step at a time. 

AIM: 

¶ To ensure that toileting and nappy-changing procedures are positive experiencŜǎ ŀƴŘ ƳŜŜǘ ŜŀŎƘ ŎƘƛƭŘΩǎ 
individual needs 

¶ To ensure staff are aware of and implement correct hygiene principles and practices to reduce the possible 
spread of cross infection. 

¶ To enable staff to observe and assess readiness for toilet training and discuss with families appropriate 
strategies 

 

IMPLEMENTATION 

Parents will: 

 

* /ƻƴǎǳƭǘ ǿƛǘƘ ǎǘŀŦŦ ŀƴŘ ǇǊƻǾƛŘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǘƻƛƭŜǘƛƴƎκǘƻƛƭŜǘ ǘǊŀƛƴƛƴƎ ǊƻǳǘƛƴŜ ŀǘ ƘƻƳŜ ǘƻ 
ensure consistency between home and the centre. This will be documented in the ŎƘƛƭŘΩǎ ƛƴŘƛǾƛŘǳŀƭ 
development files. 

* Provide required number of nappies each day for their infant/toddler and a spare set of clothes for older 
children in case of toileting accidents. 

Staff will: 

 

* Consult with parents about toileting training readiness and implement routines consistent with home 
practices. 

* 5ƻŎǳƳŜƴǘ ŎƘƛƭŘǊŜƴΩǎ ǊŜŀŘƛƴŜǎǎ ŦƻǊ ǘƻƛƭŜǘ ǘǊŀƛƴƛƴƎ ŀƴŘ ǘƘŜƛǊ ŘŜǾŜƭƻǇƛƴƎ ŎƻƳǇŜǘŜƴŎŜ ƛƴ ŜŀŎƘ ŎƘƛƭŘΩǎ 
individual development files.    

* !ŘƘŜǊŜ ǘƻ ǘƘŜ ŎƻǊǊŜŎǘ ƴŀǇǇȅ ŎƘŀƴƎƛƴƎ ǇǊƻŎŜŘǳǊŜ ǿƘŜƴ ŎƘŀƴƎƛƴƎ ŎƘƛƭŘǊŜƴΩǎ nappies as indicated by the 
poster on nappy changing procedure located near the nappy changing area. 

* Encourage children to use simple hygiene practices during supervision of toileting and nappy changing. 

* Model simple hygiene practices during toileting by washing (demonstrating) their hands with the children 
watching. 

* Be monitored regularly (monthly) to ensure compliance to correct procedures. 

* Ensure toileting will occur at any time through the day as required and all children will have access to 
toilets at all times. 

* Report to the Director cases of cross-infection that may relate to ineffective toileting and nappy changing 
procedures.  
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* ¢ŀƪŜ ƛƴǘƻ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ŜŀŎƘ ŎƘƛƭŘΩǎ ƛƴŘƛǾƛŘǳŀƭ ŜƳƻǘƛƻƴŀƭ ŀƴŘ ǇƘȅǎƛŎŀƭ ƴŜŜŘǎ ŦƻǊ ǘƻƛƭŜǘƛƴƎ ϧ ƴŀǇǇȅ 
changing including cultural expectations/needs. 

* aŀƴŀƎŜ ǘƻƛƭŜǘƛƴƎ ŀŎŎƛŘŜƴǘǎ ƛƴ ŀ ΨǇƻǎƛǘƛǾŜΩ ǿŀȅ ŀƭǿŀȅǎ ŜƴŎƻǳǊŀƎƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ŜŦŦƻǊǘǎ ǘƻ ŘŜǾŜƭƻǇ 
independence and praising children for attempts and achievements, at learning new ways. 

* Ensure nappy changing is an occasion for playful interaction eg: singing songs, rhymes and talking with 
the children about toileting and what staffs are doing. 

* Ensure clothing is always worn over nappies to further reduce the risk of spreading possible infectious 
situations. 

* Also regularlȅ ŎƘŜŎƪ ŎƘƛƭŘǊŜƴΩ ōŀǘƘǊƻƻƳ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜǊŜ ƛǎ ǎǳŦŦƛŎƛŜƴǘ ǘƻƛƭŜǘ ǇŀǇŜǊΣ ǎƻŀǇ ŀƴŘ ǇŀǇŜǊ 
towels. 

* Discuss bathroom rules within the program and in consultation with the children develop bathroom rules 
(to be written with the children) on a poster for the bathroom. 

 

Management will: 

 

* (Directors) Regularly monitor staff compliance to correct procedures. This will be documented in the 
Ψ5ƛǊŜŎǘƻǊΩǎ aƻƴǘƘƭȅ /ƻƳǇƭƛŀƴŎŜ /ƘŜŎƪƭƛǎǘΩΦ 

* (Directors) Record and monitor cases of cross-infection that may relate to ineffective nappy changing & 
ǘƻƛƭŜǘƛƴƎ ǇǊƻŎŜŘǳǊŜǎ ƛƴ ǘƘŜ ΨLƴŦŜŎǘƛƻǳǎ 5ƛǎŜŀǎŜΩ .ƻƻƪΦ 

* Implement and record strategies to improve practices, all adjustments made to toileting & nappy change 
policies and procedures, the date of these changes and the reasons for them. 

* Review this policy and procedures manual annually in consultation with parents and staff. 

 

Reviewed 01.01.2017 
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POSITIVE GUIDANCE OF CHILDRENS BEHAVIOUR PROCEDURE 

  

tƻǎƛǘƛǾŜ ōŜƘŀǾƛƻǳǊ ƎǳƛŘŀƴŎŜ ǎǘŀǊǘǎ ŀǘ ōƛǊǘƘΣ ŀƭƻƴƎ ǿƛǘƘ ƻǘƘŜǊ ǘŜŀŎƘƛƴƎ ŀƴŘ ƭŜŀǊƴƛƴƎΦ Lǘ ōŜƎƛƴǎ ǿƛǘƘ ƳŜŜǘƛƴƎ ƛƴŦŀƴǘΩǎ 

needs. A secure start for a child fosters a much greater capacity in the child to learn, give to, and wait and to share. 

When infants start moving about and exploring their environment.  

 

¶ Educators must be ready to distract, guide, re-direct attention and interest, and also remove unwanted 
temptation; 

¶ Educators are to give lots of attention when babies are happy, talkative, playful but also when they are crying, 
irritated or unhappy. 

9ŘǳŎŀǘƻǊǎ ŀǊŜ ǎŜƴǎƛǘƛǾŜ ǘƻ ƛƴŦŀƴǘǎΩ ƭƛƳƛǘŀǘƛƻƴΣ ŎƘŀƴƎƛƴƎ ǎƛǘǳŀǘƛƻƴǎ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜƛǊ ƴŜŜŘǎΦ Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ǘƘŜ 

number of situations in which educators have to re-direct is minimised through the restructuring of the 

environment, so as to give feelings of continuity and familiarity. 

 

LANGUAGE TO BE USED WHEN TALKING TO THE CHILDREN 

²Ŝ ǎŀȅ άBE GENTLEέ 

²Ŝ ŀƭǿŀȅǎ ǎŀȅΣ άPLEASEέ ǘƻ ǘƘŜ ŎƘƛƭŘǊŜƴΦ 

²Ŝ ƭƛƳƛǘ ǘƘŜ ǳǎŜ ƻŦ άNoέΦ 

ROOM LIMITS 

The children are not allowed in the nappy change area or the Toileting area unless they are getting their nappy 

changed or require to use the toilet. 

¦ǎŜ ƭŀƴƎǳŀƎŜ ŀǇǇǊƻǇǊƛŀǘŜ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ŘŜǾŜƭƻǇƳŜƴǘŀƭ ǳƴŘŜǊǎǘŀƴŘƛƴƎΣ ǿƘƛŎƘ ƛǎ ŎƭŜŀǊ ŀƴŘ ƭŜǘǎ ǘƘŜ ŎƘƛƭŘ ƪƴƻǿ ǿƘŀǘ 

they should be doing. Staff to speak slowly and look at the child when talking to him/her, example: άPlease go out 

ŀƴŘ ǇƭŀȅΣ ƛǘΩǎ ƴƻǘ ȅƻǳǊ ǘǳǊƴ ǘƻ ƘŀǾŜ ȅƻǳǊ ƴŀǇǇȅ ŎƘŀƴƎŜŘέ 

When children are walking around with their bottle, instruct the child to what they should be doing: 

ά(Name ƻŦ ŎƘƛƭŘύ ƭƛŜ Řƻǿƴ ǘƻ ƘŀǾŜ ȅƻǳǊ ōƻǘǘƭŜ ǇƭŜŀǎŜ ƻǊ ǇƭŜŀǎŜ ǎƛǘ Řƻǿƴ ŀƴŘ ŘǊƛƴƪέ 

If a child bites, or hurts another child, the child who is hurt or upset needs to be comforted first. Then in a calm tone 

of voice talk to the other child about what has happened: 

άόƴŀƳŜ ƻŦ ŎƘƛƭŘύ ōŜ ƎŜƴǘƭŜΣ ōƛǘƛƴƎ ƘǳǊǘǎέ ƻǊ 

άόƴŀƳŜ ƻŦ ŎƘƛŘύ ōŜ ƎŜƴǘƭŜΣ ȅƻǳǊ ƘǳǊǘƛƴƎ ȅƻǳǊ ŦǊƛŜƴŘǎέ 

The child should then be re-directed to another activity. 
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UNDERSTANDING TINY TOTS & TODDLER BEHAVIOUR AND RESPONSE 
 

 

Tiny Tots and Toddlers have several characteristics, which influence their interaction with their environment and 

other people. The stage of development, that toddlers are at needs to be considered when choosing a method of 

guidance. 

Lack of understanding: 

Toddlers sometimes do hurtful things to other children when playing and exploring, without understanding that they 

hurt them. Their primary objective is to explore the world, as they are in the process of learning that their actions 

have a cause and effect. This may mean that they push a child with the intention of seeing the effect of their action 

without an understanding of the hurt they are causing. 

Good intentions, bad execution: 

Toddlers do terrible things with good intentions, e.g. a two year old gives a toy to a crying baby by dropping it on 

ǘƘŜƛǊ ƘŜŀŘΦ ¢ƻŘŘƭŜǊǎΩ ŦƛǊǎǘ ŜȄǇǊŜǎǎƛƻƴ ƻŦ ƛƴǘŜǊŜǎǘ ƛƴ ƻƴŜ ŀƴƻǘƘŜǊ ƛǎ ǘƘǊƻǳƎƘ ƘŀƴŘǎ-on experience - poking, jabbing, 

and pulling. What toddlers need is not to be stopped from interacting with another child but shown how to do it 

gently, and understands if they are hurting the other child. 

Lack of self-control: 

Lǘ ƛǎ ŎƘŀǊŀŎǘŜǊƛǎǘƛŎ ŦƻǊ ǳƴŘŜǊ оΩǎ ǘƻ ƭŀŎƪ ǿƛƭƭǇƻǿŜǊ ƻǊ ǎŜƭŦ-ŎƻƴǘǊƻƭΣ όǘƘŜȅ ǎƛƳǇƭȅ ŎŀƴΩǘ ǎǘƻǇ ǘƘŜƳǎŜƭǾŜǎύΦ aŀƴȅ ŀŎǘǎ ǘƘŀǘ 

ŀǊŜ ƭŀōŜƭƭŜŘ ŀƎƎǊŜǎǎƛǾŜ ƻǊ ƛƳǇǳƭǎƛǾŜ ŀǊŜ ŘǳŜ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ƛƴŀōƛƭƛǘȅ to inhibit or stop what they are doing. 

TINY TOTS ROOM 

* Language to be used when guiding a child. As mentioned in page 27 

* Room Limits 
Be gentle to the other children and adults. 

TODDLER ROOM (For 2-оΩǎύ 

*  Language to be used when guiding a child 

See attached - Action Steps for Guidance page30. 

*  Room Limits 

Be gentle to the other children and adults 

Stop, when asked to by carers. 

Biting 

See action plan (page 32) - also, the child who did the biting will be shown the mark on the child he/she has bitten (if 

any). ¢Ƙƛǎ ǿƛƭƭ ƛƴŎǊŜŀǎŜ ǘƘŜ ŎƘƛƭŘΩǎ ƪƴƻǿƭŜŘƎŜ ƻŦ ǿƘŀǘ ǘƘŜȅ ƘŀǾŜ ŘƻƴŜ όŎŀǳǎŜ ŀƴŘ ŜŦŦŜŎǘύΦ 

Sharing 

Staff to remember that sharing will make sense to a young child when they have reached that particular developmental 

stage. 

This will only be encouraged for children at the developmental stage where sharing would be viewed as appropriate. 

-! ǘƛƳŜ ƭƛƳƛǘ ǎȅǎǘŜƳ ƛǎ ǳǎŜŘ ŜƎΦέмл ƳƻǊŜ ǎǿƛƴƎǎ ǘƘŜƴ ƛǘ ƛǎ .ƛƭƭȅΩǎ ǘǳǊƴέΦ 
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PRE SCHOOL PROCEDURES 

 

3 YEAR OLDS DEVELOPMENTAL LEVELS 

 

¶ Understands some appropriate ways of behaving 

¶ Have some self-control 

¶ Are fairly skilled in the use of language they need at their age group. 

¶ Can understand language used by their peers reasonably well 

¶ Are less egocentric than younger children 

 

Limits for the Pre-school child: 

The following are not acceptable behaviours in the preschool room or in the Playground: 

1. Physical/emotional aggressive behaviour.  
 

E.g. hitting, kicking, spitting, pinching and biting. These actions are severe and a LOOK AND WATCH plan will be used.  

LOOK AND WATCH PLAN 

3 minute Look and Watch time (somewhere where the chid can still be observed) with another activity or book. 

Talk to the child about why he/she was placed in Look and Watch time. 

At the 3rd minute, or when the child is ready to talk, talk to him/her about three issues; 

¶ Why the behaviour occurred; 

¶ What could the child have done instead; and 

¶ How could you make the other child involved happy again? 

The child may then go and join the group, when he/she feels comfortable doing so. 

After Look and Watch time, at the first opportunity, praise the child when he/she uses acceptable behaviour. 

 

2. Inappropriate use of toys and equipment 
 

Toys are to be kept in the allocated area e.g. sandpit toys in the sandpit, blocks in the block area etc. 

Tables, shelving etc. are used correctly, e.g. Tables are used for sitting at not on. 

¢ƘŜ ǳǎŜ ƻŦ ǾŜǊōŀƭ ƎǳƛŘŀƴŎŜ ƛǎ ǳǎŜŘ ŦƻǊ ƛƴŀǇǇǊƻǇǊƛŀǘŜ ōŜƘŀǾƛƻǳǊ ƛƴ ǘƘŜ ŀǊŜŀΣ ǳǎƛƴƎ ŎƭŜŀǊ ǇƻǎƛǘƛǾŜ ƭŀƴƎǳŀƎŜ άPlease hop 

ƻŦŦ ǘƘŜ ǘŀōƭŜέ or re-ŘƛǊŜŎǘƛƻƴ ά[ŜǘΩǎ ŘƛƎ ŀ ōƛƎ ƘƻƭŜ ǿƛǘƘ ǘƘŀǘ ǎƘƻǾŜƭέΦ 

 

3. Inappropriate use of language 
 

 (Swearing, tone of voice, noise level, manners and name-calling). 

Verbal guidance assisted by positive clear directions or re-directs the child.  

Sometimes it is appropriate to ignore swearing and to only intervene when it is affecting others. 
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ACTION STEPS FOR GUIDANCE 

 

 

Behaviour Other Children Involved Language 

Being rough or hurting others Comfort hurt or upset child - Be gentle (use a calm, concerned tone of 

voice) *redirect 

- ̧ ƻǳǊ ƘǳǊǘƛƴƎ ȅƻǳǊ ŦǊƛŜƴŘΩǎ 

Biting hitting or pushing others. Comfort hurt or upset child Be gentle, biting etc. hurts (use a calm, 

concerned tone of voice)  

*redirect. 

Urgent situations when a child 

needs to stop quickly, i.e. Staff far 

away and child in danger, such as 

getting bitten, finger in the door 

etc. 

Comfort hurt or upset child ¦ǎŜ ŎƘƛƭŘΩǎ ƴŀƳŜ ŦƻƭƭƻǿŜŘ ōȅ {¢ht 

When staff is closer and child is out of danger 

use appropriate guidance. 

*redirect 

Child displaying unacceptable 

behaviour, eg. standing on table 

 Guide child to appropriate behaviour (use a 

normal tone of voice) 

Child not in the place where they 

should be. 

 Guide child to where they should be (use a 

normal tone of voice) 

 

Guidance and discipline must always be directed so as to encourage the individuality and confidence of children and 
never lower their self-esteem. There are several important methods of guidance. 

 

Lb5Lw9/¢ D¦L5!b/9 

Indirect guidance comes from a well-planned, developmentally appropriate programme and environment. For all 
rooms; Infants, Tiny Tots, Toddlers and Pre-School, sufficient materials need to be provided so children can play, 
without the need to have altercations over toys. 

Anticipating difficulties and planning for them or staff intervening early on, will help maintain a friendly atmosphere. 

Staff should also plan sufficient and diverse activities for older children, this will challenge and interest children who 
may otherwise become bored and difficult to manage. 

 

5Lw9/¢ D¦L5!b/9 

Presenting children with clear alternatives especially to unacceptable behaviour helps children develop the ability to 
make decisions and direct themselves (their behaviour more appropriately). 

Each room must have clear limits, which the children are made aware of. Each staff member needs to consistently 
reinforce these limits. 

The presence and attention of a staff member helps children concentrate on an activity. Staffs are better able to 
demonstrate to, guide, gently restrain or remove a child when they are close by. Restraining or removing a child 
from a situation is necessary if he/she or another child is being put at risk of injury. 
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±9w.![ D¦L5!b/9 

This is used immediately to re-ŘƛǊŜŎǘ ŀ ŎƘƛƭŘΩǎ ōŜƘŀǾƛƻǳǊΦ [ŀƴƎǳŀƎŜ ǳǎŜŘ ōȅ ŎŀǊŜƎƛǾŜǊǎ ƛǎ ǇƻǎƛǘƛǾŜΣ ŎƭŜŀǊ ŀƴŘ 
appropriate to the development of a child and should leave no doubt as to what is required. 

wŜǉǳŜǎǘǎ ŦƻǊ ǘƘŜ ŘŜǎƛǊŜŘ ōŜƘŀǾƛƻǳǊ ǎƘƻǳƭŘ ōŜ ƎƛǾŜƴΣ ǊŀǘƘŜǊ ǘƘŀƴ ƴŜƎŀǘƛǾŜ ŎƻƳƳŀƴŘǎ ǎǳŎƘ ŀǎ ά5ƻƴΩǘ Řƻ ǘƘŀǘέΦ CƻǊ 
ŜȄŀƳǇƭŜΣ ƛŦ ŀ ŎƘƛƭŘ ǿŀǎ ǎǘŀƴŘƛƴƎ ƻƴ ŀ ǘŀōƭŜ ǎǘŀŦŦ ŎƻǳƭŘ ǎŀȅ άtƭŜŀǎŜ ƘƻǇ ƻŦŦ ǘƘŜ ǘŀōƭŜέΣ ǊŀǘƘŜǊ ǘƘŀƴ ά5ƻƴΩǘ ǎǘŀƴŘ on the 
ǘŀōƭŜέΦ 

 

9ah¢Lhb![ D¦L5!b/9 

Emotional guidance - especially approval and praise- aids the development of a positive self-concept in a child. 
Approval can be conveyed in many ways, such as friendly words and smiles, holding and hugging and by encouraging 
ŀ ŎƘƛƭŘΩǎ ŜŦŦƻǊǘǎ ǘƻ ŀŎƘƛŜǾŜΦ 9ȄǇǊŜǎǎƛƴƎ ŀǇǇǊƻǾŀƭ ƻŦ ŎƘƛƭŘǊŜƴ ǿƛǘƘƻǳǘ ŘƛǎŎǊƛƳƛƴŀǘƛƻƴ ōŜǘǿŜŜƴ ǘƘŜƳ ǿƛƭƭ ƳŜŜǘ ŀ ŘŜŜǇ 
need of children and heighten their self-esteem. 

_______________________________________________________________________________________________ 

Lat[9a9b¢!¢Lhb 

 

tƻǎƛǘƛǾŜ ǊŜπŜƴŦƻǊŎŜƳŜƴǘ: 

Staff rewards desired and acceptable behaviour in appropriate ways, such as positive language - ά²Ŝƭƭ ŘƻƴŜέΣ ŀ 
stamp, a cuddle etc. 

LŦ ŀ ŎƘƛƭŘΩǎ ŀŎǘƛƻƴǎ ŀǊŜ ƴƻǘ ƎƻƛƴƎ ǘƻ ƛƴƧǳǊŜ ǘƘŜ ŎƘƛƭŘ ƻǊ ŀƴƻǘƘŜǊ ŎƘƛƭŘΣ the behaviour may be ignored by staff (eg. if a 
child is using inappropriate language). Sometimes drawing attention to this behaviour may encourage the child to 
repeat it, to see if more attention is given. If the inappropriate behaviour continues, the child will be re-directed 
towards more acceptable behaviours. 

 

[ƻƻƪ ŀƴŘ ²ŀǘŎƘ ¢ƛƳŜΥ 

Is only used for older children who are at a developmental stage where this would be an effective means of 
guidance. It is used when verbal disapproval does not work, a staff member will direct a child away from a group, to 
another part of the room with a quiet activity, for a short period (maximum 3 minutes) and explain why this is being 
done. 

