NOLADEE CENTRE PHILOSOPHY
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inclusive of children regardless of their, gender, ethnicity, social circumstances and disabilities. Underlying this is o
belief that evey child is an unique individual with inherent qualities, skills and potential.

At NolaDee we aim to provide children, families and community with an atmosphere that is warm, welcorling,
nurturing and fun. We offer a safe and supportive environment foidebin to be themselves and to learn to develo)
at full potential.

hdzZNJ 9RdzOF 12 NAR NBXO23yAiasS GUKS AYLERNIFYyOS 2F OKAf RNBY
approach of guided play and learning. We aim to offer opportunities that yil0e2 dzNJ 3S OKAf RNB / Q2
1. Making sure that they fedBelongingthis gives them security and confidence to form connection with people ¢ind
environment around them2. Ensuring that they are comfortable Béingwho there are. Children will bailseltsteam
knowing their identity and through that beginning to understand social diversity and gender differences, thus be gin tc
make their choices and become their own decision make@nce children start to build their relationship with others

and karn who they are they being the procesBafcomingwvho they want to become. In that, they are beginning th e
foundation by showing their interest and strength in their play. This allows us to formulate our program.

We believe children learn and growt different pace. Therefore, we allow children to accomplish each learring
experiences at their own pleasure.

Educators encourage children to develop dispositions for learning such as curiosity, cooperation, confiience
creativity, commitment, enthusiasnpersistence, imagination and reflexivity. These dispositions attribute to every
child's long term goals d@elonging, Bieg and Becoming

Furthermore, we believe it is important for children to learn about other cultures to appreciate the world arcund
them, especially to be empathic with people of different cultures. It is therefore important that children participa:e in
diverse multicultural activities where they will learn to respect differences amongst diverse cultures and pe¢ople.
Children being unique individuals learn at their own pace and will develop skills and abilities when they are
developmentally ready.
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succeed in whatever endeavours they may undertake. As a consequence children need a happy, safe, se:ure «
stimulating learning envirament wherethey will develop and learn in stable, sensitive and challenging surroundiigs.
a4 OKAf RNByQa -&eemfiriciRaSes @rfl theirysKills an8 fbflities continue to develop, children will
gradually acquire decision making abilities wrach important to their future social interaction and work relationshiy s
success in our complex social structure.

Educators maintain professional practice by ensuring our ‘image of the child' is of a capable, curious, indepc:nder
knowledgeable, resourcefland unigue 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 communic ation

Building positive relationships is integral to N@lae CCC. We strive to achieve open communication betw :en
educators, children, parents and families, management and support agencies. Parents and families are encou aged
be involved by providing feedblacand contributing their skills and talents to our centre.

Educators are valued and respected for their individual strengths and abilities that they bring t&®I&CC.
Ongoing professional development, and opportunities to liaise with other earldhdod professionals, allows
educators to continue to create the best environment for children to grow and develop.
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We understand that the Framework is based on conclusive evidence from around the world research, tha: earl
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philosophy has been structured to reflect this and emphasizestpdagd learning with communication, languace
early numeracy and literacy. Being @di in the early years if a child is to reach maximum potential and succee d in
our complex social environment.

In partnership with the families and educators we have arrived at this philosophy and will be doing an annual evie\
as deem necessary.

Reviewed)1.01.2017

Reference:

*The Children Youth and Family Act 20Qprovisions of this Act came into effect 023/4/2007
* Child Well Being and Safety Act 2005 enacted on 1/06/2006
* Child Youth and Family Regulations 2007 version as at 23/4/2007

* Educationdand Care Services National Regulations 2012

*National Quality Standarchttp://www.acecga.gov.au/Quality-Areas
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OUR GOALS

FOR CHILDREN TO...

T
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Be encouraged to participate in\ariety of experiences which will enhance the development of criti:al
thinking skills

Develop an understanding and positive attitude towards gender, their own and others cultural and linguistic
backgrounds and differences in ability

Use peaceful strategieand 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 ithe 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 dvelop an understanding and awareness of their natural and-rsatfe
environments

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

1

Provide a holistic approach to care regarding dhRNBSy Qa SY2 G A 2 y I f -concegt, aidphagd O
and communication skills, thinking, reading and problem solving, creative development, gross and fine moto
development and cultural understanding, focusing on individuals needs and interests.
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for individuals and groups of children.

Maintain a positive and supportive relationship with families and an exchange of information regarding th
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 comafence, training and experience and knowledge of early childhcod
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 thegpphinof the National
Quality Standard, NQF and Code of Ethics of the Australian Early Child Hood Association, whilst crating
positive and rewarding environment for those who work and use the centre.
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FOR FAMILIES TO...

91 Provide input into theorogramme, learning environment and care of their child at the service in any way hey
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 enabledin child to reach their full potential

Develop a trusting, open relationship with staff at the centre

Ensure that family discussions relating to NDiee Child Care Centre are in a positive manner to elevate child
anxieties

Feel that their values and befs are respected

Establish effective communication and an exchange of information with staff regarding their child on & daily
basis.

THIS POLICY
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A Recognises the necessity for the service to be both flexible and responsive to the needs of familielas
staff.

A Recognises the need for Centre staff to be experienced in early childhood education principles.

A Recognises the necessity for Centre staff to be aware of and abide by the Child Care Centres Assoc ation
Victoria Code of Ethics and the NatioQalality Standard.

CENTRE MANAGEMENT

NOLADEES privately owned and has been registered as a Class 1 Centre since 1984. The proprietor is Juditt Hua
It is registered for 36 children. It carries a 10 million dollar legal liability insurance cover thv@ughnsurance &
Epsilon Underwriting Ageres.

The centre is registered withe Department of Human Services, The National Quality Standard and the City of Mc nash
Council.

As an approved Long Day Care centre, Nola Dee Child Care Centre is able to care for children between 6 mcnths
6 years ofage.

/| SYGNBQa 2 la®betwéeh v a.k@6dNEM. Monday, Friday

Please note: Public holidays are treated as such and unless otherwise advised, the centre will not be operatione | duri
such time.
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CONFIDENTIALITY & PRIMAGYEMENT

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 cdnfide itia
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 accordingNattbeal Privacy
Principles

Educationand CareServicesNational Regulation2011: 177-184
Linkto National Quality Standard:7.3.1,7.3.5
PolicyGuidelines

TheApproved Provider will:

1 Ensure that information collected from families, educa6TDEtors and the community is maintained in a privi te
and confidential manner at all times.
1 Ensure that such information is not divulged or communicated (directly or indiréathnother person other
than the ways outlines as appropriate in the Education and Care services National Regulations 2011, 181, whicl
says information can be communicated:
1 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

= = =4 =4

With written consent of tie personal who provided the information.

Nominated Supervisor will:

1 Maintain upto-date enrolment records, including information from families on immunization, update:;,
contact details of family members, emergency contact information and any medicalabiinégrmation
required by the centre.

T 9yadaNBE (GKFIG OSyiGNB NBO2NRaxX LISNER2YyYySt NBO2NRa:
according to policy and remains private and confidential within the centre at all times.

Educators will:

 Maintainchi RNBYy Qa AYyF2NXIFGA2Y YR &ai2NB R20dzySyidl (A
1 Not share information about the centre, management information, other educators or children and
families without written permission or legislative authority.
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Statutory Legislation& Considerations

PrivacyAct 1988

PrivacyAmendmentPrivateSectorAct2000

NationalPrivacyPrinciples

Privacyand PersonalnformationProtecion Act1998

ECAc Codeof Ethics

Children(Educatiorand CareServicesNationalLawApplicationAct 2012
Educatiorand CareServicedNationalRegulation2011

Guideto the NationalQuality Standard3) ACECQ011)

Childrenand YoungPersongCareand Protection)Act 1988

Sources
Officeof the Australianinformation Commissioner
AustralianLegallnformation Institute

EarlyChildhoodAustralia

Reviewed 01.01.2017
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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/

ADMINISTRATION

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

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

2 KSNBE | OKAfRQa LXIFOS Aada KSftR 0ST2NBE 02YYSyOSYSyi({ 2
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 w\h 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 ard a
placed held for your child.

PROCESSING FEES

91 Child care fees, as set, are payable to the Directors/coordinator of the centre on the Monday of eaat) vieek
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 ihe global financial environment e.g. Interest rates etc. changes.

1 Current fulltime weekly fee: $445 per week
1 Daily fee: $110.00 (minimum 2 days a week)

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

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

Extended sick leave will be discussed with the parents with consideration given to the illness and the expected tirr
away.

Child care fees are NOT payable when our Centre is closed for our annual hotiftaryspecial occasions (if any) cf
our making. Where possible, adequate notice of these special times will be issued.

Reviewed 01.01.2017
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LATE FEE COLLECHONCY

The approved hours of operation of the centre and the employment conditions of the staff are such that the
Centre cannot remain openetdleyond6.00 p.m. each day.

As many of our statiascommitments after 6.00 p.m., we have tried to devise a policy that is fair for all concerncd.

If you anticipate that you will be late, collecting your children parents are expected to telephone the Centre and|
advise staff of the detailsf for some reasn parents will be unable to collect their children, it is up to the director "0
make alternative arrangements with the particular parents.

1 Alate penalty fee of $1.00 per minute thereafter will be payablgarent arriving at the Centre after 6.00 p.m.
1 Child Care Benefit will not apply to this late fee.
1 This penalty payment will be forwarded directly to the two staff wamainon the premisesafter hours.

We trust that you understand the need for introducing the late fee. Having children in the Gdteres.00 p.m.
leaves Council inreachof the State Government Childr@nServices Centres Regulations and creates unnecessary
stress for all concerned.

WITHDRAWAL FROM CARE

A parent is required to give minimuiin K NB S nétiSeSrwéitRdg in advance or pay for three weeks care in advaiice
0STF2NB | OKAfR tSI@gSad / KAt RNBY 6K2 GAUGKRNI ¢ FNRBY I
wish to reenrol and if necessary, be placed on a waiting list.

THBEWNAITING LIST

Accordingtahe CS RS NI f D @ SNII2 W3 (i Q & dFA ,RHEOCBSYEGIBWS asystem whereby people

who are deemed, under this system, to have the highest need will be offered care first, even though a family me y hay
placed their name on the waiting list before another famiyt no child or parents will be disadvantaged as altes

The Briority of Accesqyuidelines will be effective at all times.

Nola DeeChild Care Centrenrols children according to this Priority of Access guideline. Parents with children the t fall
into the following categories are to have a higher priotitgn others on the waiting lisHowever the centre makes
every effort to ensure that none will bdisadvantaged
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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 satisfyytink/training/study test
under section 14 of thé& 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 ies;

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

= =4 =4 =4 A =

The information re Priority of Access is taken frtme Child Care ServisiHandbook 200-2010 p67-68. For all
approved child care services/ww.facsia.gov.au/childcarehandbook

However it is nderstood 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 implity, and they NODeing at fault in any way.