.ƛǘƛƴƎΥ 

wŜŀǎƻƴǎ ŦƻǊ ōƛǘƛƴƎ ŀƴŘ ǿŀȅǎ ŦƻǊ ŘŜŀƭƛƴƎ ǿƛǘƘ ƛǘ ŘƛŦŦŜǊ ǿƛǘƘ ǳƴŘŜǊ оΩǎ ŀƴŘ ƻǾŜǊ оΩǎΦ hǾŜǊ оΩǎ ǳǎǳŀƭƭȅ ƘŀǾŜ ƳƻǊŜ 
understanding of how hurtful and disapproved biting is, and they should be able to control their urges to bite. Under 
оΩǎ Ƴŀȅ ōƛǘŜ ōŜŎŀǳǎŜΥ 

* they are teething  

* they might bite impulsively  

* they have been bitten by older children and are passing on the same behaviour 

* they may bite because something happened 

* frustration may be expressed through biting 
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! ƎƻƻŘ ǿŀȅ ǘƻ ǎǘƻǇ ōƛǘƛƴƎ ƛǎ ǘƻ ōŜ ǘƘŜǊŜ ǘƻ ǇǊŜǾŜƴǘ ƛǘ ŀǎ ƳǳŎƘ ŀǎ ǇƻǎǎƛōƭŜΦ ¢Ƙƛǎ Ŏŀƴ ōŜ ŘƻƴŜ ǘƘǊƻǳƎƘ ŘƛǎǘǊŀŎǘƛƻƴΣ ŀƴŘ 
ōȅ ǎŜǘǘƛƴƎ ǳǇ ŀƴ ŀǇǇǊƻǇǊƛŀǘŜ ŜƴǾƛǊƻƴƳŜƴǘ ǘƘŀǘ ŜƴŎƻǳǊŀƎŜǎ ōƻǘƘ ǘƘŜ ǎƘŀǊƛƴƎ ƻŦ ǘƻȅǎ ŀǎ ǿŜƭƭ ŀǎ ƛƴŘƛǾƛŘǳŀƭ ŜȄǇŜǊƛŜƴŎŜǎΦ 
!ƭǎƻ ŎƻƴǎƛǎǘŜƴǘ ǊŜŀŎǘƛƻƴǎ ƻŦ ŘƛǎŀǇǇǊƻǾŀƭ ǘƻ ōƛǘƛƴƎ ŀǊŜ ƛƳǇƻǊǘŀƴǘΦ aŀƴƴŜǊ ŀƴŘ ǘƻƴŜ ƻŦ ǾƻƛŎŜ ǎƘƻǳƭŘ ŎƻƴǾŜȅ ǘƘŜ ǎŜǾŜǊƛǘȅ 
ƻŦ ǿƘŀǘ Ƙŀǎ ōŜŜƴ ŘƻƴŜΦ 

 

GUIDANCE PROCEDURES 

.ŜŦƻǊŜ ŎƘƻƻǎƛƴƎ ŀ ŎƻǳǊǎŜ ƻŦ ŀŎǘƛƻƴ ǿƛǘƘ ŀ ŎƘƛƭŘ ǿƘƻ ȅƻǳ ōŜƭƛŜǾŜ ƛǎ ŘƛǎǇƭŀȅƛƴƎ ǳƴŀŎŎŜǇǘŀōƭŜ ōŜƘŀǾƛƻǳǊΦ 

!ǎƪ ȅƻǳǊǎŜƭŦ ǘƘŜǎŜ ǉǳŜǎǘƛƻƴǎΥ 

Is the behaviour of the child really unacceptable? 

¶ Is it dangerous? 

¶ Will they hurt themselves or others? 

¶ Will it be OK if I wait? 

Could I be overreacting?  

¶ Am I uptight, tired? 

¶ Is it because we have visitors to the Centre? 

Why is the child doing this? 

¶ Curiosity, fun? 

¶ Attention seeking? 

¶ Anger, frustration? 

¶ What options do I have? 

¶ Ignore the incident. 

¶ Distract by offering something else to do. 

¶ Remove the child from the source of trouble. 

 

¶ Not allow the child to continue doing what they are doing and 
give a clear and simple reason! 

 

 

Reviewed 01.01.2017 
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NOLA-DEE CHILD SAFE POLICY 

 

 

PURPOSE 

This policy will provide a clear set of guidelines and procedures to ensure: 

¶ All children attending Nola-Dee Child Care Centre are provided with a safe environment 

¶ All reasonable steps are taken by the Centre Management, the Primary Nominee, educators to ensure the 

health, safety and wellbeing of children attending the Centre 

¶ Timely and effective intervention for children who may be at risk of abuse or neglect. 

 

 

VALUES 

Nola-Dee Child Care Centre has a moral and legal responsibility to ensure that all children are safe in its care, and will 

provide training, resources, information and guidance to support this. 

Nola-Dee CCC is committed to: 

* Ensuring that the health, safety and wellbeing of children at the Centre is protected, while also promoting 

their learning and development 

* Fulfilling its duty of care under the law by protecting children from any reasonable, foreseeable risk of injury 

or harm 

* Ensuring that educators and staff act in the best interests of the children, and take all reasonable steps to 

ensure the chiƭŘǊŜƴΩǎ ǎŀŦŜǘȅ ŀƴŘ ǿŜƭƭōŜƛƴƎ ŀǘ ŀƭƭ ǘƛƳŜǎ 

* Supporting the rights of all children to feel safe, and be safe, at all times 

* Developing and maintaining a culture in which children feel valued, respected and cared for 

* Encouraging active participation from parents/guardians and families and ensuring that best practice is based 

ƻƴ ŀ ǇŀǊǘƴŜǊǎƘƛǇ ŀǇǇǊƻŀŎƘ ŀƴŘ ǎƘŀǊŜŘ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ŎƘƛƭŘǊŜƴΩǎ ƘŜŀƭǘƘΣ ǎŀŦŜǘȅΣ ǿŜƭƭōŜƛƴƎ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ 

* tǊƻƳƻǘƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ǿŜƭƭōŜƛƴƎΦ 

 

 

 SCOPE 

This policy applies to Nola-Dee CCC Management, the Primary Nominee, the Nominated Supervisor, Certified 

Supervisors, educators, staff, students on placement, volunteers, parents/guardians, children and others attending 

the programs and activities of Nola-Dee CCC. 

BACKGROUND AND LEGISLATION 

 ά9ǾŜǊȅ ŎƘƛƭŘ Ƙŀǎ ǘƘŜ ǊƛƎƘǘ ǘƻ ƭƛǾŜ ŀ Ŧǳƭƭ ŀƴŘ ǇǊƻŘǳŎǘƛǾŜ ƭƛŦŜΦ Lǘ ƛǎ ǳǇ ǘƻ ŀƭƭ ƻŦ ǳǎ ǘƻ ŜƴǎǳǊŜ ƻǳǊ ŎƘƛƭŘǊŜƴ ƎǊƻǿ ǳǇ ƛƴ 

ŜƴǾƛǊƻƴƳŜƴǘǎ ǘƘŀǘ ōǳƛƭŘ ŎƻƴŦƛŘŜƴŎŜΣ ŦǊƛŜƴŘǎƘƛǇΣ ǎŜŎǳǊƛǘȅ ŀƴŘ ƘŀǇǇƛƴŜǎǎΣ ƛǊǊŜǎǇŜŎǘƛǾŜ ƻŦ ŀ ǇŜǊǎƻƴΩǎ ŦŀƳƛƭȅ ŎƛǊŎǳƳǎǘŀƴŎŜǎ 

and ōŀŎƪƎǊƻǳƴŘέ όtǊƻǘŜŎǘƛƴƎ ǘƘŜ ǎŀŦŜǘȅ ŀƴŘ ǿŜƭƭōŜƛƴƎ ƻŦ ŎƘƛƭŘǊŜƴ ŀƴŘ ȅƻǳƴƎ ǇŜƻǇƭŜ ς refer to Sources). The protection 

of children is a shared community responsibility and involves ensuring they are safe, their needs are met and the 

possibility of child abuse is minimised. 
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The Children, Youth and Families Act 2005 (CYFA) provides the legislative basis for service provided to vulnerable 

children, young people and their families. Under the Education and Care Services National Regulations 2011, Nola-Dee 

CCC must ensure that all educators and staff are familiar with current child protection policies and procedures, 

including their responsibilities under state and territory law 

While mandatory reporting is yet to be introduced, child care centres have a duty of care to protect and preserve the 

safety and wellbeing of children in their care. Any person who believes, on reasonable grounds, that a child is in need 

of protection may report their concerns to Child Protection (Protecting the safety and wellbeing of children and young 

people ς refer to Sources). 

The Education and Care Services National Law Act 2010 and the Education and Care Services National Regulations 

2011 require that centres protect children from any harm or hazards, and adequately supervise children at all times. 

Risk minimisation strategies, supported by clear policies and procedures, will help ensure the environment and 

practices at Nola-Dee CCC are child safe. Risks in the physical environment must be minimised by ensuring the safety 

of buildings, grounds, equipment, materials and furniture used at the Centre and the safe storage and use of dangerous 

substances such as cleaning products and chemicals. 

 

LEGISLATION AND STANDARDS 

Relevant legislation and standards include but are not limited to: 

¶ Children, Youth and Families Act 2005 (Vic), as amended 2011 

¶ Child Wellbeing and Safety Act 2005 (Vic), as amended 2012 

¶ Charter of Human Rights and Responsibilities Act 2006 (Vic), as amended 2011 

¶ Education and Care Services National Law Act 2010 (Vic): Sections 165, 166, 167 

* Education and Care Services National Regulations 2011 (Vic): Regulations 84, 85, 86, 99, 100, 101, 102, 

168(2)(h) 

¶ bŀǘƛƻƴŀƭ vǳŀƭƛǘȅ {ǘŀƴŘŀǊŘΣ vǳŀƭƛǘȅ !ǊŜŀ нΥ /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ 

* Standard 2.3: Each child is protected 

* Element 2.3.1: Children are adequately supervised at all times 

* Element 2.3.2: Every reasonable precaution is taken to protect children from harm and any hazard 

likely to cause injury 

* Element 2.3.4: Educators, co-ordinators and staff members are aware of their roles and 

responsibilities to respond to every child at risk of abuse and neglect 

¶ National Quality Standard, Quality Area 3: Physical Environment 

* Standard 3.1: The design and location of the premises is appropriate for the operation of a service 

* Element 3.1.1: Outdoor and indoor spaces, buildings, furniture, equipment, facilities and resources 

are suitable for their purpose 

* Element 3.1.2: Premises, furniture and equipment are safe, clean and well maintained 

¶ National Quality Standard, Quality Area 7: Leadership and Service Management 

* Standard 7.1: Effective leadership promotes a positive organisational culture and builds a professional 

learning community  

* Element 7.1.5: Adults working with children and those engaged in management of the Centre or 

residing on the premises are fit and proper 
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¶ Occupational Health and Safety Act 2004 (Vic) 

¶ Working with Children Act 2005 (Vic) 

¶ Working with Children Regulations 2006 (Vic) 

 

 

DEFINITIONS 

The terms defined in this section relate specifically to this policy. Director 

Abuser: A person who mistreats and/or harms a child or young person. 

Abuse: (In the context of this policy) refers to physical and/or emotional mistreatment, and/or lack of care of the child. 

Examples include sexual abuse, the witnessing of family violence and any non-accidental injury to a child. 

Bullying: Repeated verbal, physical, social or psychological behaviour that is harmful and involves the misuse of power 

by an individual or group towards one or more persons. Bullying occurs when one or more people deliberately and 

repeatedly upset or hurt another person, damage their property, reputation or social acceptance. 

Child: In Victoria, under the Children, Youth and Families Act 2005, a child or young person is a person under 18 years 

of age. 

Child abuse: !ƴ ŀŎǘ ƻǊ ƻƳƛǎǎƛƻƴ ōȅ ŀƴ ŀŘǳƭǘ ǘƘŀǘ ŜƴŘŀƴƎŜǊǎ ƻǊ ƛƳǇŀƛǊǎ ŀ ŎƘƛƭŘΩǎ ǇƘȅǎƛŎŀƭ ŀƴŘκƻǊ ŜƳƻǘƛƻƴŀƭ ƘŜŀƭǘƘ ŀƴŘ 

development. Child abuse can be a single incident but often takes place over time. Abuse, neglect and maltreatment 

(refer to Definitions) are generic terms used to describe situations in which a child may need protection. Child abuse 

includes any and all of the following: 

Physical abuse: When a child suffers or is likely to suffer significant harm from an injury inflicted by a parent/guardian, 

caregiver or other adult. The injury may be inflicted intentionally, or be the consequence of physical punishment or 

the physically aggressive treatment of a child. Physical injury and significant harm to a child can also result from neglect 

by a parent/guardian, caregiver or other adult. The injury may take the form of bruises, cuts, burns or fractures, 

poisoning, internal injuries, shaking injuries or strangulation. 

Sexual abuse: When a person uses power or authority over a child, or inducements such as money or special attention, 

to involve the child in sexual activity. It includes a wide range of sexual behaviour from inappropriate touching/fondling 

of a child or exposing a child to pornography, to having sex with a child. 

Emotional and psychological abuse: Involves continuing behaviour by adults towards children, which erodes social 

competence or self-esteem over time. It occurs when a person engages in inappropriate behaviours, such as rejecting, 

ignoring, threatening or verbally abusing a child, or allowing others to do so (Office of the Child Safety Commissioner 

(OCSC), Victoria). 

Racial, cultural and religious abuse: Conduct that demonstrates contempt, ridicule, hatred or negativity towards a 

child because of their race, culture or religion (OCSC). 

Neglect: Refer to definition below. 
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Exposure to domestic/family violence: When children and young people witness or experience the chronic, repeated 

domination, coercion, intimidation and victimisation of one person by another through physical, sexual and/or 

emotional means within intimate relationships (adapted from the Australian Medical Association definition). 

 

¶ www.bullyingnoway.gov.au  

¶ www.education.vic.gov.au/aboutschool/childhealth/bullying.htm  

¶ Office of the Child Safety Commissioner, Victoria:  

http://www.kids.vic.gov.au/downloads/childsafe_organisation.pdf  

¶ DHS, Office for Children:  

http://www.d hs.vic.gov.au/__data/assets/pdf_file/0019/574210/child-sexual-abuse-

understanding.pdf  

 

 

Child FIRST: A Victorian community-based intake and referral service linked with Family Services. Child FIRST ensures 

that vulnerable children, young people and their families are effectively linked to relevant services, including Child 

Protection (www.cyf.vic.gov.au/family-services/child-first)  

Child sex offender: Someone who sexually abuses children, and who may or may not have prior convictions. 

Child protection: The term used to describe the whole-of-community approach to the prevention of harm to children. 

It includes strategic action for early intervention, for the protection of those considered most vulnerable and for 

responses to all forms of abuse. 

Child Protection Service (also referred to as Child Protection): The statutory child protection service provided by the 

Victorian Department of Human Services, to protect children and young people at risk of abuse and neglect. This 

service also works closely with Family Services (including Child FIRST) to support the assessment and engagement of 

vulnerable children and families in community-based services (www.cyf.vic.gov.au/child-protection-family-

services/home).  

Code of conduct: A set of rules or practices that establish a standard of behaviour to be followed by individuals and 

organisations. A code of conduct defines how individuals should behave towards each other, and towards other 

organisations and individuals in the community (refer to Code of Conduct Policy). 

Disclosure: (In the context of this policy) refers to a statement that a child or young person makes to another person 

that describes or reveals abuse. 

Domestic/family violence: The repeated use of violent, threatening, coercive or controlling behaviour by an individual 

against a family member(s) or someone with who they have or have had an intimate relationship, including carers. 

Duty of care: A common law concept that refers to the responsibilities of organisations to provide people with an 

adequate level of protection against harm and all reasonable foreseeable risk of injury. In the context of this policy, 

duty of care refers to the responsibility of education and care services to provide children with an adequate level of 

care and protection against foreseeable harm and injury. 

 

 

http://www.bullyingnoway.gov.au/
http://www.education.vic.gov.au/aboutschool/childhealth/bullying.htm
http://www.kids.vic.gov.au/downloads/childsafe_organisation.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0019/574210/child-sexual-abuse-understanding.pdf
http://www.dhs.vic.gov.au/__data/assets/pdf_file/0019/574210/child-sexual-abuse-understanding.pdf
http://www.cyf.vic.gov.au/family-services/child-first
http://www.cyf.vic.gov.au/child-protection-family-services/home
http://www.cyf.vic.gov.au/child-protection-family-services/home
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Maltreatment: (In the context of this policy) refers to physical and/or emotional mistreatment, and/or lack of care of 

the child. Examples include sexual abuse, the witnessing of family violence and any non-accidental injury to a child. 

Mandatory reporting: The legal obligation of certain professionals and community members to report when they 

believe, on reasonable grounds, that a child is in need of protection from harm. A broad range of professional groups 

ŀǊŜ ƛŘŜƴǘƛŦƛŜŘ ƛƴ ǘƘŜ /¸C! ŀǎ ΨƳŀƴŘŀǘƻǊȅ ǊŜǇƻǊǘŜǊǎΩΦ aŀƴŘŀǘŜŘ ǎǘŀŦŦ ƳŜƳōŜǊǎ Ƴǳǎǘ ƳŀƪŜ ŀ ǊŜǇƻǊǘ ǘƻ /ƘƛƭŘ tǊƻǘŜŎǘƛƻƴ 

as soon as is practicable after forming a belief, on reasonable grounds, that a child or young person is in need of 

ǇǊƻǘŜŎǘƛƻƴ ŦǊƻƳ ǎƛƎƴƛŦƛŎŀƴǘ ƘŀǊƳ ŀǎ ŀ ǊŜǎǳƭǘ ƻŦ ǇƘȅǎƛŎŀƭ ƛƴƧǳǊȅ ƻǊ ǎŜȄǳŀƭ ŀōǳǎŜΣ ŀƴŘ ǘƘŜ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘǎκƎǳŀǊŘƛŀƴǎ ŀǊŜ 

unwilling or unable to protect the child (Protecting the safety and wellbeing of children and young people ς refer to 

Sources). To have reasonable grounds to believe a child is in need of protection, a mandatory reporter should believe 

both that there is risk of significant harm as a result of physical injury or sexual abuse, and that the parents/guardians 

are unwilling or unable to protect the child (Sections 162(c)(d) and 184 of the Children, Youth and Families Act 2005 

(amended in 2011)). Section 182 of the Children, Youth and Families Act 2005 (amended in 2011) lists those who are 

mandated to report. 

 

Mandatory reporters must report the abuse/neglect to:  

¶ police, by calling 000, if the offence requires immediate police attention, or 

¶ Child Protection authorities, if they suspect, on reasonable grounds, that a child is suffering abuse or neglect, 

or wish to discuss their concerns about a child or young person. 

Neglect: The failure to provide a child with the basic necessities of life, such as food, clothing, shelter, medical attention 

ƻǊ ǎǳǇŜǊǾƛǎƛƻƴΣ ǘƻ ǘƘŜ ŜȄǘŜƴǘ ǘƘŀǘ ǘƘŜ ŎƘƛƭŘΩǎ ƘŜŀƭǘƘ ŀƴŘ ŘŜǾŜƭƻǇƳent is, or is likely to be, significantly harmed (Victorian 

Department of Human Services). 

Negligence: Doing, or failing to do something that a reasonable person would, or would not do in a certain situation, 

and which causes another person damage, injury or loss as a result. 

Notifiable complaint: A complaint that alleges a breach of the Act or Regulation, or alleges that the health, safety or 

wellbeing of a child at the Centre may have been compromised. Any complaint of this nature must be reported by 

the Centre Management/primary Nominee to the secretary of DEECD within 24 hours of the complaint being made 

(Section 174(2)(b), Regulation 176(2)(b)). If the Centre Management /Primary Nominee is unsure whether the matter 

is a notifiable complaint, it is good practice to contact DEECD for confirmation. Written reports to DEECD must include: 

¶ Details of the event or incident 

¶ The name of the person who initially made the complaint 

¶ If appropriate, the name of the child concerned and the condition of the child, including a medical or 

¶ Incident report (where relevant) 

¶ Contact details of a nominated member of the grievances subcommittee/investigator 

¶ Any other relevant information. 

 

Written notification of complaints must be submitted using the appropriate forms, which can be found on the 

ACECQA website: www.acecqa.gov.au  

 

 

 

http://www.acecqa.gov.au/
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Offender: A person who mistreats and/or harms a child or young person. 

Perpetrator: A person who mistreats and/or harms a child or young person. 

Reasonable grounds: A person may form a belief on reasonable grounds that a child or young person is in need of 

ǇǊƻǘŜŎǘƛƻƴ ŀŦǘŜǊ ōŜŎƻƳƛƴƎ ŀǿŀǊŜ ǘƘŀǘ ǘƘŜ ŎƘƛƭŘ ƻǊ ȅƻǳƴƎ ǇŜǊǎƻƴΩǎ ƘŜŀƭǘƘΣ ǎŀŦŜǘȅ ƻǊ ǿŜƭƭōŜƛƴƎ ƛǎ ŀǘ Ǌƛǎƪ ŀƴŘ ǘƘŜ ŎƘƛƭŘΩǎ 

parents/guardians are unwilling or unable to protect them. There may be reasonable grounds for forming such a belief 

if: 

¶ A child or young person states that they have been physically or sexually abused 

¶ A child or young person states that they know someone who has been physically or sexually abused 

(sometimes the child may be referring to themselves) 

¶ Someone who knows the child or young person states that the child or young person has been 

physically or sexually abused 

¶ A child shows signs of being physically or sexually abused (see details in appendix 2 of protecting the 

safety and wellbeing of children and young people ς refer to sources) 

¶ The person is aware of persistent family violence or parental substance misuse, psychiatric illness or 

ƛƴǘŜƭƭŜŎǘǳŀƭ Řƛǎŀōƛƭƛǘȅ ǘƘŀǘ ƛǎ ƛƳǇŀŎǘƛƴƎ ƻƴ ǘƘŜ ŎƘƛƭŘ ƻǊ ȅƻǳƴƎ ǇŜǊǎƻƴΩǎ ǎŀŦŜǘȅΣ ǎǘŀōƛƭƛǘȅ ƻǊ ŘŜǾŜƭƻǇƳŜƴǘ 

¶ The person observes signs or indicators of abuse, including non-accidental or unexplained injury, 

persistent neglect, poor care or lack of appropriate supervision 

¶ ! ŎƘƛƭŘΩǎκȅƻǳƴƎ ǇŜǊǎƻƴΩǎ ŀŎǘƛƻƴǎ ƻǊ ōŜƘŀǾƛƻǳǊ Ƴŀȅ ǇƭŀŎŜ ǘƘŜƳ ŀǘ Ǌƛǎƪ ƻŦ ǎƛƎƴƛŦƛŎŀƴǘ ƘŀǊƳ ŀƴŘ ǘƘŜ 

parents/guardians are unwilling or unable to protect the child. 

 

Voluntary (non-mandated) notification: A notification to the Child Protection Service by a person who believes that a 

child is in need of protection. Section 183 of the Children, Youth and Families Act 2005 (amended in 2011) states that 

any person who believes, on reasonable grounds, that a child is in need of protection, may notify a protective 

intervener of that belief and of the reasonable grounds that the belief is based on. Under this part of the Act, 

notifications are made out of moral obligation, rather than legislative obligation. The person making the notification 

is not expected to prove the abuse, and the law protects the anonymity of the person making the notification. 

Young person: In Victoria, under the Children, Youth and Families Act 2005, a child or young person is a person under 

18 years of age. 

Sources 

* Charter of Human Rights and Responsibilities Act 2006 (Vic), amended in 2011: 

www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/  

* Child safety Australia: www.childsafetyaustralia.com.au/  

* Choose With Care: Building child safe organisations ς an information and training program: 

www.childwise.net  

* Department of Education and Early Childhood Development (DEECD): 

www.education.vic.gov.au/ecsmanagement/educareservices/csprotocols.htm  

* Victorian Department of Human Services: www.dhs.vic.gov.au  

* Office of the Child Safety Commissioner: www.kids.vic.gov.au  

 

 

 

 

http://www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/
http://www.childsafetyaustralia.com.au/
http://www.childwise.net/
http://www.education.vic.gov.au/ecsmanagement/educareservices/csprotocols.htm
http://www.dhs.vic.gov.au/
http://www.kids.vic.gov.au/
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* Protecting the safety and wellbeing of children and young people ς A joint protocol of the 

Department of Human Services Child Protection, Department of Education and Early Childhood 

5ŜǾŜƭƻǇƳŜƴǘΣ [ƛŎŜƴǎŜŘ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ŀƴŘ ±ƛŎǘƻǊƛŀƴ {ŎƘƻƻƭǎΥ 

www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/protecting_children_protocol 

27_5_10.pdf  

* Safeguarding Children accreditation program, Australian Childhood Foundation: 

www.childhood.org.au  

* Service Agreement Information Kit for Funded Organisations: 

http://www.dhs.vic.gov.au/facs/bdb/fmu/service-agreement/1.introduction/1.1-about-the-kit  

* The United Nations Convention on the Rights of the Child: www.unicef.org/crc  

* What is Child Abuse?: www.dhs.vic.gov.au/for-individuals/children,-families-and-youngpeople/child-

protection/what-is-child-abuse  

* Working with Children (WWC) Check: www.justice.vic.gov.au/workingwithchildren  

 

_______________________________________________________________________________________________ 

¢I9 twLa!w¸ bhaLb99Ω{ w9{thb{L.[9 ChwΥ 

 

In relation to child protection matters: 

 

¶ Ensuring that they are aware of current child protection legislation, its application and any obligations that 

they may have under that law 

¶ Keeping up to date and complying with any relevant changes in legislation and practices in relation to this 

policy 

¶ Arranging appropriate training and education for educators and staff on child protection, including 

recognising the signs and symptoms of child abuse (refer to Definitions), knowing how to respond, and 

understanding processes for reporting and managing concerns/incidents (refer to Attachment 3 ς 

Incident/concern management and reporting guidelines) 

¶ Ensuring recruitment and induction processes for educators, staff and contractors are in line with this policy 

(refer to Attachment 5 ς Guidelines for the recruitment of staff and volunteers) 

¶ Screening all educators, staff, contractors, volunteers and students, including undertaking criminal history 

checks (if required), Working with Children Checks (except for individuals under the age of 18, registered 

teachers or police officers), reference checks and interviews to identifying the potential for child abuse at 

Nola-Dee CCC, and developing and implementing effective prevention strategies in consultation with the 

educators/staff (refer to Attachment 1 ς Child protection risk assessment and Attachment 4 ς Child safety 

review checklist) 

¶ Ensuring that where the Centre has been notified of a court order prohibiting an adult from contacting an 

enrolled child, such contact does not occur while the child is on the premises 

¶ Identifying and implementing appropriate programs and practices to support the principles of a child safe 

organisation in consultation with educators/staff (refer to Attachment 2 ς Child safe organisations and the 

Safeguarding Children accreditation program (refer to Sources)) 

¶ Co-operating with other services and/or professionals in the best interests of children and their families 

 

http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/protecting_children_protocol%2027_5_10.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/protecting_children_protocol%2027_5_10.pdf
http://www.childhood.org.au/
http://www.dhs.vic.gov.au/facs/bdb/fmu/service-agreement/1.introduction/1.1-about-the-kit
http://www.unicef.org/crc
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-youngpeople/child-protection/what-is-child-abuse
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-youngpeople/child-protection/what-is-child-abuse
http://www.justice.vic.gov.au/workingwithchildren
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¶ Ensuring that families are made aware of support services available to them (such as Child FIRST), and the 

assistance these services can provide 

¶ Ensuring that no child is left alone (or is out of sight) with a contractor, visitor, volunteer, student or 

parent/guardian at the Centre 

¶ Implementing procedures for reporting suspected child abuse and management of complaints (refer to 

Attachment 3 and the Complaints Policy) 

¶ Notifying DEECD, in writing, within 24 hours of becoming aware of a notifiable complaint or allegation 

regarding the health, safety and/or welfare of a child at Nola-Dee CCC 

¶ Offering support to the affected child and their family, and to educators and staff in response to concerns or 

reports relating to the health, safety and wellbeing of a child at [Service Name] 

¶ Implementing and reviewing this policy in consultation with the Management Committee, educators, staff, 

contractors and parents/guardians 

¶ Maintaining confidentiality at all times (refer to Privacy and Confidentiality Policy). 

 

In relation to providing a child safe environment at the Centre: 

¶ Ensuring that all educators and staff who work with children are aware of this policy, and are supported to 

implement it protecting the rights of children and families and encouraging their participation in decision-

making ensuring children are adequately supervised and that educator to child ratios are maintained at all 

times (refer to Supervision Policy and Interactions with Children Policy) 

¶ Ensuring parents/guardians have completed the enrolment form including details of authorised nominees, 

and permission forms for excursions and administration of medication (refer to Delivery and Collection of 

Children Policy, Excursions Policy, Administration of Medication Policy and Dealing with Medical Conditions 

Policy) 

¶ Ensuring learning environments provide sufficient space and include carefully chosen and well maintained 

ǊŜǎƻǳǊŎŜǎ ŀƴŘ ŜǉǳƛǇƳŜƴǘ ǘƘŀǘ ŜƴƘŀƴŎŜ ǘƘŜ ǉǳŀƭƛǘȅ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ŀƴŘ ŜȄǇŜǊƛŜƴŎŜǎ 

¶ Organising/facilitating regular safety audits of the following: 

* Emergency equipment 

* Playgrounds and fixed equipment in outdoor environments 

* Cleaning services 

* Horticultural maintenance 

* Pest control 

¶ Ensuring that all cupboards/rooms are clearly labelled, including those that contain chemicals and first aid 

kits, and that child-proof locks are installed on doors and cupboards where contents may be harmful 

¶ 9ƴǎǳǊƛƴƎ ǘƘŀǘ ŀƭƭ ŎƻƴǘǊŀŎǘƻǊǎκǾƛǎƛǘƻǊǎ ǎƛƎƴ ƛƴ ǘƻ ǘƘŜ ǾƛǎƛǘƻǊΩǎ ƭƻƎ ōƻƻƪ 

¶ Ensuring the physical environment at the Centre is safe, secure and free from hazards for children (refer to 

the Centre policies section of this policy) 

¶ Conducting risk assesǎƳŜƴǘǎ ŦƻǊ ŜȄŎǳǊǎƛƻƴǎ ŀƴŘ ŎƻƴǎƛŘŜǊƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ǎŀŦŜǘȅ ǿƘŜƴ ƭŜŀǾƛƴƎ ǘƘŜ /ŜƴǘǊŜ 

premises 

¶ Ensuring all equipment and materials used at the Centre meet relevant safety standards (refer to the Centre 

policies section of this policy) 
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¶ Ensuring the Centre is up to date with current legislation on child restraints in vehicles if transporting 

children (refer to Occupational Health and Safety Policy) 

¶ Implementing and practising emergency and evacuation procedures (refer to Emergency Management 

Policy) 

¶ Ensuring there are appropriate procedures in place for the safe delivery and collection of children (refer to 

Delivery and Collection of Children Policy) 

¶ Ensuring that all educators and staff at the Centre who work with children are aware that it is an offence to 

subject a child to any form of corporal punishment or any discipline that is unreasonable or excessive in the 

circumstances 

¶ Implementing and reviewing this policy in consultation with the Management Committee, educators, staff, 

contractors and parents/guardians 

¶ Identifying and providing appropriate resources and training to assist educators, staff, contractors, visitors, 

volunteers and students to implement this policy (refer to Sources) 

¶ Keeping up to date and complying with any relevant changes in legislation and practices in relation to this 

policy. 

 

CERTIFIED SUPERVISORS AND OTHER EDUCATORS/STAFF ARE RESPONSIBLE FOR: 

In relation to child protection matters: 

¶ Keeping up to date and complying with any relevant changes in legislation and practices in relation to this 

policy 

¶ Undertaking appropriate training and education on child protection, including recognising the signs and 

symptoms of child abuse (refer to Definitions), knowing how to respond, and understanding processes for 

reporting and managing concerns/incidents (refer to Attachment 3 ς Incident/concern management and 

reporting guidelines) 

¶ Identifying the potential for child abuse at Nola-Dee CCC, and developing and implementing effective 

prevention strategies in consultation with the Director (refer to Attachment 1 ς Child protection risk 

assessment and Attachment 4 ς Child safety review checklist) 

¶ Ensuring that where the Centre has been notified of a court order prohibiting an adult from contacting an 

enrolled child, such contact does not occur while the child is on the Centre premises 

¶ Identifying and implementing appropriate programs and practices to support the principles of a child safe 

organisation in consultation with the Management Committee and Director (refer to Attachment  2 ς Child 

safe organisations and the Safeguarding Children accreditation program (refer to Sources)) 

¶ Co-operating with other services and/or professionals (including Child FIRST) in the best interests of children 

and their families 

¶ Informing families of support services available to them (such as Child FIRST), and of the  assistance these 

services can provide 

¶ Ensuring that no child is left alone (or is out of sight) with a contractor, visitor, volunteer, student or 

parent/guardian 

¶ Implementing the procedures for reporting suspected child abuse and management of complaints (refer to 

Attachment 3 and the Complaints Policy) 

¶ Notifying the Director immediately on becoming aware of any concerns, complaints or allegations regarding 

the health, safety and welfare of a child at Nola-Dee CCC 
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¶ Offering support to the affected child and their family, and to other educators and staff in response to 

concerns or reports relating to the health, safety and wellbeing of a child 

¶ Maintaining confidentiality at all times (refer to Privacy Policy) 

¶ Reviewing this policy in consultation with the Director, other educators/staff, contractors and 

parents/guardians. 

 

In relation to providing a child safe environment at the Centre: 

¶ Maintaining learning environments that provide sufficient space, and include carefully chosen and well-

maintained resources and equipment to ensure a safe environment 

¶ Maintaining a regular cleaning schedule for all equipment to avoid cross-infection 

¶ Maintaining a clean environment daily, and removing tripping/slipping hazards as soon as these become 

apparent (refer to Occupational Health and Safety Policy) 

¶ Conducting a daily check of the building, ensuring all children are signed out of the Centre, doors and 

windows are closed and locked, and appliances are switched off etc. A written record of the daily check 

should be kept, signed by an educator and filed for future reference 

¶ Actively supervising children at all times/ensuring children are adequately supervised at all times (refer to 

Supervision Policy and Interactions with Children Policy) 

¶ Educating and empowering children to talk about events and situations that make them feel uncomfortable 

¶ Ensuring the physical environment at the Centre is safe, secure and free from hazards for children (refer to 

the Centre policies section of this policy) 

¶ /ƻƴŘǳŎǘƛƴƎ Ǌƛǎƪ ŀǎǎŜǎǎƳŜƴǘǎ ŦƻǊ ŜȄŎǳǊǎƛƻƴǎ ŀƴŘ ŎƻƴǎƛŘŜǊƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ǎŀŦŜǘȅ ǿƘŜƴ ƭŜŀǾƛƴƎ ǘƘŜ 

Centre premises 

¶ Ensuring all equipment and materials used at the Centre meet relevant safety standards (refer to the Centre 

policies section of this policy) 

¶ Ensuring the Centre is up to date with current legislation on child restraints in vehicles if transporting 

children (refer to Occupational Health and Safety Policy) 

¶ Implementing and practising emergency and evacuation procedures (refer to Emergency 

Management Policy) 

¶ Ensuring there are appropriate procedures in place for the safe delivery and collection of children (refer to 

Delivery and Collection of Children Policy) 

¶ Ensuring that children at the Centre are not subjected to any form of corporal punishment or any discipline 

that is unreasonable or excessive in the circumstances 

¶ Implementing and reviewing this policy in consultation with the Director, educators, staff, contractors and 

parents/guardians 

¶ Identifying and providing appropriate resources and training to assist educators, staff, contractors, visitors, 

volunteers and students to implement this policy (refer to Sources) 

¶ Protecting the rights of children and families, and encouraging their participation in decision-making 

¶ Keeping up to date and complying with any changes in legislation and practices in relation to this policy. 
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Parents/guardians are responsible for: 

¶ Reading and complying with this policy 

¶ Reporting any concerns, including in relation to potential for child abuse, to the Director 

¶ !ōƛŘƛƴƎ ōȅ ǘƘŜ /ŜƴǘǊŜΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘΦ 

 

Volunteers and students, while at the Centre, are responsible for following this policy and its procedures. 

 

Reviewed 01.01.2017 
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 INCLUSION AND EQUITY POLICY 

 

 

PURPOSE 

The purpose of this policy is to state how Nola-Dee CCC will meet the needs of all children at the Centre in a fair and 

inclusive manner, including children with additional needs. 

SCOPE 

This policy applies to: 

¶ All children, including children with additional needs, as defined below, who are attending or whose 

parents/guardians are seeking for them to attend the centre. 

¶ Parents/guardians of children, including children with additional needs, who are attending or seeking to 

attend the centre. 

¶ The Primary Nominee, staff, volunteers, students and any other persons involved in the care and education 

of children at Nola-Dee CCC. 

BACKGROUND AND LEGISLATION 

¶ Education and Care Service National Law Act 2010. 

¶ Education and Care Services National Regulations. 

¶ Children, Youth and Families Act 2005 

¶ Child Wellbeing and Safety Act 2005 

¶ Health Records Act 2001 

¶ Intellectually Disabled Persons Act, 1986: A Victorian Act of Parliament that establishes the basis upon which 

services to people with intellectual disabilities or significant delay in their development are provided. 

¶ Disability Discrimination Act 1992 

¶ Equal Opportunity Act 2010 (Victoria) 

 

DEFINITIONS 

Additional needs: Children whose development, in one or more of the following areas, needs specialist support - 

mobility, expressive and/or receptive communication, social behaviour, behavioural control, fine/gross motor skills, 

vision, hearing, self-care, cognitive skills. 

Disability: Something that incapacitates, for example an intellectual, sensory, physical, social or emotional 

impairment. 

Child support group: ¢Ƙƛǎ ƎǊƻǳǇ ƛǎ ǘƻ ōŜ ŜǎǘŀōƭƛǎƘŜŘ ǇǊƛƻǊ ǘƻ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ ǎǳǇǇƻǊǘΣ ƻǊ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ƻǊ 

attendance in a funded kindergarten program (a requirement of the Kindergarten Inclusion Support Service). 

Early Childhood Intervention Services (ECIS): ECIS support children with a disability or developmental delay from 

birth to school entry and their families. 

Gender equity: Gender equity is a set of actions, attitudes, and assumptions that provide opportunities and create 

expectations about individuals. It offers a framework for childcare in which all females and males: 

¶ are engaged, reflective learners, regardless of the subject (i.e.: trains and dolls) 

¶ develop as respectful, inclusive, and productive individuals, friends, family members, and community 

members 

¶ receive equitable treatment and achieve equitable outcomes in childcare and beyond 

¶  
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Gender equality: ƛǎ ǘƘŜ ŀōǎŜƴŎŜ ƻŦ ŘƛǎŎǊƛƳƛƴŀǘƛƻƴΣ ƻƴ ǘƘŜ ōŀǎƛǎ ƻŦ ŀ ǇŜǊǎƻƴΩǎ ǎŜȄΣ ƛƴ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŀƴŘ ǘƘŜ ŀƭƭƻŎŀǘƛƻƴ 

of resources or benefits or in access to services. Gender equity leads to equality. 

Heterosexism: is a system of attitudes, bias, and discrimination in favour of opposite-sex sexuality and relationships. 

It can include the presumption that everyone is heterosexual or that opposite sex attractions and relationships are 

the only norm and therefore superior. 

Homophobia: is a range of negative attitudes and feelings toward homosexuality or people who are identified or 

perceived as being lesbian, gay, bisexual or transgender. 

Inclusion: Inclusion is about ensuring that all children can participate and feel they belong. It refers to the right that 

every child has to: 

- Be part of a child care community 

- Join in child care activities 

- Have a say in what happens to them 

Inclusion support facilitator (previously known as CSRDOs): Inclusion support facilitators are employed by inclusion 

support agencies funded by the Commonwealth Government, to provide advice on inclusive practice to childcare 

services. Inclusion support facilitators also help centres to access a range of practical supports. 

Kindergarten Inclusion Support Services: A program offering supplementary assistance to centres to support the 

inclusion of children with assessed severe disabilities into a funded kindergarten program. 

Multiculturalism: a practice that encourages interest in many cultures within a society rather than in only a 

mainstream culture. 

_______________________________________________________________________________________________ 

GENDER EQUITY 

VALUES 

Nola-Dee CCC is committed to developing the full potential of all children irrespective of gender. It affirms that 

females and males are treated equally in regard to ability, personality and behaviour. It further affirms the right of all 

children to: 

¶ Develop without the limitations of stereotypes based on gender; 

¶ 5ŜǾŜƭƻǇ ŀ ǎŜƴǎŜ ƻŦ ǇǊƛŘŜ ƛƴ ƻƴŜǎŜƭŦ ŀƴŘ ƻƴŜΩǎ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎΣ ǎƻ ŜƴƘŀƴŎƛƴƎ ŦŜŜƭƛƴƎǎ of positive self-

esteem and self- worth; and 

¶ 5ŜǾŜƭƻǇ ǊŜǎǇŜŎǘ ŦƻǊ ŜŀŎƘ ƻǘƘŜǊΩǎ ǊƛƎƘǘǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ 
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GUIDELINES AND STRATEGIES 

The following strategies assume shared understandings about issues of sexism. In order to assist this, in-service 

activities of staff and parents should be encouraged. 

 

To further the aims set out in the policy, Nola-Dee CCC will endeavour to: 

 

¶ Ensure that both boys and girls are equally encouraged to participate in all activities with due 

consideration for individual needs and interests. For example, encourage both girls and boys to use 

home corner, outdoor playing equipment and toys such as cars and dolls. 

¶ Encourage non-sexist behaviour by children and staff by purchasing counter sexism resource materials 

ŦƻǊ ǎǘŀŦŦ ǳǎŜ ŀƴŘ ōȅ ǎǳǇǇƭȅƛƴƎ ǎǘŀŦŦ ŘŜǾŜƭƻǇƳŜƴǘ ǇǊƻƎǊŀƳǎ ŦƻŎǳǎŜŘ άŀǊƻǳƴŘ ƛǎǎǳŜǎ ƻŦ ǎŜȄƛǎƳ ŀƴŘ 

ŜŘǳŎŀǘƛƻƴέΤ 

For example, if a child behaves in a sexist manner, a staff member should make him/her aware of other modes 

of behaviour (e.g. roles associated with cleaning up and housework) or encouraging all children to express 

emotions and display affection (e.g. it is alright for boys to cry or need a hug). 