ENROLMENT

ENROLMENTS ARE AVAILABLE FOR CHILDREN BETWEEN THE AGES(GFY&EMIINTHS

Enrolment will be accepted providing:

1 Themaximum daily attendance does not exceed the licensed capacity of the centre.

1 A vacancy is available for the booking required and in the agreed number of chikkeB®years for the
centre

ENROLMENT PROCEDURE

¢ Parents are requested to complete theyC& NBE Qa 02y ¥ A RSy (a dll frelat&dyinid@niatios y i
pertaining to the child is to be listed accordingly.
The enrolment forms remain in the care of the proprietor.
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¢ An orientation of the centre with paresenrolling ther child will be conductedy the licensee or Coordinator

¢ Interview with the parens enrolling the child will be carried out by the Licensee or coordinator to co ser
operational policies, and provide the parent with copies of:

- Parent Information Handbook

- (hild Care Benefit Application Form (if required)

- /I SYyaNBQa Oz2yil OG RSGFAfa o odzaAySaa OF NRO
- Enrolment application forms

- Confidential Enrolment Details Form

(Note: Children cannot stagt the centrewithout the detailed enrolment form being completeshd signed All forms must be
updated whenever situations change, i.e. add®s phone numbers, emergency contact, etc.)

CHILD CARE BENEFIT

The Nola Dee Child Care Centre is registered with the Government Childcare Benefit Prognzemeaisceligible for
Childcare Benefit are required to complete the relevant claim form and lodge it to one of the Family Assistance Office
(FAO) to ascertain the percentage rebate applicable to them.

FAO will issue our Centre with your family customeference number (CRN) and the percentage of your child care
entittements, 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 finaneigl(geme absences
count towards the 42 days limit e.g. Anninaliday). Note absent days without a medical certificate will be includ :d
within the 42 days limit.

Allowable absence days can be taken for any reason (provided the day being claimed asas sbaelay 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, llowable absences cannot be used to enable CCB to be paid for feesdhargserve 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 ndvstaise of an approved
absencereason, the family may claim CCB.

10
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Similarly, if the family has advised that their child will leave the centre on a particular day, but that child do¢'s nor
attend their last sessions of cafi@ an approved absence reasothe family may clan CCB for the days the child wes
otherwiseexpected to attend.

APPROVED ABSENCE DAYS

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

lliness(with a medical certificate)

Norrimmunisation

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 parendieig or
Attendance at preschool.

= =4 =4 = =8 = =8 -8 =8

These absences do not count towards the 42 allowable absence days providing a copy of supporting docu ment
provided.

ADJUSTMENJDF FEES
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Benefit, it is the responsibility of the parent/guardian to notify FAO (Family Assistance) as well as the Centre
Directors of this change

FAOcontact no:13 6150

The information re Child Care Benéefit is taken frii@ Child Care Service Handbook 2T¥ Ofor all approved child
care serviceswww.facsia.gov.au/childcarehandbook

11
Nola -Dee Parent Hand Book 2017


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

ORIENTATION

The Centre offers new family an orientation upon signing and enrolling to start at our service. This process s dor
through prior arrangements with the Director/second in charge of the service. On this particular date arranged, a time
will be allocated fo 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 centr
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 thatgpar
understand what the level of participation expected of them is and that they are involved in mutual decision me king
about the care of children and the goals of the Centre.

PROCEDURE

1 Families must complete an Enrolment and must be returned before gluld can start at the Centre.

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

1 On the second visit we suggest the parent/guardian leaves the premises3fopdrs. Preferalyl over a rest
time. This will allow the child to sleep at the centre before commencing care.

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

be charged.
T CFrYAftASAE IINBE al8Ry&2 BINAGS) a2KRNRQ{GWANz2zY (G2 Sy
OKAf RQad AYRAGARdIZ t NBIdANBYSyidao
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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 ¢19 /9b¢wo

Children thrive on regularity, stability and familiarity, and automatically reject any intrusion or interruption of their
lifestyle. Sohow do you handle separation and settling in?

9 Children who regularly come to the centre generally settle in quiEldyents are to mticipate a settling in period
of up to four weeks.

1 Be understanding. How do you, as an adult, feel in a strange sitdatd2 y 3 a i NI y3S LIS2 L) SK
Now, multiply those feelings threefold.

1 Be confident. Children tune in quickly to your emotions and respond in the loudest, most fractious manne - they
can muster.

12
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PARENTS: HOW CAN YOU HELP?

1 Bepositvd 6 2dzi 6Kl G &2dz ' yR &82dzNJ OKAf R INB R2Ay3Id C2
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Be consistent in your routine for leaving home and arrival at the CegglRe y Qi NXza K ¢

1 Give yaur child a hug and kiss then PLEASE LEAVE WITHOUT FURTHER ADO. Our staffs ane Semnseo/e
tocateri 2 @2 dzNJ OKAf RQ& y SSRa dHe/shiwill&op@and SO WHLE ¥QU. & 2 dzN) O

T 'ftglrea alke I22Ro0eS (2 @2 dz2NmiKk anRasy dptioh, But dod¥ ndthing ‘6 L {
0dzA f R @ 2 dzNJ OKA f Rs@tie thora iytfe hdwSiy0&iédn. Ay & 2dz 2 NJ

f 52yQid GFf1 lFo2dzi @2dz2NJ OKAfR G2 (GKS adr¥TF gA0K.Y
guestions or problemswe 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 accustorred to
the change by staff. Staff will occasionally take them for visits to the next roomgldin to the child as well as the
parents about the differences in the next room.

t I NBydasxs {GFFF FYR 5ANBOG2NI gAff RSGSNNAYS 23S0k SN
movements will occur when vacancies are available. The stafhailé 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, atreasohaB Ay i SNl ft 4> IABS FSSRol O] G2 LI
FYR kK 2NJ RAFFAOdzZ GASad ! aSidtAy3a Ay LI 3IS 2dzift AyAy3
o8& aidl¥F¥ IyR GKA&A gAff @fflioor RRSR (2 (GKS OKAfRQA AyRA

Parent Interviews will be offered in the first few months of the year to allow parents to meet with Team Leader:; to
talk about their child and their expectations for the year ahead.

Staff and parents are encouraged to talk to each other and exgdarformation about their children. Following
communication methods are using:

V 5FAf@ O02YYdzyAOlIGA2Y 2LIiA2yas AyOf dzRAY3I GNAulGS
V Newsletters

V Parent Interviews

V /| KAt RNBYQa t2NITF2tA2a

References:

Child Care Orientationvww.anu.edu.auchildcardaecc/PolOrient.htm

Child Care Policyvww.caresrone.com.au/Education

Department of Education, Employment and¥place Relations (2009 ¢longing, Being and Becomirithe Early
Year Learning Framework for Australia.
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DELIVERY AND COLLECTION OF CHILDREN POLICY

NolaDee Child Care Centre is committed to the safety, wellbeing and adequate supervision of dtiltdimes
they are at the centre, including times which may be beyond normal operating times as a result of a late pick Lp.

PROCEDURES

Delivery of Children

1
)l

|l
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The childMUST be signed in at time of delivery in the Attendance Book (eg: if a child is delivered later tyan
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: rianléie foyer entrance).

Collection of children

=A =4 =

= =4
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The child must be signed out in the Attendance Book at the time of collection.

If an emergency arises and someongealvill be picking up the child, verbal or written authorization must he
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 egis this must be discussed with the Certified Supervisor as soon as this occurs and ¢. copy
Ydzai 06S LINBPRdzOSR FyR FTAE{SR gA0GK (GKS / KAfRQa 9'VNE

Late Collection of Children

If a child has not been collected or contact from the parent made to th#r€80 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 notifédtir 2 hours.

* If the Certified Supervisor need to leave the child care, then a member or members of the centr2
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 parefi 2 NJ a2 dzi 2 F L.
expenses.

14
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KEY RESPONSIBILITIES AND AUTHORITIES

1 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.

1 The Centre Certified Supesor is responsible for the day to day implementation of this policy.
1 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
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ACCEPTANCE AND REFUSAL OF AUTHORISATION POLICY

NolaDee Child Care Centreasmmitted to the safety, wellbeing and adequate supervision of children at all time s
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 paky outlines authorisation requirements for our childcare and actions to be taken where an authorisatior
submitted by parents or guardians is incomplete/inappropriate and therefore could lead to refusal to enact the
authorisation.

COLLECTION OF CHILDREN

1

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 tr e
LISNE2Y Qa | G4 Sydthexhild intdtieR dade. WKEdves podshbly, 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 esjuhey collect the

child as soon as possible. If the person refuses to allow the child to be collected by another Authorised
b2YAYSSs SRdzOF(i2NB IINB G2 AyF2N¥ (GKS LRtAOS 27 |
registration number.

Educatorsare 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 arduieation service.

LG Aa G GKS SRdzOF 42NBRQ RAAONBGAZ2Y (2 RSOGSN¥YAYS
care for the child based on the individual case and circumstances.

Educators cannot prevent a parent from collectinghdld, 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 winiler 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.
NolaDee 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
GKSNBE GKS O2tfSOlA2y 2F | OKAfR LlasSa | LRGSYuAl
alternative means, child protection authorities police should be notified and advice sought as to how to
proceed.
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ADMINISTRATION OF MEDICATION

The name of the child.

¢CKS I dziK2NAR&lIGA2Y (2 | RYAYA&AUGSNI YSRAOIGAZ2YZ & 3y
record as authorised toonsent 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.

1 The date the authosation is signed.
Medical treatment of the child including transportation by an ambulance service (included and authorised initially as
LI NI 2F GKS OKAfRQA SYNRfYSyld NBO2NROY

= =

= =4 -4

Y The name of the child.

9 Authorisation to seek medical treatment for the child framegistered medical practitioner, hospital or
ambulance service.

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

9 The name, address and telephone number of the child's registered medical practitioner or medical sen ice
and if aailable the child's Medicare number.

1 The name of the parent or guardian providing authorisation.
9 The relationship to the child.

9 The signature of the person providing authorisation and date.
Emergency medical treatment (included and authorised initiallyJasNIi 2 F G KS OKAf RQa Sy NP
during enrolment):

9 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. medacditioner, ambulance or
hospital) including for those emergencies relating to asthma and anaphylaxis.

References
ldzZa NI fAlLY [/ KAfRNBYQad 9RdzOFGA2Yy YR /FNB vdzl f AGe ! dz
National Regulationschildren leaving the service premis@®egulation 99)

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

Reviewed 01.01.2017
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)
PARENTAL INVOLVEMENT /

ll

A

Increasing documentary evidence suggests thatitifience 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 reculatic
have further supported this research. At Ndd@e Child Care Centre, We encages and supports family connection
GAGK GKSANI OKAf RNByQa SELISNASYOS&as aINRGGK YR RSGSE
to participate in our Centre and seek to foster a sense of community, respect and belonging witiGerdte. We
believe that strong relationships between families and our staff will ultimately benefit all children in our care so:ially,
educationally and emotionally. Our Centre prides itself on the professionalism of our staff and the high quali¢y of car
that we provide to each child individually. As such, we support an Open Door practice which encourages and s 1ppol
families to visit the Centre, without prior notice, to observe and participate in programs and activities engagin¢ theil
child/ren. It isimportant to note that this practice is subject to and governed by any legally documented Court O ‘ders
which may be in place regarding access or custody.

WE WILL,

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

w Invite and encourage family participation through formal and informal contributions to programn ing
w Invite and encourage family participation in the formulation and review of policies in our Centre

w Invite and encourage family participation in events anddiaising initiatives

w Invite and encourage family participation in introducing cultural festivals, celebrations and langt ages
other than English spoken at home

w Invite and encourage family participation in Informational Sessions and through particigatic n
committees

w { KINB AYF2NNIGA2Y SAGK AYRAGARZ f FIFYAfASA NI
formal and informal feedback on family expectations and concerns

w Seek family feedback regarding your level of satisfaction with our cusesmice, suggestions for
improvement, areas of concern and comments regarding proposed new initiatives

w Seek the involvement of families in the development and review of ek Child Care Centre
Quality Improvement Plan

w Provide a suggestion box for gasccess in the front foyer

w Provide families with information regarding relevant authorities to contact to lodge formal
complaints, concerns and grievances
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w Proactively engage with families to ensure clear, open and honest communitatimeen staff,
Centre Management and families

w Provide regular written and verbal communication with parents regarding the Centre, our
achievements and planned activities

w Insist upon targeted parental involvement in the development of specific medicditomms risk
assessment and mitigation plans and individual communication plans for children identified witt
medical conditions

w Insist upon targeted parental involvement in the development of Action Plans for children ident fied
with medical conditions

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

Reference

w [ 2yadzZ GFdA2y 6AGK adFFFZ YIyFr3asSyYSyd g FlFYAf. Sa
whttp://www.kpv.org.au/page/view/iformation-sheets172/
whttp://betterkidcare.psu.edu/Workbooks/GetParentsinvolvedWkBK. pdf
whttp://childcare.about.com/od/volunteerism/ht/parentvolu

DAILY REQUESTS FROM PARENTS

A clearly named, suitable bag;

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

Sunscreen No50+ (from the beginning of September to end of Am@sitive skin types may requir¢:
special creamif this applies to your child, please refer to your medwalctitionerfor advice.

9 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 anlying else your child may require for the day;

=A =4 =4

=A =4 =4
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CLOTHING

Please dress your child in practical play cloth@gthing should be clearly named, particularly jumpers, cardigans,
raincoats and shoes.

[2y3 RNBaasSasz (ASa Imgvemedntkiei@dest 8hbeg With WNelcO Kriunriend IBaf Qe
comfortable and allow children to put them on independently. Refer to Sun Smart policy for clothing for summar
(i.e. tops with selves)he Centre supplies protective smocks for painting and adlsévities where the children may
become grubby. Bibs or aprons are used for meal times for younger children.

APPROPRIATE CLOTHING POLICY

When at NolaDee Child Care Centre, staff and children are requested to:

9 Wear hats in the outdoor environmeigtsunhats in summer/beanies in winter.

1 Wear shoes that completely cover the toespentoed sandals are not appropriate.
1 Tie back hair that is past shoulder length and preferably in a plait.
T

Clothes to cover shoulders and backs, therefore no flimsy, baakletsaplessiresses, singlet tops or brief
swimmers.

1 Limit jewellery to simple, noscratch piecesif at all.
1 Keepchild@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 Websiterw.sunsmart.com.au

Reviewed 01.01.2017
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NAPPY CHANGE & TOILEPDIGCY

'y STFFSOGAGS yIFLILR OKFy3IAy3d g G2AfSiAy3a LREtAOE A& 2
| @3ASYyS g &l FSie NBIdZANBYSyidia NS AYLRNIIFIYyd O2yaiaRs
developing toileting hilities should be guided with a sensible and sensitive approach from staff. For example Siaff
should have calm, reassuring attitude to toilet training and work in consultation with parents again. Nappy changing
aK2dzZ R YSSiG SI OK OHKa positReexpgrei&ibroughisinding, ta®ingFautd infendcting with

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

AIM:

1 To ensure that toileting and napghanging procedures are positive experire Iy R YSS{G SI DK
individual needs

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

1 To enable staff to observe and assess readiness for toilet training and digtiuéamilies appropriate
strategies

IMPLEMENTATION

Parents will:

*

Staff will:

| 2yadzZ 0 6AGK adFrFTF YR LINPDARS AYyF2NN¥IGAZ2Y 2y |
ensure consistency between home and the centre. This will be documented g f RQ& A Y RA @
development files.

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

Consult with parents about toileting training readinesslamplement routines consistent with home
practices.

520dzySyid OKAfRNByQa NBFRAYySaa FT2N G2AtSG OGN AyA
individual development files.

l RKSNBE G2 (GKS O2NNBOUG yI LR OK I nagpiksyadindichied byghe dzMNB
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 bgsliing (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 tc
toilets atall times.

Report to the Director cases of cresdection that may relate to ineffective toileting and nappy changinc
procedures.
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* ¢F1S Aytu2 O2yaARSNIGA2Y SI OK OKAfRQa AYRAGARdZ
changingncluding cultural expectations/needs.

* albylr3asS G2AtSGAy3 I OOARSyGa Ay || WLRaAAUGAOBSQ oI &
independence and praising children for attempts and achievements, at learning new ways.

*  Ensure nappy changing is an ogoador 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 infectic us
situations.

* Alsoregula@ OKS O]l OKAfRNBYQ o6FGKNR2Y G2 SyadaNB GKI G
towels.

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

Management will:

*  (Directors) Regularly monitor staff compliance to correct procedures. This will be documented in the
W5 ANBOG2NNa a2yidKfe /2YLIXALFYyOS / KSO1ftAalQo

* (Directors) Record and monitor cases of crivdection that may relate to ineffedte nappy changing &
G2Af SiAy3a LINPOSRdAzNBa Ay (KS WLYyFTFSOGA2dza 5AaSlk a

* Implement and record strategies to improve practices, all adjustments made to toileting & nappy ch inge
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 PROCED

t 2AA0A0BS O0SKI@A2dzN) 3dzZARFYOS adIFrNIa d o0ANIKXE |f2y13
needs. A secure start for a child fosters a much greater capacity in the child to learn, give to, and wait and to snare.
When infants startmoving about and exploring their environment.

1 Educators must be ready to distract, guidedieact attention and interest, and also remove unwanted
temptation;

9 Educators are to give lots of attention when babies are happy, talkative, playful but laésotthey are crying,
irritated or unhappy.

9RAZOI G2NE FNB aSyaAiAdsS G2 AyTFIydaQ tAYAGIGARZY S CKF

number of situations in which educators have tedieect is minimised through the restructung of the
environment, so as to give feelings of continuity and familiarity.

LANGUAGE TO BE USED WHEN TALKING TO THE CHILDREN

2 S ABEGEMTEE

28 | folREASEI 8T GKS OKAf RNBYy®
28 fAYAG No(KdS dzaS 2F «a

ROOM LIMITS

The children are not allowed the nappy change area or the Toileting area unless they are getting their nappy
changed or require to use the toilet.

''aS fFy3dzZ3S | LIINPLNAIFGS (2 GKS OKAfRQa RS@OSt2LIVSyi
they should be doing. 8if to speak slowly and look at the child when talking to him/her, exaniplezase go out

FYR LI Ie&x AGQa y20 @2dz2NJ GdzNy (2 KIF @S @2dzNJ yI LI COKI
When children are walking around with their bottle, instruct the child to what they should be doing:

dName2 ¥ OKAf RO fAS R2gy G2 KIFI@S @&2dzNJ 620Gt S LJX SIFasS 2N

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:

GoylryYS 2F OKAfRO 0SS 3ASydGtSs o0AGAY3a KdzNIiagég 2NJ
GoylYS 2F OKARO 0SS 3ISydfSy @2dz2NJ KdzZNIIAy3 22dzNJ FNASYR

The child should then be +éirected to another activity.
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D]
UNDERSTANDING TINY TOTS & TODDLER BEHAVIOUR ANDY gt

—

Tiny Tots and Toddlers have sevetaracteristics, 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 methoc of
guidance.

Lack of understanding

Toddlers sometimes do hurtful this to other children when playing and exploring, without understanding that tt ey
hurt them. Their primary objective is to explore the world, as they are in the process of learning that their actio 1s
have a cause and effect. This may mean that they pusliGwith 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 byglibppi
GKSANI KSIFR® ¢2RRf SNAQ FANBRG S ELINBGanetperighcepaking, jhibiSgNs &
and pulling. What toddlers need is not to be stopped from interacting with another child but shown how to do it
gently, and undersinds if they are hurting the other child.

Lack of sekcontrol:
OKI N OGSNA&aiGAO
o) R I 33NBaa

Q2 VA REBNI oREK SR 44 V0K A0 YRGS

LG Aa T 2
f ADS 2 NJ fo¥hibizér tdp@Bat thelNBe dRingS (2 ( KS

I NB
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 (Feo X2 & 0
* 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&lso, the child who did the biting will be shown the mark on the child he/she has bitter (if
any).¢ KAa gAff AYyONBlIaS (KS OKAfRQa 1y2¢ftSR3IAS 2F gKI
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 childrat the developmental stage where sharing would be viewed as appropri ate.

4 GAYS fAYAUGU aeadsSy Aa dzaSR S3adPéwmn Y2NB agAiaydaa GKSy

24
Nola -Dee Parent Hand Book 2017



PRE SCHOOL PROCEDURES

3 YEAR OLDS DEVELOPMENTAL LEVELS

Understands some appropriate ways of behaving

Have some sel€ontrol

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

= =4 -4 -—Aa A

Limits for the Preschool child:

The following are noacceptable 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 severd. @K AND WAT @k 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 39 minute, or when the child is ready to talk, talk to him/her abouteth issues;
1 Why the behaviour occurred;
1  What could the child have done instead; and
1 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 tHest 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 usanhectly, e.g. Tables are used for sitting at not on.

¢KS dzaS 2F @SNDBIf 3FdzZARFYyOS A& dzaSR F2NJ Ayl LPHEhipR I G

2FF (KBreRARNBESENZNEA RAT | 0A3T K2tS gAGK (GKFG aKz2@Sft ¢ o

3. Inappropriae use of language

(Swearing, tone of voice, noise level, manners and raaikng).

Verbal guidance assisted by positive clear directions -glinects the child.

Sometimes it is appropriate to ignore swearing and to only intervene when it is affexttiecgs.
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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

-, 2dzNJ KdzNIIAy 3 &2dzNJ T

Biting hitting orpushing others. Comfort hurt or upset child Be gentle, biting etc. hurts (use a calm,
concerned tone of voice)

*redirect.

Urgent situations when a child | Comfort hurt or upsetchild | 8 S OKAf RQ&a yIYS F2f§

needs to stop quickly, i.e. Staff fal When staff is closer and child is out of dangg
away and child in danger, such as use appropriate guidance.

getting bitten, finger in thedoor sredirect

etc.

Child displaying unacceptable Guide child to appropriatbehaviour (use a
behaviour, eg. standing on table normal tone of voice)

Child not in the place where they Guide child to where they should be (use a
should be. normal tone of voice)

Guidance and discipline must always be directed so as to encourage the individuality and confiddniickeesf and
never lower their selesteem. There are several important methods of guidance.

Lb5Lw9/ ¢ D!L5!b/9

Indirect guidance comes from a wllanned, developmentally appropriate programme and environment. For all
rooms; Infants, Tiny Tots, Toddlensd PreSchool, 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 atmospl ere.

Staff $ould 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 unacceptahaviour 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 consisti:ntly
reinforce these limi.