¶ Ensure that all language used within DSCCC, both verbal and written, is gender inclusive. 

¶ Encourage use of materials which portray females and males in roles, situations and jobs which are not 

stereotyped. 

For example, ōƻǊǊƻǿƛƴƎ ŀƴŘ ǇǳǊŎƘŀǎƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ƭƛǘŜǊŀǘǳǊŜΣ ǇƻǎǘŜǊǎ ŀƴŘ ǘƻȅǎ ǿƘƛŎƘ ǊŜŦƭŜŎǘ ǘƘƛǎ όŜΦƎΦ {ǳƎŀǊ ŀƴŘ 

Snails). 

¶ Select resources where both girls and boys are seen both as initiators and nurturers. 

        For example, ōƻǊǊƻǿƛƴƎ ŀƴŘ ǇǳǊŎƘŀǎƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ƭƛǘŜǊŀǘǳǊŜΣ ǇƻǎǘŜǊǎ ŀƴŘ ǘƻȅǎΦ 

¶ Ensure that both girls and boys equally share staff time, indoor/outdoor playing space and equipment 

with due regard to individual needs and interests. For example, staff development program regarding 

research and strategies developed elsewhere around such concerns (e.g. Equal Opportunity Resource 

Centres). 

¶ Encourage the employment of both female and male staff and ensure that jobs carried out by staff are 

not related to gender. 

¶ Encourage educational or information projects that further the aims of this policy. 

 For example, hold parent information nights on general topics of child development, including issues of 

socialisation. 
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INCLUSION 

VALUES 

Nola-Dee CCC welcomes all children and aims to provide an inclusive environment which caters to the needs of 

all children. It is desirable for all children to be included into generic child care services, and all parents to have 

access to the local service of their choosing. 

Nola-Dee CCC affirms that the individuality of children should be valued, their needs considered and their rights 

respected. 

It further affirms that programs and practices should as far as possible: 

¶ Take a flexible approach to education and care; 

¶ Make appropriate expectations for each child; 

¶ Assist staff to develop the relevant skills and knowledge for working with all children and their families, 

and Support staff to make contact with specialist services as needed. 

 

GUIDELINES AND STRATEGIES 

To further the aims set in the policy, Nola-Dee CCC will endeavour to: 

¶ Work with the Inclusion Support Facilitator (employed by the Council) to aid in the inclusion of children 

with additional needs. 

¶ Include all children on a physical, functional, social, personal and organisational level. 

¶ Promote understanding in children relating to children with additional needs. 

¶ Encourage acceptable behaviour that fosters sensitivity and assists in the development of appropriate 

societal values. 

¶ Offer training on two levels, being: 

- General awareness training: general information about working with children with additional needs. 

- Specific training for when a new child is to attend Nola-5ŜŜ ///Υ ǘǊŀƛƴƛƴƎ ƻƴ ƛǎǎǳŜǎ ƻŦ ŀ ŎƘƛƭŘΩǎ additional 

needs should be made available to the relevant staff. 

In these circumstances, time should be made available, with the provision of relief staff, for staff to attend training 

or to visit/observe the child in other situations so as to best assess the requirements of the child. Furthermore, 

training offered by peers, who have a knowledge of working with children with additional needs and an 

understanding of the needs of the centre, should be maximised as a means of informing/training staff in this area 

¶ Support staff to make contact with specialist services as needed, and to see parents and other key 

informed people (e.g. inclusion support facilitator) as resources. 

¶ Provide information and support to families so as to achieve participation in the planning and evaluating 

ƻŦ ǇǊƻƎǊŀƳ ŘŜŎƛǎƛƻƴǎ ǘƘŀǘ ŀŦŦŜŎǘ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǎŜǘǘƭŜƳŜƴǘ ƛƴǘƻ bƻƭŀ-Dee CCC. The process will as far as 

possible be collaborative and take into account parent expectations and the needs of the child. 

¶ Organise parent information or discussion nights where awareness of inclusion issues can be promoted. 
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Inclusion Procedures for Children with Additional Needs 

The Management/Director are responsible for: 

¶ Providing clearly defined enrolment procedures in their enrolment policy, which facilitates access for all 

children. 

¶ Reviewing enrolment applications to identify children with additional needs. 

¶ Regularly reviewing with staff, the planning and resourcing provided for children with additional needs 

participating in the program. 

¶ Being available to participate in identified child support groups. 

¶ Providing assistance as required to child support group(s) in identifying and applying for additional resources 

available through the Kindergarten Inclusion Support Services for supplementary funding (funded 

kindergarten programs only) and through the Early Childhood Intervention Services (birth to school entry). 

¶ Working with staff and families to identify and apply for additional resources/support for children with 

additional needs (where a separate child support group is not required). 

¶ Providing appropriate physical and staffing resources within the budget constraints of the centre. In 

providing these resources: 

- Consultation will be sought with the staff, the parents/guardians of the child, 

and other professionals and/or agencies working with the family to determine 

additional resources required to meet the functional and developmental 

needs of the child.  

¶ Supporting staff to gain appropriate knowledge and skills to implement this policy 

 

Qualified staff are responsible for: 

¶ Identifying, if additional support is required, the type of support required and consulting with families and 

liaising with the Director/Management Committee in order to access this. 

¶ Establishing a support group for children with high support needs, which may include: 

- Parents or guardians 

- Carer of the child (if applicable) 

- Kindergarten teacher 

- Specialist staff from an early childhood intervention service (if the child is receiving a service) 

- Additional staff 

- Preschool Field Officer (if no other early intervention specialist is involved with the family), or 

- Parent/guardian advocate (if applicable) 

- Management  

- Others as appropriate. 

(Note: It is a requirement of the Kindergarten Inclusion Support Services Program to establish a support group 

before an application is submitted for support, enrolment or attendance at the centre). 

¶ hǊƎŀƴƛǎƛƴƎ ŦƻǊ ǘƘŜ ŎƘƛƭŘΩǎ ǎǳǇǇƻǊǘ ƎǊƻǳǇ ǘƻ ƳŜŜǘΦ DŜƴŜǊŀƭƭȅ ǘƘƛǎ ǿƻǳƭŘ ƛƴǾƻƭǾŜ ŀ ƴǳƳōŜǊ ƻŦ ƳŜŜǘƛƴƎǎ ǇǊƛƻǊ ǘƻ 

ǘƘŜ ŎƘƛƭŘΩǎ ŎƻƳƳŜƴŎŜƳŜƴǘ ŀǘ ǘƘŜ ŎŜƴǘǊŜ ŀƴŘ at least one meeting per term. 

¶ Ensuring that any support or resources available for a child are accessed in consultation with the 

parents/guardians, for example through the Preschool Field Officer Program and the Kindergarten Inclusion 

Support Service, 
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¶ Ensuring that the parents/guardians are fully informed about the program planned and provided for their 

child and have given written consent for any action, support or intervention for their child. 

¶ To plan and implement a program which incorporates the individual goals for the child with additional 

needs. 

¶ Ensuring the program provides opportunities for participation and interaction with other children. 

¶ Responding to parents/guardians needs and providing support and guidance, where appropriate. 

¶ Providing support and guidance to other staff. 

¶ Encouraging a collaborative family-centred approach in implementing the program at the centre. 

¶ Ensuring that, in consultation with persons involved in the care and education of the child, any specialised 

medical and nutritional needs of the child are catered for in the day-to-day program. 

¶ Ensuring that the program incorporates opportunities for regular review and evaluation, in consultation with 

ŀƭƭ ǇŜǊǎƻƴǎ ƛƴǾƻƭǾŜŘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŎŀǊŜ ŀƴŘ ŜŘǳŎŀǘƛƻƴΦ 

 

All staff are responsible for: 

¶ Working collaboratively with staff/parents/guardians/other professionals to implement the program 

provided for the children. 

¶ wŜǇƻǊǘƛƴƎ ŀƴŘ ŘƛǎŎǳǎǎƛƴƎ ŀƴȅ ŎƻƴŎŜǊƴǎ ǊŜƎŀǊŘƛƴƎ ŀ ŎƘƛƭŘΩǎ ōŜƘŀǾƛƻǳǊ ǿƛǘƘ ƻǘƘŜǊ ǎǘŀŦŦΦ 

¶ Ensuring the Privacy Policy is complied with at all times. 

 

The parents/guardians will: 

¶ {ƘŀǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜƛǊ ŎƘƛƭŘ ŀƴŘ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƴŜŜŘǎ ǿƛǘƘƛƴ ǘƘŜ ŎŜƴǘǊŜΣ ǿƘƛƭǎǘ ƳŀƛƴǘŀƛƴƛƴƎ ǘƘŜ ǊƛƎƘǘ ǘƻ 

decide who will receive information about their child. 

¶ Have the right to retain information that they do not wish to divulge. 

¶ wŀƛǎŜ ŀƴȅ ƛǎǎǳŜǎκŎƻƴŎŜǊƴǎ ǘƘŜȅ ƘŀǾŜ ŀōƻǳǘ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǘƘŜ ǇǊƻƎǊŀƳΦ 

¶ Participate in the child support group meetings. 

¶ Be involved in, and fully informed about, any intervention or support proposed for their child. 

¶ Be given the opportunity to consent to any assessments or reports on their child or the program and have a 

right to copies of such documents 

aŜƳōŜǊǎ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ǎǳǇǇƻǊǘ ƎǊƻǳǇ ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊΥ 

¶ Attending support group meetings, which will generally occur at least once a term once the child 

commences at the centre. 

¶ Facilitating the successful inclusion of the child into the centre. 

¶ Planning for the needs and requirements of the child in the centre. 

¶ Deciding together whether an application for support is required. 

¶ {ŜŜƪƛƴƎ ǘƘŜ aŀƴŀƎŜƳŜƴǘ /ƻƳƳƛǘǘŜŜΩǎ ǎǳǇǇƻǊǘ ŦƻǊ ŀƴȅ ŀǇǇƭƛŎŀǘƛƻƴ ǘƘŀǘ ǿƻǳƭŘ ƛƴǾƻƭǾŜ ǘƘŜ ŎƻƳƳƛǘǘŜŜ ƛƴ ǘƘŜ 

provision of that support, for example employing staff. 

¶ Assisting the kindergarten teacher to complete the application form. 

¶ aƻƴƛǘƻǊƛƴƎ ŀƴŘ ŜǾŀƭǳŀǘƛƴƎ ǘƘŜ ŎƘƛƭŘΩǎ ǇǊƻƎǊŜǎǎ ŀƴŘ ǎŜǘǘƛƴƎ ŀǇǇǊƻǇǊƛŀǘŜ ǇƭŀƴƴƛƴƎ ƻōƧŜŎǘƛǾŜǎ ƛƴ ŀƴ ƛƴŘƛǾƛŘǳŀƭ 

education program plan. 
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MULTICULTURALISM 

VALUES 

Australia is a society in which all people have the right to maintain their cultural and ethnic diversity. As providers of 

a service for young children and their families it is important to facilitate equal opportunity, acceptance and justice 

by helping overcome many of the barriers that prevent the enjoyment of full equality. 

When planning programs, measures must be undertaken to ensure that the programs developed reflect a 

ƳǳƭǘƛŎǳƭǘǳǊŀƭ ǇŜǊǎǇŜŎǘƛǾŜΦ ¢ƘŜ ŎƘƛƭŘǊŜƴΩǎ ǇǊƻƎǊŀƳ ǿƛƭƭ ǇǊƻƳƻǘŜ ŎǳƭǘǳǊŀƭ ŀǿŀǊŜƴŜǎǎ ŀƴŘ ƘŜƭǇ ŎƘƛƭŘǊŜƴ ǾŀƭǳŜ ŎǳƭǘǳǊŀƭ 

diversity. 

It therefore will be built on the following principles: 

¶ CƻǎǘŜǊƛƴƎ ǘƘŜ ŘŜǾŜƭƻǇƳŜƴǘ ƻŦ ŜǾŜǊȅ ŎƘƛƭŘΩǎ ǎŜƭŦ-esteem in family, ethnic and linguistic heritage; 

¶ aŀƛƴǘŀƛƴƛƴƎ ŀƴŘ ŜƴŎƻǳǊŀƎƛƴƎ ŀ ŎƘƛƭŘΩǎ ŀōƛƭƛǘȅ ǘƻ ǳǘƛƭƛǎŜ ƘƛǎκƘŜǊ ŦƛǊǎǘ ƭŀƴƎǳŀƎŜ ǿƘƛƭŜ ǇǊƻǾƛŘƛƴƎ ŀƴ ŜƴǾƛǊƻƴƳŜƴǘ 

whereby the dominant language can be acquired; 

¶ Enhancing cultural tolerance and the status of all cultures; and 

¶ Extending the cultural experiences of children. 

 

GUIDELINES AND STRATEGIES 

To further the aims set in the policy, Nola-Dee CCC will endeavour to: 

¶ Actively value and encourage multi-lingual skills in children where appropriate with, for example 

- Use of books and songs in languages other than English; 

- Using staff who speak a language other than English to teach songs in that language; 

- Using visual aids in languages other than English; and 

- Displaying welcoming signs around Nola-Dee CCC in different languages. 

 

¶ Expose children to cultural traditions which differ from those of the dominant culture, in particular, those 

traditions represented by the children and staff at Nola-Dee CCC by: 

 

- Purchasing and using relevant props (e.g. dolls, dress-ups, musical instruments); 

- Encouraging families to bring in props on loan; 

- Encouraging folk dancing and songs; 

- Providing in-service for staff about various cultural traditions they would like to learn more about; 

- Purchasing resource books for staff use; 

- Inviting community members and parents to share particular aspects of their traditions with the 

children; and 

- Linking foods of different traditions and countries to the menu. 

¶ Provide English as a second language support for children whose first language is not English. For example, 

assist the development of inclusive communicative games and/or activities that assist non-English speakers 

to enhance their English language skills. 

¶ Provide information to parents in languages other than English where necessary and possible. 

¶ Encourage educational and information projects that further the aims of this policy. For example, organise 

parent information nights that promote an awareness of multicultural issues.  
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¶ Select a team of staff at Nola-Dee CCC that ideally reflects the nature of the wider community; within the 

framework of Equal Employment Opportunity, fluency in languages other than English should be considered 

positively when recruiting staff. 

 

PREVENTING HETEROSEXISM AND HOMOPHOBIA 

VALUES 

Heterosexism and homophobia are linked to poor health and education outcomes and create unhealthy 

environments for young children and their families. Children of lesbian and gay parents should be supported by 

diverse representations of family in their care setting, and by programs which embrace difference, facilitate equal 

opportunity, participation and justice for all children and their families.  

 

GUIDELINES AND STRATEGIES 

To further the aims set in the policy, Nola-Dee CCC will endeavour to: 

 

¶ Refrain from making heterosexist assumptions about the sexual orientation of parents and caregivers (e.g. 

through administrative forms which ask for mother / father). 

¶ tǊƻƳƻǘŜ ǇƻǎƛǘƛǾŜ ǊƻƭŜ ƛƳŀƎŜǎ ƻŦ ΨǊŀƛƴōƻǿ ŦŀƳƛƭƛŜǎΩ ǘƘǊƻǳgh posters, books, stories and programmes. 

¶ Encourage non-heterosexist behaviour by children and staff: 

- Through purchase of counter heterosexist resource materials for staff use; 

- By supplying staff development programs focused around anti-heterosexist care environments 

for young children 

¶ Encourage diversity in employment of staff. 

¶ Encourage educational or information projects that further the aims of this policy, for example, hold parent 

information nights on general topics of child development and the benefits of diversity 

 

RELEVANT CONTACT DETAILS 

¶ Early Childhood Intervention Services (ECIS) 

- DEECD 

- 9am to 5pm Monday to Friday 

- 1800 783 783 (ask for Early Childhood Intervention Services) 

- www.ecis.vic.gov.au  

¶ Association for Children with a Disability 

- Phone: 03 9818 2000 

- Free call: 1800 654 013 

- mail@acd.org.au  

¶ Early Childhood Intervention Australia (Victorian chapter) 

- Phone: 03 9509 5584 

- Email: exec@eciavic.org.au  

      Reviewed 01.01.2017 

 

http://www.ecis.vic.gov.au/
mailto:mail@acd.org.au
mailto:exec@eciavic.org.au
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CHILD PROTECTION POLICY  
 

 

                          NOTIFICATIONS OF ABUSE 

 

 

 

 

IF ANYONE AT THE SERVICE HAS SUSPICIONS OF ABUSE, CONSULT THE 

                           DEPARTMENT OF HUMAN SERVICES 

                           VICTORIAN CHILD PROTECTION SERVICE 

TO ASSESS WHETHER A CHILD IS AT RISK OF SIGNIFICANT HARM 

 

 

 

WHEN SOMEONE WITH MANDATORY REPORTING OBLIGATIONS HAS 

REASONABLE SUSPICION OF ABUSE THEY NEED TO CONTACT THE 

                         CHILD PROTECTION CRISIS LINE 

                                          13 12 78 

 VICTORIA POLICE 000 (URGENT MATTERS) 

 

 

 

/hb{¦[¢ ¢I9 {9w±L/9Ω{ /IL[5 twh¢9/¢Lhb th[L/¸  

                         FOR MORE INFORMATION 

 

 

 

ADDITIONAL CHILD PROTECTION CONTACTS 

DHS REGIONS TELEPHONE 

EASTERN  1300 360 391 

SOUTHERN 1300 655 795 

NORTHERN & WESTERN 1300 664 977 

BARWON SOUTH WESTERN 1800 075 599 

GIPPSLAND 1800 020 202 

GRAMPIANS 1800 000 551 

HUME 1800 650 227 

LODDON MALLEE 1800 675 598 
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AIM  

The service takes our responsibility to provide a safe and caring environment for all children seriously. We believe 

ǘƘŀǘ ǘƘŜ ǎŀŦŜǘȅ ƻŦ ŎƘƛƭŘǊŜƴ ƛǎ ǇŀǊŀƳƻǳƴǘ ŀǘ ŀƭƭ ǘƛƳŜǎ ŀƴŘ ŀƛƳǎ ǘƻ ǇǊƻǘŜŎǘ ŀ ŎƘƛƭŘΩǎ ǊƛƎƘǘ ǘƻ ōŜ ǎŀŦŜ ŦǊƻƳ ŀōǳǎŜ ƻŦ ŀƴȅ 

kind.  

The service also aims to defend the rights of educators to confidentiality if a complaint against them is made and is 

found to be unsubstantiated. The service will ensure that all parties affected by this policy are made aware of their 

roles and responsibilities regarding child protection.  

The service aims to educate all parties about their roles in child protection and also about signs of abuse and ensure 

that all requirements of child protection requirements are being met. 

 

STATEMENT OF COMMITMENT 

Our service fundamentally believes that all children have the right to a life that is free from harm. Our service aims to 

ǇǊƻǾƛŘŜ ŀƴ ŜƴǾƛǊƻƴƳŜƴǘ ǘƘŀǘ ƛǎ ŦǊŜŜ ŦǊƻƳ ŀƴȅ ǘȅǇŜ ƻŦ ŀōǳǎŜ ŀƴŘ ŦƻǎǘŜǊ ŀ ŎƘƛƭŘΩǎ ƎǊƻǿǘƘ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ŀǎ ǇŜǊ ǘƘŜ 

individual requirements of each child.  

Educators at our service are aware of their obligations under the law in regards to the welfare of children and at all 

times uphold their obligation. In addition to this, our service aims to provide regular training to all educators (along 

with any volunteers, students etc.) on child protection issues to ensure that, in the sad event a child has suffered 

abuse, the service can act quickly in the best interests of the child. 

 

CODE OF CONDUCT  

Our service upholds the following code of conduct in relation to employers, educators, volunteers, students, families 

and children: 

FOR EMPLOYERS: 

Ensure that all employees are: 

ω Clear about their roles and responsibilities regarding child protection. 

ω Aware of their obligations to immediately report suspected abuse to the Child Protection Hotline. 

ω Aware of the indicators when a child may be at risk of harm or significant harm. 

ω Provide training and development for all employees in the recognition and reporting of abuse and 

harm. 

ω Provide reporting procedures and professional standards for care and protection work. 

ω Conduct a Working with Children Check for anyone that will be heavily involved with service 

operations. 

ω Enable educators to have access to relevant acts, regulations, standards and other resources in order 

for them to complete their obligations. 
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FOR EDUCATORS: 

ω Report any situation where they suspect a child is at risk of significant harm to the Child Protection 

Helpline. 

ω Promote the welfare, safety and wellbeing of children at the service. 

ω Have an awareness of referral agencies for families where concerns of harm do not meet the 

significant harm threshold. 

ω Be aware of obligations as per the Mandatory Reporter Guide. 

ω Assist in supporting children and families when liaising with relevant government agencies. 

ω /ƻƴǎǳƳǇǘƛƻƴ ƻŦ ŀƭŎƻƘƻƭ ŀƴŘ ƛƭƭƛŎƛǘ ǎǳōǎǘŀƴŎŜǎ ƛǎ ǇǊƻƘƛōƛǘŜŘ ǿƘƛƭŜ ƻƴ ǘƘŜ ǎŜǊǾƛŎŜΩǎ ǇǊŜƳƛǎŜǎΦ {ǘŀŦŦ 

must not come to the service whilst under the influence of alcohol or illicit substances. 

ω {ƳƻƪƛƴƎ ƛǎ ǇǊƻƘƛōƛǘŜŘ ƻƴ ǘƘŜ ǎŜǊǾƛŎŜΩǎ ǇǊŜƳƛǎŜǎΦ 

ω Staff must not show favouritism towards any child. 

ω Staff must refrain from developing close personal relationships with children out of the carer/child 

relationship. 

ω Staff must refrain from using the abusive, derogatory or offensive language. 

ω Individual or groups of children are not permitted to be withdrawn into areas where they are not 

visible by other staff members, or taken into rooms that can be locked. 

ω Permanent or temporary child-care staff are to be directed to ensure that they at all times remain 

readily accessible and within the visibility of other staff while with the children. 

ω Students and volunteers are to be directed to ensure that they are never alone with children in a 

direct, un-supervised capacity. 

ω Casual staff are to at all times remain readily accessible and within the visibility of other staff while 

with the children. 

ω While there is a child on the premises of the service, there is to be a minimum of two staff on the 

premises. It is the responsibility of the Director to ensure that rosters meet this requirement and it is 

the responsibility of all staff to ensure this requirement is upheld. 

ω Parents are to be informed of the procedures staff use to toilet children. Changing of babies should 

take place within the view of other adults 

ω Parents should be made aware that it may be necessary to physically restrain an out of control child 

who may be compromising the safety of him/herself, other children or staff, or to isolate the child 

from other children for short periods of time. 

ω Up-to-date developmental records on all children are to be kept. Relevant conversations with 

ǇŀǊŜƴǘǎ ǘƘŀǘ Ƴŀȅ ǊŜƭŀǘŜ ǘƻ ŀ ŎƘƛƭŘΩǎ ōŜƘŀǾƛƻǳǊ ŎƘŀƴƎŜ όŜΦƎΦ ǇŀǊŜƴǘǎ ǎŜǇŀǊŀǘƛƴƎΣ ƴŜǿ ōŀōȅ ƛƴ ǘƘŜ 

family, moving house etc.) are to be noted in the developmental record 

ω Staff should enǎǳǊŜ ǘƘŜȅ ŀǊŜ ŀǿŀǊŜ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎƘƛƭŘ ǎǘŀƎŜ ƻŦ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ǇŀǊǘƛŎǳƭŀǊ 

needs and plan the curriculum accordingly. 

ω Staff should work with parents to develop and record appropriate procedures for managing toilet 

practices and behaviour management 
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FOR FAMILIES: 

ω Treat all children at the service equally and respectfully. 

ω Report any suspicions to the most senior person on duty when at the service. 

ω Respect the rights, dignity and worth of every person, regardless of their abilities, gender, religion or 

cultural background. 

ω Respect the decision of employees and teach children to do likewise. 

ω CƻŎǳǎ ƻƴ ŜƴŎƻǳǊŀƎƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ŜŦŦƻǊǘǎ ŀƴŘ ƭŜŀǊƴƛƴƎΦ 

ω Support all efforts to remove any form of abuse in the service and encourage a safe and supportive 

service environment. 

ω /ƻƴǎǳƳǇǘƛƻƴ ƻŦ ŀƭŎƻƘƻƭ ŀƴŘ ƛƭƭƛŎƛǘ ǎǳōǎǘŀƴŎŜǎ ƛǎ ǇǊƻƘƛōƛǘŜŘ ǿƘƛƭŜ ƻƴ ǘƘŜ ǎŜǊǾƛŎŜΩǎ ǇǊŜƳƛǎŜǎΦ tŀǊŜƴǘǎ 

must not come to the service whilst under the influence of alcohol or illicit substances. 

ω {ƳƻƪƛƴƎ ƛǎ ǇǊƻƘƛōƛǘŜŘ ƻƴ ǘƘŜ ǎŜǊǾƛŎŜΩs premises. 

 

FOR CHILDREN: 

Children are encouraged and instructed to: 

ω Respect other children and adults at the service. 

ω Cooperate and will follow our classroom rules. 

ω [ƛǎǘŜƴ ǘƻ ŜŘǳŎŀǘƻǊǎΩ ƛƴǎǘǊǳŎǘƛƻƴǎ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜƳΦ 

ω Control their temper and talk to an educator if they are feeling upset. 

ω Have a say in what activities they are involved in. 

ω Speak to an educator if they are worried or concerned about something. 

ω Not bully other children. 

ω Tell an educator if they see a child bullying another child. 

 

CHILD PROTECTION RISK MANAGEMENT STRATEGY: RECRUITMENT, SELECTION, MANAGEMENT AND TRAINING OF 

EDUCATORS AND VOLUNTEERS 

 

RECRUITMENT 

The service will keep up-to-date policies on recruiting, selecting, training and managing paid employees and 

volunteers. The service is responsible for developing policies and procedures about recruitment, selection, 

management and training to ensure all persons working at the service are suitable. 

When developing our recruitment strategy, our service will consider the following: 
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Position Description ω Establish an understanding of the roles and expectations for educators to provide 
a safe and supportive environment for children and young people 

ω Become more aware of the tasks required for specific activities 
ω Develop requirements of the position (sometimes referred to as selection criteria). 
ω Identify training needs 
ω Reduce the risk of harm to children and young  people, and attract and retain 

educators 

Advertising the 
Position 

ω Include a clear statement about the servicŜΩǎ ǎŀŦŜ ŀƴŘ ǎǳǇǇƻǊǘƛǾŜ ǿƻǊƪ ǇǊŀŎǘƛŎŜǎΦ 
ω Include clear, concise details about the service 
ω Provide brief details about the position and working conditions, and name a 

contact person for more information 

Selection Process ω Assessment of applicant 
ω Interview process 
ω Referee checks 

Probationary Period 
of Employment 

ω Set goals 
ω Identify training needs, specifically in relation to risk management practices 
ω Provide support to the new employee to be successful in undertaking the role 

Training Educators should receive training in the following areas: 
ω Identifying, assessing and minimising risks 
ω ¢ƘŜ ǎŜǊǾƛŎŜΩǎ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ όƛƴŎƭǳŘƛƴƎ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΨǎ ŎƻŘŜ ƻŦ 

conduct) 
ω Compulsory training as required by industry standards or legislation Handling a 

disclosure or suspicion of harm, including reporting guidelines 
Training can be formal such as: 
ω Higher education training and accreditation 
ω Training offered by external organisations 
ω Training developed and delivered internally 
ω On-the-job training meeting key objectives 

Training can also be informal such as: 
ω Inviting police officers or Child Safety educators to meetings to discuss issues in 

relation to child protection 
ω Inviting other professionals to speak at meetings or functions 
ω Internal mentoring and coaching 

Exit interviews or 
questionnaires 

ω DŀǘƘŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ƻŦ ǘƘŜ 
recruitment process 
ω LŘŜƴǘƛŦȅ ǇƻǎǎƛōƭŜ ŀǊŜŀǎ ŦƻǊ ƛƳǇǊƻǾŜƳŜƴǘ ƛƴ ƻǊƎŀƴƛǎŀǘƛƻƴŀƭ 
processes, management, job design, remuneration or 
career planning and development 
ω wŜŎŜƛǾŜ Ǉƻsitive feedback on what is working well in the 
service 
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STAFF AWARENESS POLICY 

WHEN TO USE THIS PROCEDURE 

The Director or office manager will use this procedure for every new staff member employed at the centre within 

the first hour of employment 

Step 1: Provide staff with the important policies booklet and instruct them to read the Child Protection Policy 

Step 2: Staff please fill in  

  

  I (full name) ________________________________________________________________________  

   Position:  __________________________________________________ have read and understand the Child  

   Protection Policy and agree to abide by its provisions.  

   I am aware of the responsibilities in relation to child protection in Victoria and regulations. 

   Signed: ______________________________________________________________ Date: ____/____/____ 

 

Induction ¢ƘŜ ǎŜǊǾƛŎŜΨǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ŀƴ ŜƴǾƛǊƻƴƳŜƴǘ ǘƘŀǘ ƛǎ ǎŀŦŜ 
and supportive for children and young people 
ω ¢ƘŜ ǎǘŀƴŘŀǊŘǎ ƻŦ ōŜƘŀǾƛƻǳǊ ŜȄǇŜŎǘŜŘ ŀǎ ŘŜǘŀƛƭŜŘ ƛƴ ƻǳǊ 
code of conduct 
ω {ƛƎƴ ǘƘŜ ǎŜǊǾƛŎŜΩǎ /ƘƛƭŘ tǊƻǘŜŎǘƛƻƴ !ƎǊŜŜƳŜƴǘ όǎŜŜ ōŜƭƻǿύ 
ω ¢ƘŜ ǎŜǊǾƛŎŜΩǎ ǎŀŦŜ ŀƴŘ ǎǳǇǇƻǊǘƛǾŜ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎΣ 
and strategies to minimise harm 
ω tǊƻŎŜŘǳǊŜǎ ǘƻ Ŧƻƭƭƻǿ ǿƘŜƴ ŀ ŘƛǎŎƭƻǎǳǊŜ ƻŦ ƘŀǊƳ ƛǎ 
received 
ω wŜǇƻǊǘƛƴƎ ƎǳƛŘŜƭƛƴŜǎ ƛƴ ǊŜƭŀǘƛƻƴ ǘƻ ŘƛǎŎƭƻǎǳǊŜs of harm 
and suspicions of harm 
ω ¢ƘŜƛǊ ƻǿƴ ǊƛƎƘǘǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘƻǎŜ ƻŦ 
children and young people 
ω ²Ƙŀǘ ǘƻ ŜȄǇŜŎǘ ƛŦ ǘƘŜǊŜ ƛǎ ŀƴ ŀƭƭŜƎŀǘƛƻƴ ƻŦ ƘŀǊƳ ƳŀŘŜ 
against them or to them 
ω ²Ƙŀǘ ŎƻƴǎǘƛǘǳǘŜǎ ŀ ōǊŜŀŎƘ ƻŦ ǘƘŜ ǎŜǊǾƛŎŜΨǎ ŎƘƛƭŘ ŀƴŘ ȅouth 
risk management strategy and the potential 
consequences 
ω ¢ƘŜ ǊƻƭŜǎ ƻŦ ƪŜȅ ǇŜƻǇƭŜ ƛƴ ǘƘŜ ǎŜǊǾƛŎŜ 
ω tǊƻǾƛŘŜ ŀƴ ƻǾŜǊǾƛŜǿ ƻŦ ƎǊƛŜǾŀƴŎŜ ǇǊƻŎŜŘǳǊŜǎ 
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CONCERNS OF ABUSE / NEGLECT 

Suspicion of harm  

You can suspect harm if:  

ω You are concerned by significant changes in behaviour or the presence of new unexplained and suspicious 

injuries.  

Disclosure of harm 

ω A disclosure of harm occurs when someone, including a child, tells you about harm that has happened or is 

likely to happen. 

Disclosures of harm may start with: 

- άL ǘƘƛƴƪ L ǎŀǿΧέ 

- ά{ƻƳŜōƻŘȅ ǘƻƭŘ ƳŜ ǘƘŀǘΧέ 

- άWǳǎǘ ǘƘƛƴƪ ȅƻǳ ǎƘƻǳƭŘ ƪƴƻǿΧέ 

- άLΨƳ ƴƻǘ ǎǳǊŜ ǿƘŀǘ L ǿŀƴǘ ȅƻǳ ǘƻ ŘƻΣ ōǳǘΧέ 

Procedures for receiving a disclosure of harm 

When receiving a disclosure of harm: 

ω Remain calm and find a private place to talk. 

ω 5ƻƴΨǘ ǇǊƻƳƛǎŜ ǘƘŀǘ ȅƻǳΨƭƭ ƪŜŜǇ ŀ ǎŜŎǊŜǘΤ ǘŜƭƭ ǘƘŜƳ ǘƘŜȅ ƘŀǾŜ ŘƻƴŜ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎ ƛƴ ǘŜƭƭƛƴƎ ȅƻǳ ōǳǘ ǘƘŀǘ ȅƻǳΨƭƭ 

need to tell someone who can help keep them safe. 

ω Only ask enough questions to confirm the need to report the matter; probing questions could cause distress, 

confusion and interfere with any later enquiries. 

ω Do not attempt to conduct your own investigation or mediate an outcome between the parties involved 

Reporting guidelines for disclosures or suspicions of harm 

Following are the actions our organisation will take immediately following a disclosure or suspicion of harm. 

Documenting a suspicion of harm 

If you or others have concerns about the safety of a child, record your concerns in a nonjudgmental and accurate 

manner as soon as possible. If a parent explains a noticeable mark on a child, record your own observations as well 

as accurate details of the conversation. If you see unsafe or harmful actions towards a child in your care, intervene 

immediately, provided it is safe to do so. If it is unsafe, call the police for assistance. 

Documenting a disclosure of harm 

Complete an incident report form or record the details as soon as possible so that they are accurately captured. 

Include: 

ω Time, date and place of the disclosure 

ω Ψ²ƻǊŘ ŦƻǊ ǿƻǊŘΨ ǿƘŀǘ ƘŀǇǇŜƴŜŘ ŀƴŘ ǿƘŀǘ ǿŀǎ ǎŀƛŘΣ ƛƴŎƭǳŘƛƴƎ ŀƴȅǘƘƛƴƎ ȅƻǳ ǎŀƛŘ ŀƴŘ ŀƴȅ ŀŎǘƛƻƴǎ ǘƘŀǘ ƘŀǾŜ 

been taken. 

ω Date of report and signature. 

If you need to take notes as the person is telling you, explain that you are taking a record in case any later 

enquiry occurs. 
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Reporting the disclosure or suspicion of harm to authorities 

The service will not conduct its own enquiries in relation to the disclosure or suspicion of harm or try to come to an 

agreement between the parties involved. The person who receives a disclosure or suspects harm is to contact the 

relevant authority to ensure information provided is comprehensive and accurate. 

Report the matter to: 

DHS ς CHILDPROTECTION SERVICES    

1300 360 391 

CALL 000 FOR EMERGENCIES 

_______________________________________________________________________________________________ 

Our service recognises the Children, Youth and Families Act 2005 which states the following:  

A mandatory reporter who forms the belief on reasonable grounds that a child is in need of protection must report 

to the Secretary that belief and the reasonable grounds for it as soon as practicable: 

 (a) After forming the belief; and 

 (b) After each occasion on which he or she becomes aware of any further reasonable grounds for the belief. 

A belief is a belief on reasonable grounds if a reasonable person practising the profession or carrying out the duties 

of the office, position or employment, as the case requires, would have formed the belief on those grounds. 

Actions following a disclosure of harm 

Support and counselling will be offered to all parties involved. 

The person against whom the allegation has been made 

If the person responding to the allegation of harm is a member of the organisation, you may need to review their 

duties. If they continue to interact/work with children, ensure that they are appropriately supervised at all times. 

You may want to seek legal advice as to the extent to which that person can carry out duties in the organisation. 

Procedures to minimise harm to children and young people 

Our organisation works to minimise harm to children and young people by acting in a manner that supports their 

interests and wellbeing, by: 

ω Making sure that children know that it is their right to feel safe at all times. 

ω Teaching them about acceptable and unacceptable behaviour in general. 

ω Letting them know who is and who is not an employee in the organisation. 

ω Allowing them to be a part of decision-making processes. 

ω Making sure they are safe by monitoring their activities and ensuring their environment meets all 

safety requirements. 

ω Taking anything a child or young person says seriously and following up their concerns. 
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ω [ŜǘǘƛƴƎ ǘƘŜƳ ƪƴƻǿ ǘƘŜǊŜ ƛǎ ƴƻ ǎŜŎǊŜǘ ǘƻƻ ŀǿŦǳƭΣ ƴƻ ǎǘƻǊȅ ǘƻƻ ǘŜǊǊƛōƭŜΣ ǘƘŀǘ ǘƘŜȅ ŎŀƴΨǘ ǎƘŀǊŜ ǿƛǘƘ 

someone they trust. 

ω Teaching them about appropriate and inappropriate contact in a manner appropriate to their age 

and level of understanding. 

ω ¢ŜŀŎƘƛƴƎ ŎƘƛƭŘǊŜƴ ŀƴŘ ȅƻǳƴƎ ǇŜƻǇƭŜ ǘƻ ǎŀȅ ΨƴƻΨǘƻ ŀƴȅǘƘƛƴƎ ǘƘŀǘ ƳŀƪŜǎ ǘƘŜƳ ŦŜŜƭ ǳƴǎŀŦŜΦ 

ω Encouraging them to tell educators of any suspicious activities or people. 

ω Listening to children and young people and letting them know that educators are available for them 

if they have any concerns 

When receiving a disclosure of harm: 

ω Remain calm and find a private place to talk. 

ω DonΨǘ ǇǊƻƳƛǎŜ ǘƘŀǘ ȅƻǳΨƭƭ ƪŜŜǇ ŀ ǎŜŎǊŜǘΤ ǘŜƭƭ ǘƘŜƳ ǘƘŜȅ ƘŀǾŜ ŘƻƴŜ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎ ƛƴ ǘŜƭƭƛƴƎ ȅƻǳ ōǳǘ 

ǘƘŀǘ ȅƻǳΨƭƭ ƴŜŜŘ ǘƻ ǘŜƭƭ ǎƻƳŜƻƴŜ ǿƘƻ Ŏŀƴ ƘŜƭǇ ƪŜŜǇ ǘƘŜƳ ǎŀŦŜΦ 

ω Only ask enough questions to confirm the need to report the matter; probing questions could cause 

distress, confusion and interfere with any later enquiries. 

ω Do not attempt to conduct your own investigation or mediate an outcome between the parties 

involved. 
How can abuse and neglect be recognised?  

Behavioural or physical signs which assist in recognising child abuse are known as indicators. A single indicator can 

be as important an indicator as the presence of several indicators. A child's behaviour is likely to be affected if 

he/she is under stress. There can be many causes of stress, including child abuse, and it is important to find out 

specifically what is causing the stress. 

General indicators of abuse and neglect 

- Marked delay between injury and seeking medical assistance. 

- History of injury. 

- The child gives some indication that the injury did not occur as stated. 

- The child tells you someone hurt him/her. 

- The child tells you about someone he/she knows who has been hurt. 

- Someone (relative, friend, acquaintance, and sibling) tells you that the child may have been abused. 

PHYSICAL ABUSE 

Physical indicators include: 

- Bruises, burns, sprains, dislocations, bites, cuts, welts. 

- Bruising or marks that may show the shape of an object. 

- Fractured bones, especially in an infant where a fracture is unlikely to occur accidentally. 

- Poisoning. 

- Internal injuries. 

- Explanations are not consistent with the injury. 
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Possible behavioural indicators include: 

- Showing wariness or distrust of adults. 

- Wearing long sleeved clothes on hot days (to hide bruising or other injury). 

- Demonstrating fear of parents and of going home. 

- Becoming fearful when other children cry or shout. 

- Being excessively friendly to strangers. 

- Being very passive and compliant. 

Indicators of physical abuse in parents and caregivers include: 

- Direct admissions from parents about fear of hurting their children. 

- Family history of violence. 

- History of their own maltreatment as a child. 

- Repeated visits for medical assistance. 

SEXUAL ABUSE 

Sexual abuse is not usually identified through physical indicators. Often the first sign is when a child tells 

someone they trust that they have been sexually abused. However the presence of sexually transmitted 

diseases, pregnancy, or vaginal or anal bleeding or discharge may indicate sexual abuse. 

One or more of these behavioural and physical indicators may be present: 

- Child telling someone that sexual abuse has occurred. 

- Complaining of headaches or stomach pains. 

- Experiencing problems with schoolwork. 

- Displaying sexual behaviour or knowledge which is unusual for the child's age. 

- Showing behaviour such as frequent rocking, sucking and biting. 

- Experiencing difficulties in sleeping. 

- Having difficulties in relating to adults and peers. 

- Self-destructive behaviour. 

- Regression in development achievements. 

- Child being in contact with a suspected or known perpetrator of sexual assault. 

- Bleeding from the vagina or anus. 

- Injuries such as tears to the genitalia. 

Indicators of sexual abuse in parents, caregivers or anyone else associated with the child: 

- Exposing the child to sexual behaviours of others. 

- Suspected or charged with child sexual abuse. 

- Inappropriate jealousy regarding age appropriate development of independence from the family. 

- Coercing the child to engage in sexual behaviour with other children. 

- Verbal threats of sexual abuse. 

- Exposing the child to pornography. 
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- Self-comforting behaviours (e.g. rocking, 

sucking) 

- Delay in developmental milestones 

- Untreated physical problems 
 

 

 

 

EMOTIONAL ABUSE 

There are few physical indicators, although emotional abuse may cause delays in emotional, mental, or 

even physical development. 

Possible behavioural indicators include: 

- Displaying low self-esteem. 

- Tending to be withdrawn, passive, and tearful. 

- Inability to value others. 

- Lack of trust in people and expectations. 

- Displaying aggressive or demanding behaviour. 

- Being highly anxious. 

- Showing delayed speech. 

- Acting like a much younger child (e.g. soiling or wetting pants). 

- Displaying difficulties in relating to adults and peers. 