The presence and attention of a staff member helps children concentrate on an activity. Staffs are better able ‘0
demonstrate to, guide, gently restrain or remove a child when they are close by. Restraining or removing a chid
from a situation is necessy 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 to4/® A NEOlG | OKAf RQA O0SKI@A2dzNI [ | y3dzZ IS dz2
appropriate to the development of a child and should leaeedoubt as to what is required.
wSljdzSaia F2NJ 6KS RSAANBR SKI @A2dz2NJ aK2dz R
0

0S 3IAPEY:
tS aonthd¥ O

SEFYLXSZT AT I OKAfR ¢ta&a adlyRAy3 2y | 0l
GFLof S¢ o

9ah¢Lhb![ D, LS5!b/9

Emotional guidanceespecially approval and prais&ds the development of a positive selbncept in a child.

Approval can be conveyed in many ways, such as friendly words and smiles, holding and hugging and dgimmcHur

I OKAtRQa STT2NIa (G2 | OKASOHS® 9ELINBa&aAY I | LILINE ST 2
need of children and heighten their sel§teem.

Lat[ 9a9b¢! ¢Lhb

t 234 BNYER2 NS YSyY

Staff rewards desired and acceptable behaviour in appropriate ways, such as positive langjdaget t R2Yy $§ X
stamp, a cuddle etc.

L¥ I OKAfRQa | OGA2ya | NB vy 2 theBehdvigul may Be ighofedl bydff (égkf&  OK
child is using inappropriate language). Sometimes drawing attention to this behaviour may encourage the chilc/ to
repeat it, to see if more attention is given. If the inappropriate behaviour continues, thewhi be redirected

towards more acceptable behaviours.

[ 221 FYR 2F3G0K ¢AYSY

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, arataffber 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 b 2ing
done.

.AGAY3Y
wStazya F2NIoAGAYT YyR gl &a T2MNMNRSIQEX Y B OSENG © QR ( d# dF
understanding of how hurtful and disapproved biting is, and they should be able to control their urges to bite. L nder
oQa YlIeé& o0AGS 0SOldaSy

* they are teething

*  they might bite impulsively

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

*  they may bite because something happened

* frustration may be expressed through biting
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I A22R gl e& (2 aidz2L) oAlGAy3ad A& G2 06S GKSNB
OBSHGAYI dzLJ L'y FLILINBLINAIFIGS SYy@aANRYYSyY
lfaz2 O2yaradaSyid NBIFOGAZ2YyAa 2F RA&LlFLILINRZ DI f
2F 6KIG KIra 0SSy R2ySo

GUIDANCE PROCEDURES
. ST2NB OKz22aAay3 | O2dNBAS 2F FO00GA2y 6A0GK | OKAfR 4K2
lal @2dNAStETFT (KSasS jdSadAazyay
Is the behaviour of the child really unacceptable?

1 Isitdangerous?

1 Will they hurt themselves or otheps

T Will it be OK if | wait?
Could | be overreacting?

1 Am | uptight, tired?

1 Isit because we have visitors to the Centre?
Why is the child doing this?

1 Curiosity, fun?

1 Attention seeking?

1 Anger, frustration?

1 What options do | have?

9 Ignore the incident.

9 Distract by offering something else to do.

9 Remove the child from the source of trouble.

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

Reviewed 01.01.2017
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NOLADEE CHILD SAFE POLICY

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

1 All children attending Nok®ee Child Care Centre are provided with a safe environment

1 All reasonable steps are taken by the Centre Management, the Primary Nominee, educators to enstre th
health, safety and wellbeing of children attending the Centre

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

VALUES

NolaDee Child Care Centre has a moral and legal responsibility to ensure that all childsefedreits care, and will
provide training, resources, information and guidance to support this.

NolaDee CCC is committed to:

*  Ensuring that the health, safety and wellbeing of children at the Centre is protected, while also pron oting
their learning and dvelopment

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

*  Ensuring that educators and staff act in the best interests of the children, and take all reasonable st 3ps t
ensurethecli RNSy Qa al ¥Sde FyR ¢gStftoSAy3a 4G it GAYSa

*  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 parsfguardians and families and ensuring that best practice is baed
2y F LI NIYSNAKALI FLIINRZFOK YR aKFNBR NBaLRyaAoAft

* t NBY2GAYy3 OKAfRNBYyQa RS@OSt2LIVSyld IyR sSttoSAyi1o

SCOPE

This policy applies to dle=Dee CCC Management, the Primary Nominee, the Nominated Supervisor, Ce tified
Supervisors, educators, staff, students on placement, volunteers, parents/guardians, children and others att :ndin
the programs and activities of Nel2ee CCC.

BACKGROUND ANEGISLATION

G9PSNE OKAfR KIFa GKS NARIKG G2 tAGS || Fdzft FyR LINBF
SYGANRYYSyYyGa (GKIG 0dzAft R O2yFARSYOS>S FTNASYRaAaKALIZ aSoO
ando  O1 ANRdzy Ré¢ Ot NRPGSOGAY3a GKS al FSigreferitoySeurcesp The @diektigrd =
of children is a shared community responsibility and involves ensuring they are safe, their needs are met end th
possibility of child abuse& iminimised.
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The Children, Youth and Families Act 2005 (CYFA) provides the legislative basis for service provided to viilnere
children, young people and their families. Under the Education and Care Services National Regulations 20EE I'lola
CCC must ensure that all educators and staff are familiar with current child protection policies and proce dures
including their responsibilities under state and territory law

While mandatory reporting is yet to be introduced, child care centres havayaadcare 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 nes
of protection may report their concerns to Child Protection (Protecting the safety and wellbealgdren and young
peoplec refer to Sources).

The Education and Care Services National Law Act 2010 and the Education and Care Services National R :gula
2011 require that centres protect children from any harm or hazards, and adequately supémldsercat all times.

Risk minimisation strategies, supported by clear policies and procedures, will help ensure the environmeit an
practices at Noldbee CCC are child safe. Risks in the physical environment must be minimised by ensuring th:: safe
of buildings, grounds, equipment, materials and furniture used at the Centre and the safe storage and use of dar gerot
substances such as cleaning products and chemicals.

LEGISLATION AND STANDARDS
Relevant legislation and standards include but are not limited t

9 Children, Youth and Families Act 2005 (Vic), as amended 2011
1 Child Wellbeing and Safety Act 2005 (Vic), as amended 2012
1 Charter of Human Rights and Responsibilities Act 2006 (Vic), as amended 2011
9 Education and Care Services National Law Act 2010 $¢atjons 165, 166, 167
*  Education and Care Services National Regulations 2011 (Vic): Regulations 84, 85, 86, 99, 100, :.01, ]
168(2)(h)
T bFrdA2ylf vdzZfAde {GFyRFNRX vdzrftAGe ! NBI HY [/ K, fR
*  Standard 2.3: Each child is protected
* Element2.3.1: Children are adequately supervised at all times
* Element 2.3.2: Every reasonable precaution is taken to protect children from harm and any hazarc
likely to cause injury
*  Element 2.3.4: Educators,-codinators and staff members are aware of their ©knd
responsibilities to respond to every child at risk of abuse and neglect
1 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 serv ce
* Element 3.1.10utdoor and indoor spaces, buildings, furniture, equipment, facilities and resou ces
are suitable for their purpose
*  Element 3.1.2: Premises, furniture and equipment are safe, clean and well maintained
1 National Quality Standard, Quality Area 7. Leaderahip Service Management
*  Standard 7.1: Effective leadership promotes a positive organisational culture and builds a professione
learning community
* Element 7.1.5: Adults working with children and those engaged in management of the Cenre or
residing on thgoremises are fit and proper
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1 Occupational Health and Safety Act 2004 (Vic)
1  Working with Children Act 2005 (Vic)
1 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 ¢hild.
Examples include sexual abuse, the witnessing of family viokemst@ny noraccidental injury to a child.

Bullying:Repeated verbal, physical, social or psychological behaviour that is harmful and involves the misuse 0 pow
by an individual or group towards one or more persons. Bullying occurs when one or more petiperately 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 ;.8 ye:
of age.

Chidabuse! y | OG0 2NJ 2YA&aaAizy o6& ty IRdZ G (GKFd SyRIFy3IS\NA
development. Child abuse can be a single incident but often takes place over time. Abuse, neglect and maltre atme
(refer to Definitions) are generietms used to describe situations in which a child may need protection. Child ause
includes any and all of the following:

Physical abuseVhen a child suffers or is likely to suffer significant harm from an injury inflicted by a parent/guar lian,
caregiveror other adult. The injury may be inflicted intentionally, or be the consequence of physical punishme nt or
the physically aggressive treatment of a child. Physical injury and significant harm to a child can also result from negle
by a parent/guardian, aagiver or other adult. The injury may take the form of bruises, cuts, burns or fractLres,
poisoning, internal injuries, shaking injuries or strangulation.

Sexual abuseéWhen a person uses power or authority over a child, or inducements such as money or special att¢:ntior
to involve the child in sexual activity. It includes a wide range of sexual behaviour from inappropriate touching/fo 1dling
of a child or exposing a ctito pornography, to having sex with a child.

Emotional and psychological abuskivolves continuing behaviour by adults towards children, which erodes sc cial
competence or selésteem over time. It occurs when a person engages in inappropriate behawdoabsas rejecting,
ignoring, threatening or verbally abusing a child, or allowing others to do so (Office of the Child Safety Commission
(OCSQ), Victoria).

Racial, cultural and religious abus€onduct that demonstrates contempt, ridicule, hatred or atgjty towards a
child because of their race, culture or religion (OCSC).

Neglect:Refer to definition below.
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Exposure to domestic/family violencéNVhen children and young people witness or experience the chronic, repeiited
domination, coercion, ritimidation and victimisation of one person by another through physical, sexual an i/or
emotional means within intimate relationships (adapted from the Australian Medical Association definition).

T www.bullyingqhoway.gov.au

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

1 Office of the Child Safety Commissioner, Victoria:
http://www.kids.vic.gov.au/downloads/childsafe organisation.pdf

1 DHS, Office for Children:
http://www.d hs.vic.gov.au/ _data/assets/pdf file/0019/574210/chiéexualabuse
understanding.pdf

=

Child FIRSTA Victorian communityased intake and referral service linked with Family Services. Child FIRST esure
that vulnerable children, young people and their families are effectively linked to relevant services, including Chilt
Protection (vww.cyf.vic.gov.au/famihservices/chilefirst)

Child sex offenderSomeone who sexually abuses children, and who may or may not have prior convictions.

Child protection:The term used to describe the whetd-community approach to the prevention of harm to childrer .
It includes strategic action for early intervention, for the protection of those considered most vulnerable ani for
responses to all forms of abuse.

Child Praection Servicdgalso 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. Tis
service also works closely witarRily Services (including Child FIRST) to support the assessment and engagem 2nt of
vulnerable children and families in communiigsed servicesyiww.cyf.vic.gov.au/chilbrotedion-family-

services/homé.

Code of conductA set of rules or practices that establish a standard of behaviour to be followed by individual ; and
organisations. A code of conduct defines how individuals should behave towards each other, and towards othe
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 pi:rson
that describes or reveals abuse.

Domestic/family violerce: 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 cailers.

Duty of care:A common law concept that refets the responsibilities of organisations to provide people with iin
adequate level of protection against harm and all reasonable foreseeable risk of injury. In the context of this »olicy
duty of care refers to the responsibility of education and careisesvto provide children with an adequate level of
care and protection against foreseeable harm and injury.
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Maltreatment: (In the context of this policy) refers to physical and/or emotional mistreatment, and/or lack of caie of
the child. Examples @fude sexual abuse, the witnessing of family violence and amanoidental injury to a child.

Mandatory reporting: The legal obligation of certain professionals and community members to report when hey
believe, on reasonable grounds, that a child ineéed of protection from harm. A broad range of professional groL ps

INB ARSYUGAFASR Ay (GKS /,C! +a WYIYRIFIG2NE NBLE2NISNEQ
as soon as is practicable after forming a belief, on reasonable groumatsa tchild or young person is in need of
LINEGSOGAZ2Y FNBY AAIYAFAOFYG KEFENY a | NBadzZ G 2F |JK&

unwilling or unable to protect the child (Protecting the safety and wellbeing of children amagypeopleg refer to
Sources). To have reasonable grounds to believe a child is in need of protection, a mandatory reporter should belie
both that there is risk of significant harm as a result of physical injury or sexual abuse, and that the pasediargu

are unwilling or unable to protect the child (Sections 162(c)(d) and 184 of the Children, Youth and Families A:t 20
(amended in 2011)). Section 182 of the Children, Youth and Families Act 2005 (amended in 2011) lists those who
mandated to report.

Mandatory reporters must report the abuse/neglect to:

1 police, by callin@OQQ, if the offence requires immediate police attention, or
1 Child Protection authorities, if they suspect, on reasonable grounds, that a child is suffering abuse or n2glec
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 ati 2ntiol
2NJ adzLISNIA &AA 2y T (2 (GKS SE G Snis, oriskikeli to i Ksignificaiitly hafn@d(Vido8:n f
Department of Human Services).

NegligenceDoing, or failing to do something that a reasonable person would, or would not do in a certain situiition,
and which causes another person damage, inurioss as a result.

Notifiable complaint: A complaint that alleges a breach of the Act or Regulation, or alleges that the health, safi:ty or
wellbeing of a child at the Centre may have been compromigeg.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 m ade
(Section 174(2)(b), Regulation 176(2)(bf)the Centre Management /Primary Nominee is unsure whether the ma: ter

is a notifiable complaint, it is goguractice to contact DEECD for confirmation. Written reports to DEECD must inc ude:

i 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 childydival a medical or
Incident report (where relevant)

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

Any other relevant information.

=A =4 =4 4 4

Written notification of complaints must be submitted using the appropriate forms, which can be found on the
ACECQA websiteaww.acecga.gov.au
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Offender: A person who mistreats and/or harms a child or youegspn.
Perpetrator: A person who mistreats and/or harms a child or young person.

Reasonable groundsA person may form a belief on reasonable grounds that a child or young person is in ne ed of
LINEGSOGA2Y T FGSNI 60SO2YAy 3 lag KB f HiKIZG al S 1@K RINR ¢g5MIf &
parents/guardians are unwilling or unable to protect them. There may be reasonable grounds for forming such ¢. belie
if:

1 A child or young person states that they have been physically or sexuallgdabus

1 A child or young person states that they know someone who has been physically or sexually ¢ buse
(sometimes the child may be referring to themselves)

1 Someone who knows the child or young person states that the child or young person has beer
physically o sexually abused

1 A child shows signs of being physically or sexually abused (see details in appendix 2 of protecting tt
safety and wellbeing of children and young peoplefer to sources)

1 The person is aware of persistent family violence or parentastsunce misuse, psychiatric illness or
AyiuStftSoOtdzadt RAAFOATAGE GKIG Aa AYLIOGAYy3d 2y

9 The person observes signs or indicators of abuse, includingaocidental or unexplained injury
persistent nglect, poor care or lack of appropriate supervision

7 ! OKAf RQakez2dzyd LISNA2YyQa | OlAz2ya 2N 0SKI @) 2d
parents/guardians are unwilling or unable to protect the child.

Voluntary (nonmandated) notification:A rotification to the Child Protection Service by a person who believes th it a
child is in need of protection. Section 183 of the Children, Youth and Families Act 2005 (amended in 2011) stetes tt
any person who believes, on reasonable grounds, that a éhiid 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 pensding the notification

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

Young persontn Victoria, under the Children, Youth and Families Act 2005, a child or young person is a persoti undi
18years 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 Australiayww.childsafetyaustralia.com.au/

*  Choose With Care: Building child safe organisatioms 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 Deparnent of Human Servicesiww.dhs.vic.gov.au

*  Office of the Child Safety Commissioneww.kids.vic.gov.au
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*  Protecting the safety and wellbeing of children araing people; A joint protocol of the
Department of Human Services Child Protection, Department of Education and Early Childhooc
5S@St2LIYSyisx [AOSyaSR / KAt RNByQa {SNBAOSa -y
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/servicagreement/1.introduction/1.1aboutthe-kit

*  The United Nations Convention on the Rights of the Childy.unicef.org/crc

*  What is Child Abuse®mww.dhs.vic.gov.au/feindividuals/childrenfamiliesand-youngpeople/child
protection/what-is-child-abuse

*  Working with Children (WWC) Chegkyw.justice.vic.gov.au/workingwithchildren

¢19 twLa!w, bhaLb99Q{ w9O{thb{L.[9 ChwyY

In relation tochild protection matters:

1 Ensuring that they are aware of current child protection legislation, its application and any obligations that
they may have under that law

1 Keeping up to date and complying with any relevant changes in legislation and prattiekgion to this
policy

91 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 fogporting and managing concerns/incidents (refer to Attachmeaqt 3
Incident/concern management and reporting guidelines)

9 Ensuring recruitment and induction processes for educators, staff and contractors are in line with this folicy
(refer to Attachment & Guidelines for the recruitment of staff and volunteers)

1 Screening all educators, staff, contractors, volunteers and students, including undertaking criminal history
checks (if required), Working with Children Checks (except for individuals under thé Bgjaegistered
teachers or police officers), reference checks and interviews to identifying the potential for child abuse at
NolaDee CCC, and developing and implementing effective prevention strategies in consultation with tre
educators/staff (refer toAttachment 1¢ Child protection risk assessment and Attachment@hild safety
review checklist)

1 Ensuring that where the Centre has been notified of a court order prohibiting an adult from contacting e n
enrolled child, such contact does not occur while thild is on the premises

1 Identifying and implementing appropriate programs and practices to support the principles of a child safe
organisation in consultation with educators/staff (refer to Attachmerg @hild safe organisations and the
Safeguarding Gldren accreditation program (refer to Sources))

1 Cooperating with other services and/or professionals in the best interests of children and their families
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Ensuring that families are made aware of support services available to them (such asFE3illy Bnd 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 aadagement 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 NDke CCC

Offeringsupport 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 ManagehCommittee, 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:

T

Ensuring that all educators arstiaff who work with children are aware of this policy, and are supported tc
implement it protecting the rights of children and families and encouraging their participation in decisiol
making ensuring children are adequately supervised and that educatdilehratios are maintained at all
times (refer to Supervision Policy and Interactions with Children Palicy)
Ensuring parents/guardians have completed the enrolment form including details of authorised nomine s,
and permission forms for excursions and adistiration of medication (refer to Delivery and Collection of
Children Policy, Excursions Policy, Administration of Medication Policy and Dealing with Medical Cond tions
Policy)
Ensuring learning environments provide sufficient space and include cargfolgn and well maintained
NBaz2dz2NOSa FyR SljdALYSyild GKFEG SyKFyOS GKS |jdzk £, Ge@
Organising/facilitating regular safety audits of the following:

*  Emergency equipment

*  Playgrounds and fixed equipment in outdoor environments

*  (deaning services

*  Horticultural maintenance

*  Pest control
Ensuring that all cupboards/rooms are clearly labelled, including those that contain chemicals and first aid
kits, and that chileproof locks are installed on doors and cupboards where contents maatmeful
9y adaNAYy3d GKIFIG Fftf O2yiNIX OG2NAKQGAAAG2NRE aA3dy A 0
Ensuring the physical environment at the Centre is safe, secure and free from hazards for children (ref >r to
the Centre policies section of this policy)
Conducting risk assasy Sy ida F2NJ SEOdzNAA2ya | yR O2y&aARSNAyYy:= O
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 Ceng 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)

Ensuing there are appropriate procedures in place for the safe delivery and collection of children (refer to
Delivery and Collection of Children Palicy)

Ensuring that all educators and staff at the Centre who work with children are aware that it is an dffenc 2
subject a child to any form of corporal punishment or any discipline that is unreasonable or excessive i1 the
circumstances

Implementing and reviewing this policy in consultation with the Management Committee, educators, stiff,
contractors angpbarents/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 chamgésgislation and practices in relation to this

policy.

CERTIFIED SUPERVISORS AND OTHER EDUCATORS/STAFF ARE RESPONSIBLE FOR:

In relation to child protection matters:

1

Keeping up to date and complying with any relevant changes in legislation and practiekgion to this

policy

Undertaking appropriate training and education on child protection, including recognising the signs anc
symptoms of child abuse (refer to Definitions), knowing how to respond, and understanding processes for
reporting and managig concerns/incidents (refer to Attachment3ncident/concern management and
reporting guidelines)

Identifying the potential for child abuse at Nelzee CCC, and developing and implementing effective
prevention strategies in consultation with the Directpefer to Attachment X, Child protection risk
assessment and Attachmentc4Child safety review checklist)

Ensuring that where the Centre has been notified of a court order prohibiting an adult from contacting e n
enrolled child, such contact does notane 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 Attachmer€hild

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

Cooperating with other services and/or professionals (including Child FIRST) in the best interests of ctildrer
and their families

Informing families of support seices available to them (such as Child FIRST), and of the assistance the se
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 repiing suspected child abuse and management of complaints (refer t>
Attachment 3 and the Complaints Policy)

Notifying the Director immediately on becoming aware of any concerns, complaints or allegations rega ding
the health, safety and welfare of a childMolaDee CCC
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9 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

1 Maintaining confidentiality at all times (refer t®rivacy Policy)

1 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

1 Maintaining learning environments that provide sufficiepese, and include carefully chosen and well
maintained resources and equipment to ensure a safe environment

1 Maintaining a regular cleaning schedule for all equipment to avoid érdestion

1 Maintaining a clean environment daily, and removing trippingfshig hazards as soon as these become
apparent (refer to Occupational Health and Safety Policy)

9 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 switdfieetc. A written record of the daily check
should be kept, signed by an educator and filed for future reference

91 Actively supervising children at all times/ensuring children are adequately supervised at all times (refer to
Supervision Policy and Intetaans with Children Policy)

1 Educating and empowering children to talk about events and situations that make them feel uncomfortiible

1 Ensuring the physical environment at the Centre is safe, secure and free from hazards for children (ref >r to
the Centre poliies section of this policy)

T / 2yRdzOGAY3I NAR&] laasSaaySyida F2N SEOdzNBEA2Z2YyaAa | yR C
Centre premises

1 Ensuring all equipment and materials used at the Centre meet relevant safety standards (refer to the Centre
policiessection of this policy)

1 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)

1 Implementing and practising emergency and evacuation procedurés feeEmergency
Management Policy)

1 Ensuring there are appropriate procedures in place for the safe delivery and collection of children (refe - to
Delivery and Collection of Children Palicy)

1 Ensuring that children at the Centre are not subjected to any fofrecorporal punishment or any discipline
that is unreasonable or excessive in the circumstances

1 Implementing and reviewing this policy in consultation with the Director, educators, staff, contractors arid
parents/guardians

1 Identifying and providing approjate resources and training to assist educators, staff, contractors, visitor s,
volunteers and students to implement this policy (refer to Sources)

91 Protecting the rights of children and families, and encouraging their participation in decisikimg

1 Keepig up to date and complying with any changes in legislation and practices in relation to this policy
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Parents/quardians are responsible for:

1 Reading and complying with this policy
1 Reporting any concerns, including in relation to potentialdioifd abuse, to the Director
T '"0ARAY3I 08 GKS /SyYyiNBQa /2RS 2F [/ 2yRdzOG®

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 ANBRQUITY POLICY

PURPOSE

The purpose of this policy is to state how NBlae CCC will meet the needs of all children at the Centre in a fair ¢.nd

inclusive manner, including children with additional needs.
SCOPE
This policy applies to:

1 All children, including childrewith additional needs, as defined below, who are attending or whose
parents/guardians are seeking for them to attend the centre.