Indicators of emotional abuse in parents and caregivers: 

- Constant criticism, belittling, teasing of a child or ignoring or withholding praise and affection 

- Excessive or unreasonable demands 

- Persistent hostility, severe verbal abuse, rejection and scapegoating 

- .ŜƭƛŜŦ ǘƘŀǘ ŀ ǇŀǊǘƛŎǳƭŀǊ ŎƘƛƭŘ ƛǎ ōŀŘ ƻǊ ΨŜǾƛƭΩ 

- Using inappropriate physical or social isolation as punishment 

- Exposure to domestic violence  

NEGLECT 

Physical indicators include: 

- Frequent hunger 

- Malnutrition 

- Poor hygiene 

- Inappropriate clothing (e.g. summer clothes in winter) 

- Left unsupervised for long periods 

- Medical needs not attended to 

- Abandoned by parents 

Possible behavioural indicators include: 

- Stealing food 

- Often being tired, falling asleep 

- Abusing alcohol or drugs 

- Displaying aggressive behaviour 

- Not getting on well with peers 

- Extreme longing for adult affection 

- Acute separation anxiety 
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Indictors of neglect in parents and caregivers: 

- Failure to provide adequate food, shelter, clothing, medical attention, hygiene or leaving the child 

inappropriately without supervision 

- Inability to respond emotionally to the child 

- Child abandonment 

- Depriving or withholding physical contact 

- Failure to provide psychological nurturing 

- Treating one child differently to others 

The presence of indicators such as those described may alert us to the possibility that a child is being 

abused. It is important that anyone who has concerns that a child or young person is in need of protection 

contacts a local Child Protection Service for assistance and advice. 

_______________________________________________________________________________________ 

CHILD PROTECTION RISK MANAGEMENT STRATEGY: MANAGING BREACHES 

This plan outlines the steps to be taken following a breach of the child and youth risk management strategy 

in order to address the breach in a fair and supportive manner. 

Definition 

A breach is any action or inaction by any member of the organisation, including children and young people, 

that fails to comply with any part of the strategy. This includes any breach in relation to: 

* Statement of commitment to the safety and wellbeing of children and the protection of children 

from harm. 

* Code of conduct for interacting with children and young people. 

* Procedures for recruiting, selecting, training and managing paid employees and volunteers. 

* Policies and procedures for handling disclosures or suspicions of harm, including reporting 

guidelines. 

* Policies and procedures for implementing and reviewing the children and youth risk management 

strategy and maintaining an employee register. 

* Risk management plans for high risk activities and special events. 

* Strategies for communication and support. 

 

All stakeholders are to be made aware of the actions or inactions that form a breach as well as the 

potential outcomes of breaching the child and youth risk management strategy. 

 

 

 

 



60 
Nola - Dee Parent Hand Book 2017  

 
 

 

 

Processes to manage a breach of the child and youth risk management strategy 

Breaches will be managed in a fair, unbiased and supportive manner. The following will occur: 

* All people concerned will be advised of the process. 

* All people concerned will be able to provide their version of events. 

* The details of the breach, including the versions of all parties and the outcome will be recorded. 

* Matters discussed in relation to the breach will be kept confidential and an appropriate outcome 

will be decided. 

Suitable outcomes for breaches 

Depending on the nature of the breach, outcomes may include: 

* Emphasising the relevant component of the child and youth risk management strategy, for 

example, the code of conduct. 

* Providing closer supervision. 

* Further education and training. 

* Mediating between those involved in the incident (where appropriate). 

* Disciplinary procedures if necessary. 

* Reviewing current policies and procedures and developing new policies and procedures if necessary 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reviewed 01.01.2017 
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CULTURAL DIVERSITY POLICY   

  

The aim of the program is to reflect the purpose of the Centre by encouraging family participation and a sense of 

community. The Community is made up of people from varying backgrounds and cultures. 

 

Within our programs, we aim to respect and meet the needs of all our family through: 

 

ω 9ƴŎƻǳǊŀƎƛƴƎ ŎƘƛƭŘǊŜƴ ǘƻ ŀǎƪ ŀōƻǳǘ ǘƘŜƛǊ ƻǿƴ ŀƴŘ ƻǘƘŜǊΩǎ ǇƘȅǎƛŎŀƭ ŎƘŀǊŀŎǘŜǊƛǎǘƛŎǎ ǿƛǘƘƻǳǘ ōŜƛƴƎ ƛƴǘǊǳǎƛǾŜ ƻǊ 
making others uncomfortable including parents. 

ω Providing children with accurate, developmentally appropriate information. 
ω ProvidiƴƎ ŀ ǊŀƴƎŜ ƻŦ ƳŀǘŜǊƛŀƭǎ ǘƘŀǘ ǊŜǇǊŜǎŜƴǘ ǾŀǊƛŜŘ ǊŀŎƛŀƭ ƎǊƻǳǇǎΣ ƛƴ ǊŜǎǇƻƴǎŜ ǘƻ ŎƘƛƭŘǊŜƴΩǎ ƛƴǘŜǊŜǎǘǎΣ 

acknowledging the similarities and differences between cultural groups. 
ω ¢ƻ ŦƻǎǘŜǊ ŎƘƛƭŘǊŜƴΩǎ ŎǳǊƛƻǎƛǘȅΣ ŜƴƧƻȅƳŜƴǘ ŀƴŘ ŜƳǇŀǘƘŜǘƛŎ ŀǿŀǊŜƴŜǎǎ ƻŦ ŎǳƭǘǳǊŀƭ ŘƛŦŦŜǊŜnces and similarities, 
ǇǊƻǾƛŘƛƴƎ ǎǇŜŎƛŀƭ ŎǳƭǘǳǊŀƭ ŀŎǘƛǾƛǘƛŜǎ ƛƴ ǊŜǎǇƻƴǎŜ ǘƻ ŎƘƛƭŘǊŜƴΩǎ ƛƴǘŜǊŜǎǘΦ 

ω Providing support or including written information for those families who have English as a second language. 
ω To enable children to develop ease with, and respect for physical differences. 
ω To help children become aware of our share physical characteristics- what makes us all human beings. 
ω ¢ƻ ŀŦŦƛǊƳ ŀƴŘ ŦƻǎǘŜǊ ŎƘƛƭŘǊŜƴΩǎ ƪƴƻǿƭŜŘƎŜ ŀƴŘ ǇǊƛŘŜ ƛƴ ǘƘŜƛǊ ŎǳƭǘǳǊŀƭ ƛŘŜƴǘƛŦȅΦ 
ω To recognise, minimise and teach children to overcome any inappropriate responses triggered by cultural 

differences, differing beliefs and values. 
 

 

Reviewed 01.01.2017 
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CONFIDENTIALITY AND PRIVACY POLICY 

 

RATIONALE  

We understand the importance of developing practices that respect privacy and confidentiality so that families will 

trust our service and openly exchange information with educators/staff, which may be important for the care of a 

child. Legislation requires that families provide us with personal information to provide appropriate care for their 

ŎƘƛƭŘΦ !ǳǘƘƻǊƛǎŜŘ ŜŘǳŎŀǘƻǊǎκǎǘŀŦŦ ǳǎŜ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ Ƴŀȅ ŘƛǎŎǳǎǎ ŀ ŎƘƛƭŘΩǎ ǇŜǊǎƻƴŀƭ ŘŜǘŀƛƭǎ ǿƛǘƘ ŀƴƻǘƘŜǊ ŎƘƛƭŘ 

care professional in order to fulfil their responsibilities towards the child. It is important therefore to ensure that 

educators/staff are fully aware of their responsibilities for maintaining strict confidentiality under the Privacy Act 

(1988), and also that families are informed of their rights in regard to access to their own personal information and 

how the service will ensure the information is protected from unauthorised access. In addition, families need to be 

ƛƴŦƻǊƳŜŘ ŀōƻǳǘ ǿƘƛŎƘ ǇŜƻǇƭŜ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴΦ 

 

/IL[5w9bΩ{ b995{ 

Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƭŀǘƛƴƎ ǘƻ ŎƘƛƭŘǊŜƴΩǎ health, learning, behaviour and other sensitive issues are kept 

confidential. 

C!aL[L9{Ω b995{ 

CŀƳƛƭƛŜǎ ƴŜŜŘ ǘƻ ŦŜŜƭ ŎƻƳŦƻǊǘŀōƭŜ ǘƻ ŘƛǎŎǳǎǎ ŎƻƴŦƛŘŜƴǘƛŀƭ ƳŀǘǘŜǊǎ ǘƘŀǘ Ƴŀȅ ƛƳǇŀŎǘ ƻƴ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ŎŀǊŜΦ ¢ƘŜȅ ƴŜŜŘ ǘƻ 

know that private information given to the service regarding their income levels, family arrangements etc. are kept 

confidential and secure. Families also need to know that they are able to access their own personal records and have 

any errors corrected. 

EDUCATOR/STAFF NEEDS 

9ŘǳŎŀǘƻǊΩǎ ƴŜŜŘ ǘƻ ƪƴƻǿ that their personal records, details, appraisals and any other information pertaining to 

them are treated as confidential. They also need to be able to raise personal issues that impact on the workplace. 

MANAGEMENT NEEDS 

Management requires the ability to make decisions about confidential issues and obtain relevant and current 

personal details from clients and employees. 

 

STRATEGIES FOR POLICY IMPLEMENTATION 

 

To maintain confidentiality and privacy for families the following strategies will be implemented:  

 

ω Personal information will only be collected in so far as it is required for the service to function effectively, 

and in line with relevant legislation. 

ω Collection of personal information will be lawful, fair, reasonable and unobtrusive. 

ω Families providing personal information are advised in our Privacy Statement of, amongst other things, why 

the information is collected, the organisations to which the information may be disclosed, and that they are 

able to gain access to their information. 

ω Families will be notified of how long particular records will be retained under the Education and Care 

Services National Regulations. 
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ω The use or disclosure of personal information will only be for the purpose it was originally collected, unless 

the individual consents or unless it is needed to prevent a health threat, or is required or authorised under 

law. 

ω Nola-Dee Child Care Centre will take steps to ensure the personal information collected, used or disclosed, is 

accurate, complete and up to date. Families will be required to update their enrolment details annually, or 

whenever they experience a change in circumstances. Computer records will be updated as soon as new 

information is provided. 

ω Personal information will be kept in a secure and confidential way and destroyed by shredding or 

incineration, when no longer needed. 

ω Individuals will be provided with access to their personal information and may request that their information 

be up-dated or changed where it is not current or correct. 

ω Individuals wishing to access their personal information must make written application to the approved 

provider or nominated supervisor, who will arrange an appropriate time for this to occur. The approved 

provider will protect the security of the information by checking the identity of the applicant, and ensure 

someone is with them while they access the information to ensure the information is not changed or 

ǊŜƳƻǾŜŘ ǿƛǘƘƻǳǘ ǘƘŜ ŀǇǇǊƻǾŜŘ ǇǊƻǾƛŘŜǊ ƻǊ ƴƻƳƛƴŀǘŜŘ ǎǳǇŜǊǾƛǎƻǊΩǎ ƪƴƻǿƭŜŘƎŜΦ 

ω The approved provider or nominated supervisor will deal with privacy complaints promptly and in a 

consistent manner, following the services Grievance Procedures. Where the aggrieved person is dissatisfied 

after going through the grievance process, they may appeal in writing to the Privacy Commissioner within 

the Office of the Australian Information Commission ( www.oaic.gov.au ), (Refer to our procedure for dealing 

with complaints). 

ω Visual images of enrolled children will not be taken, recorded, removed from the service, or used for any 

purpose without the written consent of the parent/guardian, except where visual images are used within the 

service for monitoring of an enrolled child, or visual images are taken by an authorised officer acting in the 

course of his/her duties, in which case only the parent /guardian and authorised staff with have access to 

ǘƘŜ ƛƳŀƎŜǎΦ tŀǊŜƴǘŀƭκƎǳŀǊŘƛŀƴ ŎƻƴǎŜƴǘ ǿƛƭƭ ōŜ ƎƛǾŜƴ ƻǊ ŘŜƴƛŜŘ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ŦƻǊƳΦ 

ω Confidential conversations that staff members have with family members or other staff members will be 

conducted in a quiet area away from other children, family members and staff. Such conversations are to be 

minuted and stored in a confidential folder. 

 

 

 

 

 

 

 

Reviewed 01.01.2017 

 

 

http://www.oaic.gov.au/
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CURRICULUM PLANNING POLICY  

 

Nola Dee Child Care Centre uses a child-centred approach to planning for children. The centre sees each child as 

individual in their level of ability, rate of development, cultural and family background, interests and challenges.  This 

approach enables staff to put anti-bias goals and philosophy into practice by seeing each child and family as individual 

within a diverse group.  It allows staff to use this diversity as a basis for our planning of the learning environment. 

 

CHILDREN 0-3: 

 

In this age group, our main aim for the children is to develop self-help skills, leading to independence. 

!ŎǘƛǾƛǘƛŜǎ ŀǇǇǊƻǇǊƛŀǘŜ ǘƻ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ŀƎŜ ŀǊŜ ǇǊƻǾƛŘŜŘΣ ƎƛǾƛƴƎ ǘƘŜƳ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ŘŜǾŜƭƻǇ ǎƪƛƭƭǎ ŦƻǊ ƭŀǘŜǊ ƭƛŦŜΦ ! 

simple skill, such as painting, helps to develop a chilŘΩǎ ƎǊŀǎǇ ŀƴŘ ǎǘǊƻƪŜ ǇŀǘǘŜǊƴ ǿƘƛŎƘ ǿƛƭƭ ƭŀǘŜǊ ƭŜŀŘ ǘƻ ǿǊƛǘƛƴƎΦ 

¢ƘŜ ƛƳǇƻǊǘŀƴŎŜ ƛǎ ƴƻǘ ƛƴ ǘƘŜ ŦƛƴƛǎƘŜŘ ǇǊƻŘǳŎǘ ōǳǘ ƛƴ ǘƘŜ ǇǊƻŎŜŘǳǊŜ ƻŦ ǘƘŜ ŀŎǘƛǾƛǘȅΦ !ǘ ǘƘƛǎ ŀƎŜ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ǿƻǊƪ Ƴŀȅ 

not represent anything to the adult eye, but the child would have been expressing some thought or idea they had at 

the time. Their work is an expression of their feelings and is, therefore, very important. 

As with the 3-5 year olds, the under 3 children learn from many things, not just painting and pasting. Constructions, 

stories and group interaction are all important. If your child does not have work to take home, they will still have had 

a busy and productive day. 

 

CHILDREN 3-5 YEARS: 

 

Our Kinder program is implemented Monday to Friday from 1:30pm to 4:30pm by a fully qualified Kindergarten 

Teacher. 

Qualified Room Leaders will design and evaluate the educational and recreational programs in collaboration with 

children, families and other staff members.  

Staff will endeavour to encourage children in all areas of development by ƎǳƛŘƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ŎƘƻƛŎŜ ƛƴ Ǉƭŀȅ ŀƴŘ ōȅ 

offering opportunities in all areas of learning. 

{ǘŀŦŦ ǿƛƭƭ ǎǳǇǇƻǊǘ ŀƴŘ ŎǳƭǘƛǾŀǘŜ ŎƘƛƭŘǊŜƴΩǎ ƛƴƘŜǊŜƴǘ ƴŜŜŘ ǘƻ ƻōǎŜǊǾŜΣ ŜȄǇƭƻǊŜΣ ǉǳŜǎǘƛƻƴΣ ŘƛǎŎƻǾŜǊΣ ŜȄǇŜǊƛƳŜƴǘ ŀƴŘ Ǉƭŀȅ 

in order to learn and grow. The vast range of activities on offer promotes independence, self-development, respect 

and confidence to ensure children are given the best chance in life.    

Staff will also extend their skills through computer based educational games and further stimulate their imagination 

with dramatic play, puppets and dress-ups. The program will endorse issues of social value such as healthy eating, 

dental health, road safety, sun-smart, people in the community and multiculturalism. 

Our program is aimed at nurturing and encouraging children to realize their fullest potential in all areas of social, 

emotional, creative, intellectual and physical development so that they may grow into happy and confident 

individuals who will learn to respect themselves, other children and the world around them. 
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DISCUSSION 

Children and adults learn best when they are interested, so the subjects we discuss through the year arise from our 

ƛƴǘŜǊŜǎǘǎΦ ¢ƘŜ ŎƘƛƭŘǊŜƴ Ƴŀȅ ōǊƛƴƎ ŀƴ ƻōƧŜŎǘ ŦǊƻƳ ƘƻƳŜΣ ƳŀȅōŜ ŀ ōƛǊŘΩǎ ƴŜǎǘ ƻǊ ŀƴ ŀǳǘǳƳƴ ƭŜŀŦΣ ǇŜǊhaps the 

environment will dictate what we discuss. Sometimes we will ask visitors along to the Centre. The local fireman, 

nursery or we may have special activities. We will also discuss subjects such as shapes, numbers, our senses, and 

even odours. 

The object of all this discussion is not simply play as an end in itself, or to increase general knowledge, but even 

more importantly, to encourage children to be interested in everything around them and to want to learn. 

Please feel free to make any comments or suggestions ς they could be most helpful. 

_______________________________________________________________________________________________ 

PLANNING POLICY 

¢ƘŜ ŎŜƴǘǊŜ ōŜƭƛŜǾŜǎ ǘƘŀǘΤ άŜŀŎƘ ŎƘƛƭŘ Ƙŀǎ ǘƘŜ ǊƛƎƘǘ ǘƻ ǇƻǎƛǘƛǾŜ ŜȄǇŜǊƛŜƴŎŜǎ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜƛǊ ŎƘƛƭŘƘƻƻŘ. We aim to 

provide a safe, nurturing and educational environment with supportive services according to the needs of children 

ǿƛǘƘƛƴ ƻǳǊ ŎŀǊŜΦέ 

ά9ŀŎƘ ŎƘƛƭŘ ƛǎ ŎŀǊŜŘ ŦƻǊ ŀǎ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ŀƴŘ ǇǊƻƎǊŀƳ ŀǊŜ ǇƭŀƴƴŜŘ ǘƻ ŦŀŎƛƭƛǘŀǘŜ ǎƻŎƛŀƭΣ ŜƳƻǘƛƻƴŀƭΣ ǇƘȅǎƛŎŀƭ ŀƴŘ 

intellectual development of each child taking into consideration cultural diversity. Parents are welcome at the centre 

ŀƴŘ ǎǳǇǇƻǊǘŜŘ ōȅ ǎǘŀŦŦ ǘƻ ƘŀǾŜ ŀƴ ƻƴƎƻƛƴƎ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ŘŜǾŜƭƻǇƳŜƴǘŀƭ ǎǘŀƎŜǎΦέ 

 

AIMS: 

¶ To provide children with a quality program that offers a balance of activities aimed at promoting a range of skills 
and interests. 

¶ The program is based on the observations of children within our care, which enable staff to plan activities that 
are developmental, culturally and age appropriate. 

¶ To offer a range of activities so children can make choices regarding their play and learning from planned 
experiences.  

¶ ¢ƻ ƳŜŜǘ ŜŀŎƘ ŎƘƛƭŘΩǎ ƴŜŜŘǎ ōȅ ǇǊƻǾƛŘƛƴƎ ŀ ǇǊƻƎǊŀƳ ǘƘŀǘ ƛǎ ōƻǘƘ άƛƴŘƛǾƛŘǳŀƭƛǎŜŘέ ŀƴŘ άƛƴǘŜǊŜǎǘ ŦƻŎǳǎŜŘέ ǘƻ 
promote further development of the developmental areas. 

¶ ¢ƻ ǘǳƴŜ ƛƴǘƻ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ƛƴǘŜǊŜǎǘǎ ŀƴŘ ǘƻ ƛƴŎƻǊǇƻǊŀǘŜ ƛƴ ǘƘŜ ŦƻǊǘƴƛƎƘǘƭȅ ǇƭŀƴǎΦ 

¶ ¢ƻ ƻǊƎŀƴƛǎŜ ǘƘŜ ŎŜƴǘǊŜΩǎ ƛƴŘƻƻǊ ŀƴŘ ƻǳǘŘƻƻǊ ŜƴǾƛǊƻƴƳŜƴǘ ŀƴŘ ǊŜǎƻǳǊŎŜǎ ǘƻ ƳƛƴƛƳƛǎŜ ŎƘƛƭŘ ŎƻƴŦƭƛŎǘ ŀƴŘ ƳŀȄƛƳƛǎŜ 
child safety and stimulation. 

¶ To support parents in their role through mutual respect, communication and consultations that leads to a 
meaningful program. 

¶ To develop within the children a respect for the social and cultural diversity of our community, the centre staff 
and children in our care. 

¶ To ensure that transition times during the day are pleasurable, smooth and provide planned and spontaneous 
opportunities for learning. 

¶ To plan both structured and unstructured play opportunities that foster science concepts of exploration and 
discovery which enables children to learn about themselves and the world in which they belong. 

¶ For daily routines are structured in a way that provides predictability and security for children, while allowing 
ŦƭŜȄƛōƛƭƛǘȅ ǘƻ ƎŀƎŜ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ƴŜŜŘǎΣ ƳƻƻŘǎΣ ǎǘŀte of well-being and variations due to the climate. 
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¶ Mathematical early concepts are planned for the group and at the individual level. 

¶ Social and intellectual concepts are planned for developing an awareness in children and to ensure the children 
are ready for school 

¶ To plan in conjunction with Early Intervention and other community professionals to include children with 
additional needs.  

¶ To incorporate a range of experiences which blend opportunities for children to engage in quiet, active, small 
and large groups of children, physical, emotional, social, intellectual and language, along with a blend of child 
and adult initiated experiences which provide opportunities for scaffold learning. 