1 Parents/guardians of children, including children with additional needs, who are attending or seeking tc

attend the centre.

1 ThePrimary Nominee, staff, volunteers, students and any other persons involved in the care and educe tion

of children at NoleDee CCC.
BACKGROUND AND LEGISLATION

1 Education and Care Service National Law Act 2010.
Education and Care Services National Regulation
Children, Youth and Families Act 2005

Child Wellbeing and Safety Act 2005

Health Records Act 2001

=A =2 =4 =4 =4

services to people with intellectual disabés or significant delay in their development are provided.
Disability Discrimination Act 1992
1 Equal Opportunity Act 2010 (Victoria)

=

DEFINITIONS

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

Intellectually Disabled Persons Act, 1986: A Victorian Act of Parliament that establishes the basis upor whic

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

vision, hearing, selfare, cognitive skills.

Disability: Something that incapacitates, for example an intellectual, sensory, physicid or emotional
impairment.

Child supportgroupt KA & 3INRdzLJ Aa (G2 0SS SaidlofAaKSR LINA2NI (2
attendance in a funded kindergarten program (a requirement of the Kindergarten Inclusion Support)Service

Early Childhood Intervention Services (ECEJIS 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 opypiesiand create
expectations about individuals. It offers a framework for childcare in which all females and males:

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

1 develop as respectful, inclusive, and productivevidlials, friends, family members, and community
members

91 receive equitable treatment and achieve equitable outcomes in childcare and beyond
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GenderequalityA @ (GKS 1 0a4SyO0OS 2F RAAONAYAYylLFIGA2yS 2y GKS ¢ a
of resources or benefits or in access to services. Gender equity leads to equality.

Heterosexismis a system of attitudes, bias, and discriminationawolur of oppositesex 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 andefings toward homaosexuality 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 haso:

- 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 CSRD@®)tusion support facilitators are employed by inclusio
support agencies funded by the Coranwealth 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 Servicesprogram offering supplementary assistaro 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

NolaDee CCC is committed to developing the full potential of all children irrespective of gender. It affirms that
females and males are treategjually in regard to ability, personality and behaviour. It further affirms the right of all
children to:

1 Develop without the limitations of stereotypes based on gender;

T 55S@St2LJ | &aSyasS 2F LINARS Ay 2ySaSt ¥ oflpgsivegelf SQa | C
esteem and selfworth; and

T 5S@St2L) NBaLISOG F2NJ SIOK 20KSNNa NARIKGA yR NbalL
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GUIDELINES AND STRATEGIES

The following strategies assume shared understandings about issues of sexism. In order to assisetivise
activities of staff and parents should be encouraged.

To further the aims set out in the policy, Nddee CCC will endeavour to:

1 Ensure that both boys and girls are equally encouraged to participate in all activities with due
consideration foiindividual needs and interests. For example, encourage both girls and boys to use
home corner, outdoor playing equipment and toys such as cars and dolls.

1 Encourage nosexist behaviour by children and staff by purchasing counter sexism resource materi als
F2N) AdGFFF dzaS YR 0@ adzllLJ eAy3a adk¥TF RSOSt 2LIVS
SRdAzOF A2y €T

For exampleif a child behaves in a sexist manner, a staff member should make him/her aware of other mo les
of behaviour (e.g. roles associated witleaning up and housework) or encouraging all children to express
emotions and display affection (e.qg. it is alright for boys to cry or need a hug).

1 Ensure that all language used within DSCCC, both verbal and written, is gender inclusive.
1 Encourage use ahaterials which portray females and males in roles, situations and jobs which are r ot
stereotyped.
Forexample) 2 NN2 gAYy 3 | YR LIzZNOKIF &Ay3 OKAf RNByQa f AGSNI Gd
Snails).

1 Select resources where both girlschboys are seen both as initiators and nurturers.
Forexample) 2 NNR2 g Ay 3 | YR LIzNOKIF d&Ay3 OKAft RNByQa fAGSNI Gd

1 Ensure that both girls and boys equally share staff time, indoor/outdoor playing space and equipme nt
with due regard ¢ individual needs and interests. For example, staff development program regardin
research and strategies developed elsewhere around such concerns (e.g. Equal Opportunity Reso Irce
Centres).

1 Encourage the employment of both female and male staff and enthatgobs carried out by staff are
not related to gender.

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

For examplehold parent information nights on general topics of child development, including issues of
socialisition.
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INCLUSION

VALUES

NolaDee CCC welcomes all children and aims to provide an inclusive environment which caters to the nee ds of
all children. It is desirable for all children to be included into generic child care services, and all fahavis
access to the local service of their choosing.

NolaDee CCC affirms that the individuality of children should be valued, their needs considered and their 1ights
respected.

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

)l
T
)l

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 famil es,
and Support staff to make contact with specialist seggias needed.

GUIDELINES AND STRATEGIES

To further the aims set in the policy, Ndlee CCC will endeavour to:

1

=

l

Work with the Inclusion Support Facilitator (employed by the Council) to aid in the inclusion of child-en
with additional needs.

Include all ciidren 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 appropri ate
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 childisto attend N&I& S / / / Y (G NJ Ay A yaditbnal A & a dz
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 train ng
or to visit/observe the child in other situations so as to best asgessequirements 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 ieahis a

)l

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 thaiplgand evaluating

2F LINPINIY RSOA&AZ2Y A (GKIF G I-Bek 8QNI Thé gtosdsNdill@Kfdr sk Q &
possible be collaborative and take into account parent expectations and the needs of the child.
Organise parent information or disssion nights where awareness of inclusion issues can be promot xd.
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Inclusion Procedures for Children with Additional Needs

The Management/Director are responsible for:

1

1

Providing clearly defined enrolment procedures in their enrolment politych 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 resource:
available through the Kindergarten Inclusion Support Services for supplemdémtating (funded

kindergarten programs only) and through the Early Childhood Intervention Services (birth to school enty).
Working with staff and families to identify and apply for additional resources/support for children with
additional needs (where aparate 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 chilc,
and other professionals and/or agencies working with the family to determie
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

Quialfied staff are responsible for:

l

T

Identifying, if additional support is required, the type of support required and consulting with families ard
liaising with the Director/Management Committee in order to access this.
Establishing a support group for childrevith 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 Fiel®fficer (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 estasipgioe group
before an application is submitted for support, enrolment or attendance at the centre).

l

1

hNBIFIyAaiAy3a F2N 0KS OKAf RQa &adzLII2 NI 3INRdzL) G2 Y S3Si
0KS OKAf RQa O02YYSy Gflead gné méeiing pektédm.OSy G4 NB | y R

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 Incliision
Support Service,
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Ensuring that the parents/guardians are fully informed about the program planned and provided for the r
child and have given written consent for any action, support or intervention for their child.

To plan and implement a program which incorporates 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 famitgntred approach in implementing the program at the centre.

Ensuring that, in consultation with persons involved in the care and education of the child, any speciali;;ed
medical anchutritional needs of the child are catered for in the elayday program.

Ensuring that the program incorporates opportunities for regular review and evaluation, in consultation with
Fff LISNBR2ya Ay@2f SR Ay GKS OKAftRQa OFNB FyR $Rd

All staff are responsible for:

T

1
T

Working collaboratively with staff/parents/guardians/other professionals to implement the program
provided for the children.

WSLI2NIAY3I YR RAAOdzaaAYy3 ye O2yOSNya NBEIFNRAVVI
Ensuring the Privacy Policycmmplied with at all times.

The parents/guardians will:

T

1
T
T
1
T

{KFENB AYTFT2NXIGA2Yy | 062dzi GKSANI OKAfR YR (GKSANI OK
decide who will receive information about their child.

Have the right to retaimnformation that they do not wish to divulge.

wlkAasS Fyeé AaadzsSakO2yOSNya G(GKSe KIF@S loz2dzi GKS/ NJ
Participate in the child support group meetings.

Be involved in, and fully informed about, any intervention or support psaglfor their child.

Be given the opportunity to consent to any assessments or reports on their child or the program and hz ve a
right to copies of such documents

aSYOSNER 2F (KS OKAfRQ&A& &dzlJLI2 NI 3INRdAzZL) I NB NBaLR2yaaiaot

T

= =4 -4

== =

Attending support group meetings, Wit 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 appdition for support is required.

{SS1Ay3 GKS alylr3SYSyd /2YYAGGSSQa adzllll2 NI F2HI |
provision of that support, for example employing staff.

Assisting the kindergarten teacher to complete the applicatiomfo

a2yAlu2NAYy 3 YR S@lFftdzad GAy3a GKS OKAfRQA LINRPAINBaa |
education program plan.

45

Nola -Dee Parent Hand Book 2017



MULTICULTURALISM
VALUES

Australia is a society in which all people have the right to maintain their cullnchkthnic diversity. As providers of
a service for young children and their families it is important to facilitate equal opportunity, acceptance and jus ice
by helping overcome many of the barriers that prevent the enjoyment of full equality.

When planniig programs, measures must be undertaken to ensure that the programs developed reflect a
Ydzft GAOdzf GdzNF £ LISNELISOUABSP® ¢KS OKAfRNBYQAa LINRPIAINIY 4
diversity.

It therefore will be built on the followig principles:
f C2ai0SNAYy3 (GKS RSOSt 2udéb iy tamilg, €hns ghdl MBuist® Kekithge;Qa a St ¥
T alAydFrAyAy3a YR SyO2dzNy 3Ay3I || OKAfRQa loAfAle (2
whereby the dominant language cae acquired;

1 Enhancing cultural tolerance and the status of all cultures; and
9 Extending the cultural experiences of children.

GUIDELINES AND STRATEGIES

To further the aims set in the policy, Ndleee CCC will endeavour to:

9 Actively value and encourage ttidingual 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 Engiiad
- Displaying welcoming signs around NBlee CCC in different languages.

1 Expose children to cultural traditions which differ from those of the dominant culture, in particular, those¢:
traditions represented by the children and staff at N@lae CCC by:

- Purchasing and using relevant props (e.g. dolls, dupss musical instruments);
- Encouraging families to bring in props on loan;
- Encouraging folk dancing and songs;
- Providing inservice for staff about various cultural traditions they would like toreaore 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.
1 Provide English as a secblanguage support for children whose first language is not English. For examgle,
assist the development of inclusive communicative games and/or activities that assiinghish speakers
to enhance their English language skills.
9 Provide information tgarents in languages other than English where necessary and possible.
1 Encourage educational and information projects that further the aims of this policy. For example, orgar ise
parent information nights that promote an awareness of multicultural issues.
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9 Select a team of staff at Neldaee 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 consi lerec
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 eqiial
opportunity, participation and justice for all children and their families.

GUIDELINES AND STRATEGIES

To further the aims set in the policMolaDee CCC will endeavour to:

1 Refrain from making heterosexist assumptions about the sexual orientation of parents and caregivers (2.g.
through administrative forms which ask for mother / father).
T tNRY23GS LRAAGADS NRBE S A dhlpaes, badks, sidred ahd/poogrammes: YA 1 A S
9 Encourage notheterosexist behaviour by children and staff:
- Through purchase of counter heterosexist resource materials for staff use;
- By supplying staff development programs focused aroundflzgtierosexist carenvironments
for young children
9 Encourage diversity in employment of staff.
9 Encourage educational or information projects that further the aims of this policy, for example, hold parznt
information nights on general topics of child development and the bienef diversity

RELEVANT CONTACT DETAILS

9 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
9 Association for Children with a Disability
- Phone: 03 9818 2000
- Free call: 1800 654 013
- mail@acd.org.au
9 Early Childhood Intervention Australia (Victorian chapter)
- Phone: 03 9509 5584
- Email:exec@eciavic.org.au
Reviewed 01.01.2017
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CHILD PROTECTION POLICY

NOTIFICATIONS OF ABUSE

IF ANYONE AT THE SERVICE HAS SUSPICIONS OF ABUSE, CONSULT THE
DEPARTMENT GRUMAN 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
131278
VICTORIA POLIGE (URGENT MATTERS)

I hb{![¢ ¢19 {9w+L/9Q{ /IL[5 twhe¢[9/¢Lhb t1I
FOR MORE INFORMATION

ADDITIONAL GED 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 bel eve
GKIG GKS al¥Ste 2F OKAfRNBY Aa LI NIY2dzyd +G E€f GAY
kind.

The service also aims to defend the rights of educators to confidentiality if a complaint against them is made ad is
found to be unsubstantiated. The service will ensure that all parties affected by this policy are made aware of 11eir
roles and responsiliiies regarding child protection.

The service aims to educate all parties about their roles in child protection and also about signs of abuse and i:nsur
that all requirements of child protection requirements are being met.

STATEMENT OF COMMITMENT

Our sevice fundamentally believes that all children have the right to a life that is free from harm. Our service aims tc
LINE GARS Yy SY@ANRBYYSyYy(d (GKFG A& FNBS FTNRY lFye GeLxX 2
individual requirements oéach child.

Educators at our service are aware of their obligations under the law in regards to the welfare of children and it all

times uphold their obligation. In addition to this, our service aims to provide regular training to all educators (al »ng

with any volunteers, students etc.) on child protection issues to ensure that, in the sad event a child has suffer 2d
abuse, the service can act quickly in the best interests of the child.

CODE OF CONDUCT

Our service upholds the following code of conduatalation to employers, educators, volunteers, students, famili¢:s
and children:

FOR EMPLOYERS:

Ensure that all employees are:

Clear about their roles and responsibilities regarding child protection.

Aware of their obligations to immediately report suspettabuse to the Child Protection Hotline.
Aware of the indicators when a child may be at risk of harm or significant harm.

Provide training and development for all employees in the recognition and reporting of abuse and
harm.

Provide reporting procedures drprofessional standards for care and protection work.

Conduct a Working with Children Check for anyone that will be heavily involved with service
operations.

w Enable educators to have access to relevant acts, regulations, standards and other resourdes i1 0
for them to complete their obligations.

egeegeeg

€ €
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FOR EDUCATORS:

w

Report any situation where they suspect a child is at risk of significant harm to the Child Protection
Helpline.

Promote the welfare, safety and wellbeing of children at the service.

Have an awareness of referral agencies for families where concerns of harm do not meet the
significant harm threshold.

Be aware of obligations as per the Mandatory Reporter Guide.

Assist in supporting children and families when liaising with relevant govemt agencies.

| 2y adzYLWiA2y 2F £t 02K2ft FyR AffAOAG &adzmail yOS:
must not come to the service whilst under the influence of alcohol or illicit substances.
{Y21TAYy3 A& LINRPKAOAGSR 2y GKS &ASNIBAOSQA LINBYA:
Staff must not show favouritism towards any child.

Staff must refrain from developing close personal relationships with children out of the carer/chid
relationship.

Staff must refrain from using the abusive, derogatory or offensive language.

Individual or goups 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.

Permanent or temporary childare 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.

Students and volunteers are to be directed to ensure that they are never alone with children in it
direct, unsupervised capacity.

Casual staff are to at all times remain régdccessible and within the visibility of other staff while

with the children.

While there is a child on the premises of the service, there is to be a minimum of two staff on th 2
premises. It is the responsibility of the Director to ensure that rostegetthis requirement and it is

the responsibility of all staff to ensure this requirement is upheld.

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

Parents shald 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 chil 1
from other children for short periods of time.

Up-to-date developnental records on all children are to be kept. Relevant conversations with

LI NByda GKFG YrFe NBfFGS G2 I OKAfRQA 0SKI @A 2c
family, moving house etc.) are to be noted in the developmental record

Staffshoulded dzZNB G KS& FINB g NB 2F (KS AYRAGARdZ f Q:
needs and plan the curriculum accordingly.

Staff should work with parents to develop and record appropriate procedures for managing toile t
practices and behaviour management
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FOR FAMILIES:

Treat all children at the service equally and respectfully.

Report any suspicions to the most senior person on duty when at the service.

Respect the rights, dignity and worth of every person, regardless of their abiljgader, religion or
cultural background.

Respect the decision of employees and teach children to do likewise.

C20dza 2y SyO2dzN¥ 3Ay3d OKAfRNByQa STF2NIa FyR f
Support all efforts to remove any form of abuse in the service and encourage a safe aodisepp
service environment.

| 2y adzYLWiA2y 2F £t 02K2f YR AffAOAG &adzmaidl yOS:
must not come to the service whilst under the influence of alcohol or illicit substances.
{Y21AYy3 Aa LINPKamems&SR 2y (KS aSNIBAOSQ

FOR CHILDREN:

Children are encouraged and instructed to:

€

g egegeeeee

Respect other children and adults at the service.

Cooperate and will follow our classroom rules.

[ AaGSy G2 SRdzOF(G2NBRQ AYyaldNHzOGA2ya |yR FT2ftt2¢
Control their temper and talk to an edator if they are feeling upset.

Have a say in what activities they are involved in.

Speak to an educator if they are worried or concerned about something.

Not bully other children.

Tell an educator if they see a child bullying another child.

CHILOPROTECTION RISK MANAGEMENT STRAREZRUITMENT, SELECTION, MANAGEMENT AND TRAINING
EDUCATORS AND VOLUNTEERS

RECRUITMENT

The service will keep u-date policies on recruiting, selecting, training and managing paid employees and
volunteers. The seree 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

€

Establish an understanding of the roles and expectations for educators to pro
a safe and supportive environment for children and young people

Become more aware of the tasks required for specific activities
Developrequirements of the position (sometimes referred to as selection crite
Identify training needs

Reduce the risk of harm to children and young people, and attract and retain
educators

gegegeg

Advertising the
Position

Include a clear statement aboutthe se®iQ@a al ¥S | yR adzLJL)
Include clear, concise details about the service

Provide brief details about the position and working conditions, and name a
contact person for more information

Selection Process

Assessment of applicant
Interview piocess
Referee checks

Probationary Period
of Employment

Set goals
Identify training needs, specifically in relation to risk management practices
Provide support to the new employee to be successful in undertaking the role

eeeg|eee

Training

Educators should receiwgining in the following areas:
w ldentifying, assessing and minimising risks
w ¢KS aSNBAOSQa LRfAOASE | yR LINRPOSRdz
conduct)
w Compulsory training as required by industry standards or legislation Handling
disclosure osuspicion of harm, including reporting guidelines
Training can be formal such as:
w Higher education training and accreditation
w Training offered by external organisations
w Training developed and delivered internally
w Onthe-job training meeting key objectives
Training can also be informal such as:
w Inviting police officers or Child Safety educators to meetings to discuss issues
relation to child protection
w Inviting other professionals to speak at meetings or functions
w Internal mentoring and coaching

Exitinterviews or
questionnaires

o)

w»

w DFGKSNIAYF2NNIGAR2Y | o02dzi GKS STF 0 A
recruitment process

w LRSYGATe LI2aaArofS INBFA F2NJ AYLNROISY
processes, management, job design, remuneration or
career planning and development

w wS O Sitlv@f&edtaik on what is working well in the

service
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Induction ¢CKS aSNIAOSWa O2YYAUYSyd G2 Iy Sy@ANRy
and supportive for children and young people

w ¢KS adGlyRINR& 2F o0SKIF@A2dz2NJ SELISOGSR
code of conduct

w {(AMEY aSNIBAOSQa / KAfR tNRGSOGARZ2Y ! INB
w ¢KS aSNBAOSQA al TS IyR adzZllL2NIAGS L)
and strategies to minimise harm

w t NPOSRdz2NB&a (G2 F2tt26 6KSY I RAAOf 240
received

w WSLE2NIAY3 3TFdzA RSt AgddarmAy NBf F A2y G2
and suspicions of harm

w ¢CKSANI 246y NAIKGA YR NBaALRYyaAoAft AGAS

children and young people
w 2KIFd G2 SELISOG AT GKSNB A& Fy FttS3al
against them or to them

w 2KIFd O2yadAaddziSa | oNlh OK 2F GKS &SN
risk management strategy and the potential

consequences

w ¢KS NRfSa 2F 1Se& LIS2LXS Ay GKS aSNIDA
w t NPOARS |y 20SNIBASG 2F IANARSOI yOS LINE

STAFF AWARENESS POLICY

The Director or office manager will use this procediareevery 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.

| am aware of the respondilties in relation to child protection in Victoria and regulations.