 

PROCEDURES: 

During 2 hours of program planning Group Leaders are responsible for the following on an alternate week: 

¶ Write observations what you see the child doing ς noting what hand/foot they use first, what facial expressions, 
etc. 

¶ ²ǊƛǘŜ н ƻōǎŜǊǾŀǘƛƻƴǎ ƻƴ ŜŀŎƘ ŎƘƛƭŘ ŜŀŎƘ ǿŜŜƪ ƻƴ ǘƘŜ άLƴŘƛǾƛŘǳŀƭ hōǎŜǊǾŀǘƛƻƴ {ƘŜŜǘέ ŜƛǘƘŜǊ ƻƴ ƴƻǘŜ ǇŀǇŜǊ ƻǊ ƻƴ 
the sheet in the spaces provided 

¶ 9ŀŎƘ DǊƻǳǇ [ŜŀŘŜǊ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ ŦƻǊǘƴƛƎƘǘƭȅ Ǉƭŀƴ ƛƴ ǘƘŜ ǊƻƻƳ ŦƻǊ ǇŀǊŜƴǘΩǎ ŀƴŘ Ŏƻ-workers to see and follow. 

¶ Group Leaders are able to use their non-contact time to visit other Resource services to assist them with 
ǇǊƻƎǊŀƳ ŘŜǾŜƭƻǇƳŜƴǘ ǿƛǘƘ 5ƛǊŜŎǘƻǊΩǎ ŀǇǇǊƻǾŀƭΦ 

¶ Parents are informed of special programs to encourage their participation and input 

¶ Staffs refer to their own knowledge of development along with checklists, book resources, personal 
development information and developmental specialist in the community. 

¶ If time allows 
- Prepare resources needed for the plan i.e., making paste, collecting materials 

required, etc. 
- Rearrange room for aesthetic purposes, photocopying, changing posters, etc. 

 

Week 1: Observation Week - 

* 9ǾŀƭǳŀǘŜ ǘƘŜ ǇǊŜǾƛƻǳǎ  ǇǊƻƎǊŀƳ ǇƭŀƴΣ ƻƴ ōŀŎƪ ƻŦ ǇƭŀƴΣ ǊŜŦŜǊ ǘƻ ά9Ǿŀƭǳŀǘƛƻƴ vǳŜǎǘƛƻƴǎέ 

* File in the Previous Plans Folder 

* ²ǊƛǘŜ ŀƴŀƭȅǎǘ ƻƴ ŦǊƻƴǘ ǇŀƎŜ ƻŦ άLƴŘƛǾƛŘǳŀƭ hōǎŜǊǾŀǘƛƻƴ {ƘŜŜǘέ ōŜŦƻǊŜ Ŧƛƭƭ ƻǳǘ ǎŜŎƻƴŘ ǇŀƎŜ όƎƻŀls, strategies & 
three experiences). 

* hōǎŜǊǾŀǘƛƻƴ ǎƘŜŜǘǎ ŦƻǊ ŦƻŎǳǎ ŎƘƛƭŘǊŜƴ όCƛƭƭ ƛƴ ǎŜŎƻƴŘ ǇŀƎŜ ƻŦ άLƴŘƛǾƛŘǳŀƭ hōǎŜǊǾŀǘƛƻƴ {ƘŜŜǘέ ŦƻǊ ŦƻŎǳǎ 
children). Refer to observations on first page & previous observations to determine what area & element of 
development to be focused on for each focus child. These goals can be to further develop a need or strength 
in a child. It is important to grasp the whole child before developing any goal.  

* Write more observations for children. Organise room, posters, do any little Ƨƻōǎ ǘƘŀǘ ǎƘƻǳƭŘƴΩǘ ōŜ ŘƻƴŜ ǿƘŜƴ 
children are around or interferes with supervision of the children 
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Week 2: Planning Week - 

* Write plan for next fortnight, make sure dates have been changed 

* Look at individual goals, themes and interests of children and any other relevant information from parent 
input to determine the group goals & purposes for activities 

* Check & or change Purpose for activity, QIAS Principles and Philosophy Goals to coincide with the experience 
planned 

* Write in the focus children code with the experiences that are planned for them 
- e.g. Cars & trucks with blocks (LR) 

 

_______________________________________________________________________________________________ 

 

PLANNING FORMAT: 

 

ACTIVITY column is to state the activities which is planned for the children according to their interests, ages and 

strengths.  

 

MATERIALS column is to state the things that are needed for the activities. 

 

PURPOSE column is to explain the purpose for planning an experience. 

 

QUALITY AREAS column is to state the areas of the Quality areas that children could achieve/involved through the 

experience. 

 

EYLF (Early Years Learning Framework) column is to state the areas of the early years learning framework children 

could achieve through an experience. 

 

MODIFICATION ŎƻƭǳƳƴ ƛǎ ǘƻ ǎǘŀǘŜ ǘƘŜ ŀŘƧǳǎǘƳŜƴǘ ƻŦ ǘƘŜ ŀŎǘƛǾƛǘȅ ǘƻ ƳŜŜǘ ŎƘƛƭŘǊŜƴΩǎ ƛƴǘŜǊŜǎǘǎ ŀƴŘ ǎǘǊŜƴƎǘƘǎΦ  

 

 

 

 

 

 



68 
Nola - Dee Parent Hand Book 2017  

 
 

 

 

PROGRAM EVALUATION  

 

To make informed decisions when planning the fortnightly program it is essential that each Group Leader maintains 

an ongoing process of evaluation. The Centre recognises that program evaluation is a vital step in the programming 

cycle. The evaluation process requires staff to develop an openness to change, a culture of reflective practice, an 

acceptance of discussing diverse points of view and a commitment to continuous learning. 

 

AIMS: 

¶ To evaluate the experiences offered on the previous fortnight we take observations on the children to determine 
further interest or modifications for stimulating individuals and the group of children. 

¶ To establish whether the children benefited from the activities planned for the focus children along with the 
group as a whole. 

¶ ¢ƻ ǊŜŎƻǊŘ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ŦƻǊǘƴƛƎƘǘƭȅ ǊŜǎǇƻƴǎŜǎ ǘƻ ǘƘŜ ŀŎǘƛǾƛǘƛŜǎΣ ŜǾŜƴǘǎ ŀƴŘ Ǌoutine provided. 

¶ To involve parents in the evaluation process informally through regular discussions. 
 

PROCEDURES: 

On a fortnightly basis each Group Leader will: 

¶ !ƴǎǿŜǊ ά9Ǿŀƭǳŀǘƛƻƴ vǳŜǎǘƛƻƴǎέ ƻƴ ǘƘŜ ōŀŎƪ ƻŦ ǘƘŜ άŦƻǊǘƴƛƎƘǘƭȅ ǇǊƻƎǊŀƳέ  

¶ /ƘƛƭŘǊŜƴΩǎ ƻōǎŜǊǾŀǘƛƻƴs are taken weekly and these can be assessed as information in guiding to evaluating the 
program  

 

 

REFERENCE: 

 

Quality Improvement and Accreditation System ς Quality Practices Guide (First edition 2005) National Child Care 

Accreditation Council Inc.  Australia Government 2005 

National Quality Standard practice guide 

 

Reviewed 01.01.2017 
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SUNSMART POLICY 
 

 

 

 

PUPOSE  

The policy has been developed to ensure that all children attending and staff working with children in the centre 

playground are protected from skin damage caused by harmful UV rays of the sun. It is to be implemented from the 

start of September until the end of April and whenever UV Index levels reach 3 and above at other times.  Particular 

care is taken between 10am and 2pm (11am and 3 pm daylight saving time) when UV Index levels reach their peak. 

A combination of sun protection measures are considered when planning all outdoor activities. Nola-Dee Child Care 

Centre has sufficient shades so as to provide adequate sun protected areas. 

Nola-5ŜŜ /ƘƛƭŘ /ŀǊŜ /ŜƴǘǊŜΩǎ ǎǳƴ ǇǊƻǘŜŎǘƛƻƴ ǇǊŀŎǘƛŎŜǎ ŎƻƴǎƛŘŜǊ ǘƘŜ ǎǇŜŎƛŀƭ ƴŜŜŘǎ ƻŦ ƛƴŦŀƴǘǎΦ  .ŀōƛŜǎ ǳƴŘŜǊ мн ƳƻƴǘƘǎ 

are kept out of direct sun. 

 

BACKGROUND 

! ōŀƭŀƴŎŜ ƻŦ ǳƭǘǊŀǾƛƻƭŜǘ ǊŀŘƛŀǘƛƻƴ ό¦±ύ ŜȄǇƻǎǳǊŜ ƛǎ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ƘŜŀƭǘƘΦ ¢ƻƻ ƳǳŎƘ ƻŦ ǘƘŜ ǎǳƴΩǎ ¦± Ŏŀƴ ŎŀǳǎŜ 

ǎǳƴōǳǊƴΣ ǎƪƛƴ ŀƴŘ ŜȅŜ ŘŀƳŀƎŜ ŀƴŘ ǎƪƛƴ ŎŀƴŎŜǊΦ 9ȄǇƻǎǳǊŜ ǘƻ ǘƘŜ ǎǳƴΩǎ ¦± ŘǳǊƛƴƎ ŎƘƛƭŘƘƻƻŘ ŀƴŘ ŀŘƻƭŜǎŎŜƴŎŜ ƛǎ 

associated with an increased risk of skin cancer in later life. Too little UV from the sun can lead to low vitamin D 

levels. Vitamin D is essential for healthy bones and muscles, and for general health 

 

PROCEDURES  

¶ To assist with the implementation of this policy, educators and children are encouraged to access the daily 

ƭƻŎŀƭ ǎǳƴ ǇǊƻǘŜŎǘƛƻƴ ǘƛƳŜǎ Ǿƛŀ ǘƘŜ {ǳƴ{ƳŀǊǘ ǿƛŘƎŜǘ ƻƴ ǘƘŜ ǎŜǊǾƛŎŜΩǎ ǿŜōǎƛǘŜΣ ǘƘŜ ŦǊŜŜ {ǳƴ{ƳŀǊǘ ŀǇǇ ƻǊ ŀǘ 

sunsmart.com.au. 

¶ The sun protection measures listed below are used for all outdoor activities during the daily local sun 

protection times (issued whenever UV levels are 3 and above), typically from September to the end of April 

in Victoria. 

¶ Where possible, active, outdoor sun safe play is encouraged throughout the day. 

¶ SunSmart practices consider the special needs of infants. All babies under 12 months are kept out of direct 

sun during the sun protection times (when UV levels are three and above). 

 

Healthy Physical Environment 

SEEK SHADE  

¶ Management makes sure there is a sufficient number of shelters and trees providing shade in the outdoor 

area particularly in high-use areas. 

¶ The availability of shade is considered when planning all outdoor activities. 

¶ Children are encouraged to choose and use available areas of shade when outside. 

¶ Children who do not have appropriate hats or outdoor clothing are asked to choose a shady play space or a 

suitable area protected from the sun. 

¶ A shade assessment is conducted regularly to determine the current availability and quality of shade. 
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Healthy Social Environment 

SLIP ON SUN PROTECTIVE CLOTHING  

¶ Children are required to wear loose-fitting clothing that covers as much skin as possible. Clothing made from 

cool, densely woven fabric is recommended. Tops with elbow-length sleeves, and if possible, collars and 

knee-length or longer style shorts and skirts are best. If a child is not wearing sun-safe clothing (e.g. a singlet 

top or shoestring dress) they will be required to choose a t-shirt/shirt to wear over the top before going 

outdoors. 

 

SLAP ON A HAT 

¶ All children are required to wear hats that protect their face, neck and ears (legionnaire, broad-brimmed or 

bucket style). Peak caps and visors are not considered a suitable alternative. 

 

SLOP ON SUNSCREEN 

¶ SPF50+ (or higher) broad-spectrum, water-resistant sunscreen is supplied by the service and/or families. 

¶ Sunscreen is applied at least 20 minutes (where possible) before going outdoors and reapplied every TWO 

hours. 

¶ To help develop independent skills ready for school, children from 3 years of age are given opportunities and 

encouraged to apply their own sunscreen under supervision of staff. 

 

SLIDE ON SUNGLASSES [IF PRACTICAL]  

¶ Where practical, children are encouraged to wear close fitting, wrap-around sunglasses that meet the 

Australian Standard 1067 (Sunglasses: Category 2, 3 or 4) and cover as much of the eye area as possible. 

 

LEARNING AND SKILLS 

¶ Sun protection and vitamin D are incorporated into the learning and development program. 

¶ The SunSmart policy is reinforced through educator and children's activities and displays. 

ENGAGING CHILDREN, EDUCATORS, STAFF AND FAMILIES  

¶ Educators, staff and families are provided with information on sun protection and vitamin D through family 

newsletters, service handbookΣ ƴƻǘƛŎŜōƻŀǊŘǎ ŀƴŘ ǘƘŜ ǎŜǊǾƛŎŜΩǎ ǿŜōǎƛǘŜΦ 

¶ When enrolling their child, families are: 

¶ LƴŦƻǊƳŜŘ ƻŦ ǘƘŜ ǎŜǊǾƛŎŜΩǎ ǎǳƴǎƳŀǊǘ ǇƻƭƛŎȅ 

¶ Asked to provide a suitable sun protective hat, covering clothing and sunscreen for their child 

¶ Required to give permission for educators to apply sunscreen to their child 

¶ Encouraged to use sunsmart measures themselves when at the service. 

¶ As part of OHS UV risk controls and role-modelling, educators, staff and visitors: 

¶ Wear a suitable sun protective hat, covering clothing and, if practical, sunglasses 

¶ Apply sunscreen 

¶ Seek shade whenever possible. 
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MONITORING AND REVIEW  

¶ Management, educators and staff monitor and review the effectiveness of the SunSmart policy and revise 

the policy when required (at least once every three years) by completing a policy review and membership 

renewal with SunSmart at www.sunsmart.com.au  

¶ SunSmart policy updates and requirements will be made available to educators, staff, families and visitors. 

 

Relevant documents / links 

- National Early Years Learning Framework (EYLF) 

- Victorian Early Years Learning and Development Framework (VEYLDF) 

- Building Quality Standards Handbook (BQSH): Section 8.5.5 Shade Areas (Oct 2011) 

- Get Up & Grow: Healthy eating and physical activity for early childhood (Section 2) 2009 

- Radiation Protection Standard for Occupational Exposure to Ultraviolet Radiation (2006) 

- Safe Work Australia: Guidance Note for the Protection of Workers from the Ultraviolet Radiation in 

- Sunlight (2008) 

- AS 4685.1: 2014 Playground equipment and surfacing ς General safety requirements and test methods 

- National Quality Standards 

- Quality Area (QA) / Standard (S) / Element (E) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.sunsmart.com.au/


72 
Nola - Dee Parent Hand Book 2017  

 
 

 

   

 

Sun protection agreement and permission form 

I understand NOLA-DEE CHILDCARE CENTRE is a registered Sun Smart Early Childhood Program member and follows 

Sun Smart and Cancer Council Victoria recommendations to use a combination of sun protection measures (hat, 

clothing, sunscreen, shade, and if practical, sunglasses) from September to the end of April (and whenever UV levels 

reach three and above) when outdoors. 

L ŀƎǊŜŜ ǘƻ ƘŜƭǇ ǎǳǇǇƻǊǘ ǘƘƛǎ ƳŜƳōŜǊǎƘƛǇ ŀƴŘ ƘŜƭǇ ƳƛƴƛƳƛȊŜ Ƴȅ ŎƘƛƭŘΩǎ ǇƻǘŜƴǘƛŀƭ Ǌƛǎƪ ƻŦ ǎƪƛƴ ŀƴŘ ŜȅŜ ŘŀƳŀƎŜ ŀƴŘ ǎƪƛƴ 

cancer by doing the following: (Please tick all that apply) 

 

To dress my child in cool clothing that covers as much skin as possible e.g. tops that cover the 

shoulders, arms and chest, collared shirts, longer style shorts. I understand that singlet tops or 

shoestring dresses do not provide adequate sun protection and are best when layered with a shirt or 

t-shirt. 

 

   To remind my child to bring and wear a sun protective hat that shades the face, neck and ears (e.g. 

wide-brimmed, bucket or legionnaire hat). I understand that baseball / peak style caps do not 

provide adequate sun protection and are not appropriate for outdoor play. 

 

To give permission for educators / staff to apply SPF50+ or higher broad spectrum sunscreen (that I 

ƘŀǾŜ ǎǳǇǇƭƛŜŘ ŀƴŘ ƭŀōŜƭƭŜŘ ǿƛǘƘ Ƴȅ ŎƘƛƭŘκŎƘƛƭŘǊŜƴΩǎ ƴŀƳŜύ ǘƻ ŀƭƭ ŜȄǇƻǎŜŘ ǇŀǊǘǎ ƻŦ Ƴȅ ŎƘƛƭŘΩǎ ǎƪƛƴ 

including their face, neck, ears, arms and legs. I agree that this sunscreen will be kept at the service 

and it is my responsibility to make sure there is always an adequate supply available. 

 

To give permission for educators / staff to assist my child to develop independent, self-help skills by 

applying SPF30 or higher broad-spectrum sunscreen to all exposed parts of their own skin including 

their face, neck, ears, arms and legs. (Recommended from 3+ years.) 

 

 

/ƘƛƭŘόǊŜƴύΩǎ ƴŀƳŜόǎύΥ ψψψψψψψψψψψψψ__________________________________ 

 

tŀǊŜƴǘκDǳŀǊŘƛŀƴΩǎ ƴŀƳŜ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ όtƭŜŀǎŜ ǇǊƛƴǘύ 

 

Signature of Parent/Guardian: _______________________________ 

Date: _____________________________ 

Reviewed 01.01.2017 
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CLOTHING POLICY 

 

We believe that young children learn through play, they will be encouraged to explore a wide range of materials and 

activities, including messy activities. It is important that you provide cloths for your children that allow them to feel 

comfortable and move freely. 

Each child should being a complete change of clothes (including singlet, underpants, shoes and socks) in a suitable 

bag. Infants will sometimes need more than one change of clothing. 

 

We ask all clothing be clearly named. We take no responsibility for lost clothing. However, if it is named, we will 

make every effort to recover it and return to the owner. 

 

 

COLD WEATHER 

In cold weather a warm coat and rubber boots are necessary so that children can still go outside to play. Spending 

some time outdoors even in winter promotes good health through exercise and fresh air. A pair of slippers would be 

appreciated for indoor play. 

 

HOT WEATHER 

Children are required to wear clothing that covers their shoulders and back. We strictly adhere to our sun protection 

ǇƻƭƛŎȅΣ ǎƻ ŀ ƭŀōŜƭƭŜŘ Ƙŀǘ ǘƘŀǘ ǇǊƻǘŜŎǘǎ ǘƘŜ ŎƘƛƭŘΩǎ ŦŀŎŜ ŀƴŘ ŜŀǊǎ ƛǎ ǊŜǉǳƛǊŜŘ όwŜŦŜǊ ǘƻ {ǳƴ {ƳŀǊǘ ǇƻƭƛŎȅύΦ 

 

 

Reviewed 01.01.2017 
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FOOD AND NUTRITION POLICY 

 

 

 

 

 

The Centre is committed to the provision of a well-balanced and nutritious diet, with an emphasis on introducing the 

children to a variety of foods. We aim to offer a balanced diet based on the 5 food groups. 

We share the responsibility not only to provide adequate nutrition, but also to promote and encourage 

opportunities and educational experiences in food, to enable children to cultivate and establish good food habits. 

Lǘ ƛǎ ǘƘŜ /ŜƴǘǊŜΩǎ ǇƻƭƛŎȅ ǘƻ ǇǊƻǾƛŘŜ ƳŜŀƭǎ ǘƘŀǘ ŀǊŜ ƭƻǿ ƛƴ ǎǳƎŀǊΣ ƭƻǿ ƛƴ Ŧŀǘǎ ŀƴŘ ƛƴ ǎŀƭǘΦ bƻ ǇŜŀƴǳǘǎ ŀƴŘ ƻǊ ƻǘƘŜǊ ŦƻƻŘǎ 

containing nuts are allowed at the centre.  

Food provided will be suitable for the age and development of the child, to minimise the risk of choking. 

For example, no nuts, carrot sticks, celery sticks, or other raw vegetables will be given to children under 3 years of 

age, Where such foods are ǇǊƻǾƛŘŜŘΣ ǘƘŜȅ ǿƛƭƭ ōŜ ƎǊŀǘŜŘΣ ŎƻƻƪŜŘ ƻǊ ƳŀǎƘŜŘΣ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ²ƻƳŜƴΩǎ ŀƴŘ 

/ƘƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭ ƎǳƛŘŜƭƛƴŜǎΦ 

 

AIMS: 

 

ω To provide children in the Centre with appropriate nutritionally balanced and appetising foods. 
ω To teach children about food and nutrition. 
ω To give information to parents about nutrition and introducing foods to children, encouraging 
ω tŀǊŜƴǘŀƭ ƛƴǾƻƭǾŜƳŜƴǘ ƛƴ ŎƘƛƭŘǊŜƴΩǎ ƴǳǘǊƛǘƛƻƴ 

 

PROCEDURES 

 

¶ ¢ƘŜ /ŜƴǘǊŜ ǿƛƭƭ ǇǊƻǾƛŘŜ ŎƘƛƭŘǊŜƴΩǎ ƳŜŀƭǎ όŜȄŎŜǇǘ ōŀōȅ ōƻǘǘƭŜǎύ ƛƴŎƭǳŘƛƴƎ ƳƻǊƴƛƴƎ       ǘŜŀΣ ƭǳƴŎƘΣ ŀŦǘŜǊƴƻƻƴ 

tea, and late snack.  

¶ Meals will be nutritionally balanced and food served will be low in sugar, salt and fat.  

¶ Fresh fruit and vegetables will be used on a daily basis. 

¶ Water will be available at all times, milk will be served 2 times per day. 

¶ {ŜǊǾƛƴƎǎ ǿƛƭƭ ōŜ ǾŀǊƛŜŘ ǘƻ ŎŀǘŜǊ ŦƻǊ ŜŀŎƘ ŎƘƛƭŘΩǎ ŎƘŀƴƎƛƴƎ ŘƛŜǘŀǊȅ ƴŜŜŘǎΣ ŀƴŘ ŜŀǘƛƴƎ ŀōƛƭƛǘȅΦ 

¶ The Centre will seek information regarding dietary requirements from parents. 

¶ A high level of hygiene will be maintained when storing, preparing and serving meals (see staff guidelines for 

procedures to be used). 

¶ Children will have opportunities to become familiar with foods from a range of cultures. The foods that are 

served to children will be discussed with them. Children will be encouraged to have a hands-on experience in 

cooking and food preparation. 

¶ The Weekly Menu will be on display for parents and staff. Parents will be encouraged to provide recipes and 

ideas for meals. Information about nutrition and meal times will be given to parents during the year. 

¶ ¢ƘŜ /ŜƴǘǊŜΩǎ bǳǘǊƛǘƛƻƴ tƻƭƛŎȅ ǿƛƭƭ ōŜ ǎǳōƧŜŎǘ ǘƻ ǊŜƎǳƭŀǊ ŜǾŀƭǳŀǘƛƻƴ ŀƴŘ ǊŜǾƛŜǿΦ 

¶ Meal components are served separately whenever possible, to respect and encourage ŎƘƛƭŘǊŜƴΩǎ ŎƘƻƛŎŜǎΦ 

¶ When a child is celebrating a birthday, a cake can be brought in. No nuts will be accepted in the cake. 
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FOOD HANDLING PROCEDURE FOR STAFF 

Food handlers will wash hands before, during and after preparation.  

All food handlers ǎƘƻǳƭŘ ƘƻƭŘ ǘƘŜ ŎǳǊǊŜƴǘ άFOOD SAFETYέ ŎŜǊǘƛŦƛŎŀǘŜ.   

¶ All staff is to have their hair tied back.  

¶ Bench surfaces cleaned with sanitiser and paper towel.  

¶ Dirty utensils and dishes are washed up in water and rinsed in water that is above 80 degrees C or washed in 
the dishwasher on a suitable cycle.  

¶ Dishes etc. are stored on racks to air dry and then put away.  

¶ Cupboard doors and handles are cleaned daily. Floor is swept and disinfectant-washed daily. Fridge door 
handle and other handles are wiped with sanitiser and paper towel daily. Kitchen stove top is taken apart and 
cleaned daily. Oven is self- cleaning. Refrigerator interior and exterior is cleaned weekly.  

¶ Children must wash and dry their hands using soap before each eating experience. Children use   individual 
bowls/plates for each serve of food. Pre-School children use tongs or appropriate serving utensils to serve 
themselves.  

¶ At no time is food touched by fingers as it is being served / offered.  

¶ At Nola-Dee Child Care Centre allergies or reactions to food are known, and a photograph of the child, with 
notes on reactions is clearly displayed on the kitchen wall, so that all staff are aware if there is a special diet 
or need.  

¶ Water given to children is boiled and cooled to ensure safety.  
 

MEAL TIMES 

 

AIMS: 

¶ To provide a pleasant, social eating environment that assists in the learning of social and cultural values. 

¶ To ensure that food is available to all children regardless of the time of day they are at the Centre. 
 

PROCEDURES 

¶ Children will be encouraged to serve and feed themselves (wherever possible). 

¶ /ƘƛƭŘǊŜƴΩǎ ŎƘƻƛŎŜǎ ŀǊŜ ǊŜǎǇŜŎǘŜŘΦ hƴŜ ǿŀȅ ƛƴ ǿƘƛŎƘ ǘƘƛǎ ƛǎ ŦŀŎƛƭƛǘŀǘŜŘ ƛǎ ōȅ ǎŜǊǾƛƴƎ ƳŜŀƭ ŎƻƳǇƻƴŜƴǘǎ 
separately and encouraging children to make choices when serving themselves. 

¶ Staff and children will wash their hands before eating 

¶ Staff members will sit and participate with the children to provide a good role model and encourage 
conversation when possible. 

¶ Dietary requirements (medical) will be catered for wherever possible. 

¶ Recipes and food awareness experiences will be chosen from a variety of cultures. 

¶ Meal-times are to be unhurried and relaxed, with the social aspects of eating taken into account. 

¶ Snacks will be served in small group settings where possible. 
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 HYGIENE PROCEDURES 

AIMS 

¶ To provide a clean and healthy environment for the children in our care. 

¶ To ensure that universal hygiene practices are implemented and cross infection is minimised and controlled. 

¶ How to prevent the Spread of Infection 
 

Ways to prevent the spread of infection include hand washing, cleaning and disinfecting, immunisation and 

excluding contagious children and staff from the Centre. 
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ADMINISTRATION OF FIRST AID POLICY 

 

PURPOSE  

This policy provides guidelines for the administration of first aid at Nola-Dee Child Care Centre.  

 

POLICY STATEMENT  

VALUES  

The Early Learning Centre is committed to:  

¶ providing a safe and healthy environment for all children, educators, staff and others attending the service  

¶ providing a clear set of guidelines in relation to the administration of first aid at the service  

¶ Ensuring that the service has the capacity to deliver current approved first aid, as required.  
 

SCOPE  

This policy applies to the Approved Provider, Nominated Supervisor, Certified Supervisor, educators, staff, students 

on placement, volunteers, parents/guardians, children and others attending the programs and activities of Nola-Dee 

Child Care Centre, including during offsite excursions and activities.  

 

BACKGROUND AND NATIONAL REGULATIONS   

Background  

First aid can save lives and prevent minor injuries or illnesses from becoming major ones. The capacity to provide 

prompt basic first aid is particularly important in the context of an early childhood service where staff have a duty of 

care and obligation to assist children who are injured, become ill or require support with administration of 

medication.  

First Aid Training Regulations  

Regulations that governs the operation of the Nola-Dee CCC is based on the health, safety and welfare of children, 

and requires that children are protected from hazards and harm. As a demonstration of duty of care and best 

practice the Nola-Dee CCC ensures that all staff have current approved first aid qualifications (Education and Care 

Services National Regulations 2011).  

As a requirement, the Nola-Dee CCC employers have appropriate first aid arrangements in place, including first aid 

training, first aid kits and first aid facilities, to meet their obligations under the Occupational Health and Safety Act 

2004.  

First Aid training is updated annually with emphasis placed on CPR, anaphylaxis, asthma management, choking, 

burns, insect bites and convulsions. In the event of an emergency, staff will, to the best of their ability, facilitate the 

prompt and safe treatment of children by following the procedures below.  
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Emergency Accident/Injury/Trauma Procedures  

Staff assess the situation as either major or minor:  

 

If major (requiring emergency services)  
 

Staff:  

¶ Assess the child for injury and ensure that the child is comforted as required.  

¶ Move child to safety ς if it is safe to do so.  

¶ Assess for Hazard and apply hazard control as required  

¶ Alert other staff members to call an ambulance.  

¶ Contact parent/s.  

¶ Ensure the supervision of the remaining children.  

¶ If an ambulance is required, and it is appropriate, accompany the child to hospital and remain with the child 
until the arrival of the parents.  

¶ Complete Emergency Accident Injury Records.  

¶ Submit a telephone report of the accident to the Secretary of the Department of Education and Early 
Childhood Development within 24 hours followed by written notification as soon as practicable.  

¶ Please note: the above procedures may occur simultaneously as staff numbers allow  
 

 

If minor (first aid only required)  

Staff:  

¶ Administer first aid such as ς cold pack application, dressing, comfort and rest.  

¶ /ƘŜŎƪ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ŘŜǘŀƛƭǎ ǿƛǘƘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ ŦƻǊ ŀƭƭŜǊƎƛŜǎΣ ǊŜŀŎǘƛƻƴǎΣ ƳŜŘƛŎŀƭ ƘƛǎǘƻǊȅΦ  

¶ Complete the Accident Injury Record and have parents sign on arrival at kindergarten.  

¶ Bodily Fluid Spills  

¶ Staff in-service training for infection control guidelines is ongoing. The following procedures are 
implemented in the event of a blood spill, vomit incident or bowel accident:  

¶ The child is immediately attended to.  

¶ Staff follow recommended first aid guidelines as necessary.  

¶ Children are removed from / kept clear of spillage area. 
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Regulations and standards  

 

Relevant regulation and standards include but are not limited to:  

 

¶ Child Wellbeing and Safety Act 2005 (Vic) (Part 2: Principles for Children)  

¶ Education and Care Services National Law Act 2010: Sections 167, 169  

¶ Education and Care Services National Regulations 2011: Regulations 87, 89, 136, 137(1)(e), 168(2)(a), 245  

¶ bŀǘƛƻƴŀƭ vǳŀƭƛǘȅ {ǘŀƴŘŀǊŘΣ vǳŀƭƛǘȅ !ǊŜŀ нΥ /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ  

¶ Standard 2.3: Each child is protected  

¶ Element 2.3.2: Every reasonable precaution is taken to protect children from harm and any hazard likely to 
cause injury  

¶ Occupational Health and Safety Act 2004  
 

 

 

4. DEFINITIONS  

The terms defined in this section relate specifically to this policy. For commonly used terms e.g. Approved Provider, 

Nominated Supervisor, Regulatory Authority etc. refer to the General Definitions section of this manual.  

 

Approved first aid qualification: A list of approved first aid qualifications, anaphylaxis management and emergency 

asthma management training is published on the ACECQA website: www.acecqa.gov.au  

 

Duty of care: A common law concept that refers to the responsibilities of organisations to provide people with an 

adequate level of protection against harm and all reasonable foreseeable risk of injury.  

 

First aid: The provision of initial care in response to an illness or injury. It generally consists of a series of techniques 
to preserve life, protect a person (particularly if unconscious), prevent a condition worsening and promote recovery. 
First aid training should be delivered by approved first aid providers, and a list is published on the ACECQA website: 
www.acecqa.gov.au/qualifications/approved-first-aid-qualifications 
 
First aid kit: The Compliance Code First aid in the workplace, developed by Worksafe Victoria, lists the minimum 
requirements for a first aid kit. First aid in the workplace is available at www.worksafe.vic.gov.au 
  
Incident, Injury, Trauma and Illness Record: Contains details of any incident, injury, trauma or illness that occurs while 

the child is being educated and cared for by the service. Any incident, injury, trauma or illness must be recorded as 

soon as is practicable but not later than 24 hours after the occurrence. Details required include the:  

 

 

http://www.acecqa.gov.au/
http://www.acecqa.gov.au/qualifications/approved-first-aid-qualifications
http://www.worksafe.vic.gov.au/
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¶ Name and age of the child  

¶ Circumstances leading to the incident, injury, trauma or illness (including any symptoms)  

¶ Time and date  

¶ Details of action taken by the service including any medication administered, first aid provided or medical 
personnel contacted  

¶ Details of any witnesses  

¶ Names of any person the service notified or attempted to notify, and the time and date of this  

¶ Signature of the person making the entry, and time and date of this.  
 

These details need to be kept for the period of time specified in Regulation 183. A sample Incident, Injury, Trauma 

and Illness Record is available on the ACECQA website.  

 

Medication record: Contains details for each child to whom medication is to be administered by the service. This 
ƛƴŎƭǳŘŜǎ ǘƘŜ ŎƘƛƭŘΩǎ ƴŀƳŜΣ ǎƛƎƴŜŘ ŀǳǘƘƻǊƛǎŀǘƛƻƴ ǘƻ ŀŘƳƛƴƛǎǘŜǊ ƳŜŘƛŎŀǘƛƻƴ ŀƴŘ ŀ ǊŜŎƻǊŘ ƻŦ ǘƘŜ ƳŜŘƛŎŀǘƛƻƴ 
administered, including time, date, dosage, manner of administration, name and signature of person administering 
the medication and of the person checking the medication, if required (Regulation 92). A sample medication record 
is available on the ACECQA website: http://www.acecqa.gov.au/Uploads/files/Templates/MedicationRecord.pdf  

  

Resuscitation flowchart: Outlines the six steps involved in resuscitation: danger, response, airways, breathing, 

compression and defibrillation. The Australian Resuscitation Council provides flowcharts for the resuscitation of 

adults and children free of charge at http://www.resus.org.au/public/arc_basic_life_support.pdf  

  

Serious incident: An incident resulting in the death of a child, or an injury, trauma or illness for which the attention 

of a registered medical practitioner, emergency services or hospital is sought or should have been sought. This also 

includes an incident in which a child appears to be missing, cannot be accounted for, is removed from the service in 

contravention of the regulations or is mistakenly locked in/out of the service premises (Regulation 12). A serious 

incident should be documented in an Incident, Injury, Trauma and Illness Record (sample form available on the 

ACECQA website) as soon as possible and within 24 hours of the incident. The Regulatory Authority (DEECD) must be 

notified within 24 hours of a serious incident occurring at the service (Regulation 176(2) (a)). Records are required to 

be retained for the periods specified in Regulation 183.  

 

5. SOURCES AND RELATED POLICIES  

Sources  

¶ !ǳǎǘǊŀƭƛŀƴ /ƘƛƭŘǊŜƴΩǎ 9ŘǳŎŀǘƛƻƴ ŀƴŘ /ŀǊŜ vǳŀƭƛǘȅ !ǳǘƘƻǊƛǘȅ ό!/9/v!ύΥ www.acecqa.gov.au   

¶ Australian Red Cross: www.redcross.org.au   

¶ St John Ambulance Australia (Vic): www.stjohnvic.com.au   

¶ First aid in the workplace: www.worksafe.vic.gov.au   
 

http://www.acecqa.gov.au/Uploads/files/Templates/MedicationRecord.pdf
http://www.resus.org.au/public/arc_basic_life_support.pdf
http://www.acecqa.gov.au/
http://www.redcross.org.au/
http://www.stjohnvic.com.au/
http://www.worksafe.vic.gov.au/
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Service policies  

¶ Administration of Medication Policy  

¶ Anaphylaxis Policy  

¶ Asthma Policy  

¶ Emergency and Evacuation Policy  

¶ Excursions and Service Events Policy  

¶ Incident, Injury, Trauma and Illness Policy  

¶ Staffing Policy 
 

PROCEDURES  

The Approved Provider is responsible for:  

¶ Ensuring that every reasonable precaution is taken to protect children at the service from harm and hazards 
that are likely to cause injury.  

¶ Assessing the first aid requirements for the service. A first aid risk assessment can assist with this process  

¶ Ensuring that at least one educator with current approved first aid qualifications (refer to Definitions) is in 
attendance and immediately available at all times that children are being educated and cared for by the 
service (Regulation 136(1) (a)). This can be the same person who has anaphylaxis management training and 
emergency asthma management training, also required under the Regulations  

¶ Appointing a staff member to be the nominated first aid officer. This is a legislative requirement where 
there are 10 or more employees but is also considered best practice where there are fewer than 10 
employees  

¶ advising families that a list of first aid and other health products used by the service is available for their 
information, and that first aid kits can be inspected on request  

¶ Providing and maintaining an appropriate number of up-to-date, fully-equipped first aid kits that meet 
Australian Standards (refer to Definitions). The appropriate number of kits will depend on the number of 
children in the service, the number of rooms and their proximity to each other, and distances from outdoor 
spaces to the nearest kit  

¶ ensuring a risk assessment is conducted prior to an excursion to identify risks to health, safety, or wellbeing 
and specifying how these risks will be managed and minimised (Regulations 100, 101)  

¶ providing and maintaining a portable first aid kit that can be taken offsite for excursions and other activities  

¶ ensuring that first aid tǊŀƛƴƛƴƎ ŘŜǘŀƛƭǎ ŀǊŜ ǊŜŎƻǊŘŜŘ ƻƴ ŜŀŎƘ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ǊŜŎƻǊŘ  

¶ ensuring safety signs showing the location of first aid kits are clearly displayed  

¶ ensuring there is an induction process for all new staff, casual and relief staff, that includes providing 
information on the location of first aid kits and specific first aid requirements  

¶ ensuring that parents are notified within 24 hours if their child is involved in an incident, injury, trauma or 
illness at the service and recording details on the Incident, Injury, Trauma and Illness Record (refer to 
Definitions)  

¶ ensuring that staff are offered support and debriefing following a serious incident requiring the 
administration of first aid (refer to Incident, Injury, Trauma and Illness Policy)  

¶ ensuring a resuscitation flow chart (refer to Definitions) is displayed in a prominent position in the indoor 
and outdoor environments of the service  

¶ Keeping up to date with any changes in procedures for administration of first aid and ensuring that all 
educators are informed of these changes.  
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The Nominated Supervisor is responsible for:  

ω Ensuring that every reasonable precaution is taken to protect children at the service from harm and hazards 
that are likely to cause injury (Section 167)  

ω Ensuring that the prescribed educator-to-child ratios are met at all times (refer to Supervision of Children 
Policy)  

ω Ensuring that all staff approved first aid qualifications, anaphylaxis management training and 
emergency asthma  

ω Management training are current, meet the requirements of the National Act (Section 169(4)) and National 
Regulations (Regulation 137), and are approved by ACECQA (refer to Sources)  

ω Ensuring a risk assessment is conducted prior to an excursion to identify risks to health, safety or wellbeing 
and specifying how these risks will be managed and minimised (Regulations 100, 101)  

ω Ensuring a portable first aid kit is taken on all excursions and other offsite activities (refer to Excursions and 
Service Events Policy).  
 

The nominated first aid officer is responsible for:  

 

¶  Maintaining a current approved first aid qualification (refer to Definitions)  

¶  Monitoring the contents of all first aid kits and arranging with the Approved Provider for replacement of 
stock, including when the use-by date has been reached  

¶  Disposing of out-of-date materials appropriately  

¶  Ensuring a portable first aid kit is taken on all excursions and other offsite activities  

¶  Keeping up to date with any changes in the procedures for the administration of first aid.  
 

Certified Supervisors and other educators are responsible for:  

 

¶  Implementing appropriate first aid procedures when necessary  

¶  Maintaining current approved first aid qualifications, and qualifications in anaphylaxis management and 
emergency asthma management, as required  

¶  Practicing CPR and administration of an auto-injection device at least annually (in accordance with other 
service policies)  

¶  Ensuring that all children are adequately supervised (refer to the Supervision of Children Policy) while 
providing first aid and comfort for a child involved in an incident or suffering trauma  

¶  Ensuring that the details of any incident requiring the administration of first aid are recorded on the 
Incident, Injury, Trauma and Illness Record (refer to Definitions)  

¶  Notifying the Approved Provider or Nominated Supervisor six months prior to the expiration of their first 
aid, asthma or anaphylaxis accredited training  

¶  Conducting a risk assessment prior to an excursion to identify risks to health, safety or wellbeing and 
specifying how these risks will be managed and minimised (Regulations 100, 101).  
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Parents/guardians are responsible for:  

 

¶  tǊƻǾƛŘƛƴƎ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ ǎŜǊǾƛŎŜΩǎ ƳŜŘƛŎŀǘƛƻƴ ǊŜŎƻǊŘ όǊŜŦŜǊ ǘƻ 5ŜŦƛƴƛǘƛƻƴǎύ  

¶  Providing written consent (via the enrolment record) for service staff to administer first aid and call an 
ambulance, if required  

¶  .ŜƛƴƎ ŎƻƴǘŀŎǘŀōƭŜΣ ŜƛǘƘŜǊ ŘƛǊŜŎǘƭȅ ƻǊ ǘƘǊƻǳƎƘ ŜƳŜǊƎŜƴŎȅ ŎƻƴǘŀŎǘǎ ƭƛǎǘŜŘ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ǊŜŎƻǊŘΣ ƛƴ 
the event of an incident requiring the administration of first aid.  

 

Volunteers and students, while at the service, are responsible for following this policy and its procedures.  

 

EVALUATION  

 

¶  In order to assess whether the values and purposes of the policy have been achieved, the Approved 
Provider will:  

¶  Regularly check staff files to ensure details of approved first aid qualifications have been recorded and are 
current  

¶  Monitor the implementation, compliance, complaints and incidents in relation to this policy  

¶  Review the first aid procedures following an incident to determine their effectiveness  

¶  Regularly seek feedback from the nominated first aid officer and everyone affected by the policy regarding 
its effectiveness  

¶  Keep the policy up to date with current regulations, research, policy and best practice  

¶  Consider the advice of relevant bodies or organisations such as Australian Red Cross and St John Ambulance 
when reviewing this policy  

¶  wŜǾƛǎŜ ǘƘŜ ǇƻƭƛŎȅ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ ǎŜǊǾƛŎŜΩǎ ǇƻƭƛŎȅ ǊŜǾƛŜǿ ŎȅŎƭŜΣ ƻǊ ŀǎ ǊŜǉǳƛǊŜŘ  

¶  Notify parents/guardians at least 14 days before making any changes to this policy or its procedures.  
 

  

 

Reviewed 01.01.2017 

 

 

 

 

 

 

 