Signed: Date: / /
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CONCERNS OF ABUSE / NEGLECT

Suspicion of harm
You can suspect harm if:

w You are concerned by significant changes in behaviour or the presence of new unexplained and suspicious
injuries.
Disclosure of harm
w A disclosure of harm occurs when someone, including a child, tells you about harm that has happened or is

likely tohappen.
Disclosures of harm may start with:

- aL GKAY]l L al gxé

- a{2YSo02Re (2tR YS GKI GX¢

- AWdzaA G GKAY| @e2dz aK2dzZ R (y26Xé

- ALWY y2i adNB gKFG L ¢lyld &2dz G2 R23X 0odziXé
Procedures for receiving a disclosure of harm

When receiving a disclosure of harm:

w Remain calm ahfind a private place to talk.
w 52yWi LINRPYA&AS GKFIG @&2dzwtf 1SSLIF &ASONBGT GStt (K
need to tell someone who can help keep them safe.
w Only ask enough questions to confirm the need to report thagtar; probing questions could cause distres:;,
confusion and interfere with any later enquiries.
w 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 accur ate
manner as soon as possible. If a parent explains a noticeable mark on a child, record your own observations s wel
as accurate details of the conversation. If you see unsafe or harmful actions towards a child in your care, inter rene
immediately, providedtiis 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 capturel.
Include:

w Time, date and place of the diesure

w W22NR F2NJ g2NRY gKIFI(G KFLIWSYSR YR ¢KIFIG g1 & &l . RZ
been taken.

w 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 ckgerany
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 t» an
agreement between the parties involved. Tperson 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:
DH&; CHILDPROTECTION SERVICES
1300 360 391

CALIOOOFOR EMERGENCIES

Our service recognises the Childy¥outh and Families Act 2005iich states the following:

A mandatory reporter who forms the belief on reasonable grounds that a chiichised 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 groundb éiethe

A belief is a belief on reasonable grounds if a reasonable person practising the profession or carrying out the c uties
of the office, position or employment, as the case requires, would have formed the belief on those grounds.

Actions following adisclosure 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 the:ir
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 organisaticn.

Procedures to minimise harm tohildren and young people

Our organisation works to minimise harm to children and young people by acting in a manner that supports the:ir
interests and wellbeing, by:

w Making sure that children know that it is their right to feel safe at all times.

Teachinghem about acceptable and unacceptable behaviour in general.

Letting them know who is and who is not an employee in the organisation.

Allowing them to be a part of decisiemaking processes.

Making sure they are safe by monitoring their activities and enguheir environment meets all
safety requirements.

Taking anything a child or young person says seriously and following up their concerns.

e eee

e
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someone they trust.

w Teaching them about appropriate and inappropriate contact in a manner appropriate to their a ye
and level of understanding.

w ¢SFOKAY3 OKAfRNBY |yR @2dzy3 LIS2LX S (2 ale& wy

Encouraging them to tell edutas of any suspicious activities or people.
w Listening to children and young people and letting them know that educators are available for hem

if they have any concerns
When receiving a disclosure of harm:

€

w Remain calm and find a private place to talk.

w Do LINPYAAS GKFEG @2dzwff 1SSLI I &aSONBGT GSt¢
GKFG &2dzwff ySSR G2 (Stt az2yvyS2yS gKz2 Oly kSf

w Only ask enough questions to confirm the need to report the matter; probing questions coulel caus
distress, confusion and interfere with any later enquiries.

w 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 assisegognising child abuse are known as indicators. A single indicator ce n
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, igctldia 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 injuigl dot 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 alusec
PHYSICAL ABUSE

Physicalndicators 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.

- Internalinjuries.

- 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 parentsnd 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 ofrting 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 dlshild te
someone they trust that they have been sexually abused. However the presence of sexually transmit ed
diseases, pregnancy, or vaginal or anal bleeding or discharge may indicate sexual abuse.

One or more of these behavioural and physical indicators maydresent:

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 freent rocking, sucking and biting.
Experiencing difficulties in sleeping.

Having difficulties in relating to adults and peers.

Seltdestructive behaviour.

Regression in development achievements.

Child being in contact with a suspected or known perpetrafsaxual 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:

Nola

Exposing the child to sexual behaviours of others.

Suspected or chargedith child sexual abuse.

Inappropriate jealousy regarding age appropriate development of independence from the famiy.
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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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 sesteem.

Tending to be withdrawn, passyvand 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).
Displayindlifficulties 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 hostilitysevere verbal abuse, rejection and scapegoating

StAST OGKFG | LI NLAOdzZ I NJ OKAEtR A& 0 R 2NJ WS¢
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 - Selfcomforting behaviours (e.g. rocking,
Abusing alcohol or drugs sucking)

Displaying aggressive behaviour - Delayin developmental milestones

Not getting on well with peers - Untreated physical problems

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 ctiild
inappropriately without supervision

Inability to respond emaotionally 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 beingj
abused. It is importantitat anyone who has concerns that a child or young person is in need of protec ion
contacts a local Child Protection Service for assistance and advice.

CHILD PROTECTIRMK MANAGEMENT STRATEMMANAGING BREACHES

This plan outlines the steps to be taken following a breach of the child and youth risk management st -ateg
in order to address the breach in a fair and supportive manner.

Definition

A breach is any action araction by any member of the organisation, including children and young peaple,
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 proteaifarhildren

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 harndimgcheporting

guidelines.

Policies and procedures for implementing and reviewing the children and youth risk managem 2nt
strategy and maintaining an employee register.

Risk management plans for high risk activities and special events.

Strategies for commupation 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.
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Processes to manage a breach of the child 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.

Thedetails of the breach, including the versions of all parties and the outcome will be recordec.
Matters discussed in relation to the breach will be kept confidential and an appropriate outcorre
will be decided.

Suitable outcomes for breaches

Depending on theature 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 involekin the incident (where appropriate).

Disciplinary procedures if necessary.

Reviewing current policies and procedures and developing new policies and procedures if nec2ssa

Reviewed 01.01.2017
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CULTURAL DIVERSITY POLICY

The aim othe 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 alfamily through:

w 9y O02dzNF 3Ay3d OKAfRNBY (2 a1 Fo62dzi GKSANI 26y | yR 2i

making others uncomfortable including parents.

Providing children with accurate, developmentally appropriate information.

Providy 3 I NI} y3aS 2F YIGSNAFta GKFIG NBLINBaSyid oI NASR
acknowledging the similarities and differences between cultural groups.

w ¢2 F2a30SNI OKAf RNBYyQa OdzNA2aAlbesz Sy eacéswuigimilaitgcR S Y LI
LINE GARAY I &LISOALFE Odzf GdzNF f FOGAGAGASE Ay NBaLkRyas

w Providing support or including written information for those families who have English as a second languace.

w To enable children to develop ease with, and regger physical differences.

w To help children become aware of our share physical characteristize makes us all human beings.

w ¢2 FFFANY FYyR F2a20SNJ OKAf RNByQa {(y2¢f SRIAS | yR LNAI

w To recognise, minimise and teach children t@iome 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 respegacy and confidentiality so that families will

trust our service and openly exchange information with educators/staff, which may be important for the care ol a
child. Legislation requires that families provide us with personal information to provid®ppate care for their
OKAfR® ! dziK2NA&AaSR SRdzOlF G2NEKkAGEFTTF dzaS GKAA AYyF2NXNI
care professional in order to fulfil their responsibilities towards the child. It is important therefore to etfgire
educators/staff are fully aware of their responsibilities for maintaining strict confidentiality under the Privacy Ac:
(1988), and also that families are informed of their rights in regard to access to their own personal information and
how the servie will ensure the information is protected from unauthorised access. In addition, families need to 2e

AVF2NNYSR o2dzi 6KAOK LIS2LX & KF@S | 00Saa G2 GKSAN OK

/1 L[5w9bQ{ b995{

LO A& AYLRNIFYy(d GKF G Ahgahte INdvhing, BepadiouNddd othér sefiskivelisBuestare kef tR N
confidential.

ClaL[L9{Q b995{
CrYAfASAE ySSR (G2 ¥FSSt O2YF2NIIlIofS (2 RA&AOdzaa O2yFTAR
know that private information given to theesvice regarding their income levels, family arrangements etc. are keyit

confidential and secure. Families also need to know that they are able to access their own personal records aiid ha
any errors corrected.

EDUCATOR/STAFF NEEDS

9 RdzOI (i 2 N & that$hSiRpersofal récyrds gdetails, 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 workpl: ce.

MANAGEMENT NEEDS

Management requires the ability tmake 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

w Personal information will only be collected in so far as it is required for the service to function effectivel s,
and in line with relevant legislation.

w Collection of personal information will be lawful, fair, reasonable and unobtrusive.

w Families providig personal information are advised in our Privacy Statement of, amongst other things, \vhy
the information is collected, the organisations to which the information may be disclosed, and that they are
able to gain access to their information.

w Families will B notified of how long particular records will be retained under the Education and Care
Services National Regulations.
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The use or disclosure of personal information will only be for the purpose it was originally collected, un ess
the individual cosents or unless it is needed to prevent a health threat, or is required or authorised und 2r
law.

NolaDee Child Care Centre will take steps to ensure the personal information collected, used or disclosed, i
accurate, complete and up to date. Families t@lrequired to update their enrolment details annually, or
whenever they experience a change in circumstances. Computer records will be updated as soon as naw
information is provided.

Personal information will be kept in a secure and confidential waydastioyed by shredding or

incineration, when no longer needed.

Individuals will be provided with access to their personal information and may request that their informe tion
be updated or changed where it is not current or correct.

Individuals wishing toacess 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 ititgrof the applicant, and ensure
someone is with them while they access the information to ensure the information is not changed or
NBY2@OSR gAlGK2dzi GKS ' LIINRBOSR LINPGARSNI 2N y2YA I
The approved provider or nominated supervisol @eal with privacy complaints promptly and in a

consistent manner, following the services Grievance Procedures. Where the aggrieved person is dissa isfiec
after going through the grievance process, they may appeal in writing to the Privacy Commissibimer w

the Office of the Australian Information Commissiomv(w.oaic.gov.ay, (Refer to our procedure for dealing

with complaints).

Visual images of enrolled children will not be taken, recorded, removed from thi@eepr used for any

purpose without the written consent of the parent/guardian, except where visual images are used withii the
service for monitoring of an enrolled child, or visual images are taken by an authorised officer acting in the
course of his/heduties, in which case only the parent /guardian and authorised staff with have access t>
GKS AYIFI3ISad tIFNByGlrfk3adad NRAILY O2yaSyd gAtt o6S 3A
Confidential conversations that staff members have with family membeather 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
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CURRICULUM PLANNING POLICY

Nola DeeChild Care Centre uses a chkikehtred approach to planning for children. The centre sees each chilil as
individual in their level of ability, rate of development, cultural and family background, interests and challenges. Thi
approach enables staff to panti-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 environme nt.

CHILDREN3®:

In this age group, our magim for the children is to develop sditlp skills, leading to independence.

' OGADGAGASE FLIINPLINARIFGS G2 GKS OKAftRNByQa F3IS | NB LN
simple skill, such as painting, helps to develop &cfild I NI aLJ FyR adNRB1S LI GGSNY ¢

¢KS AYLRNIIFIYOS Aa y20 Ay GKS FTAYAAaKSR LINRRdzOG odzi A
not represent anything to the adult eye, but the child would have begressing some thought or idea they had ¢t
the time. Their work is an expression of their feelings and is, therefore, very important.

As with the 35 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 hav 2 had
a busy and productive day.

CHILDRENS YEARS:

Our Kinder program is implemented Monday to Friday from 1:30pm to 4:30pm by a fullyepi&lifidergarten
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 developmefttisA RA Yy 3 OKAf RNBEy Qa OK
offering opportunities in all areas of learning.

{GFFF gAff adzLILR2 NI FyR Odztf GAGF (IS OKAf RNBYyQa AYyKSNBy
in order to learn and grow. The vast range ofivties on offer promotes independence, sdifvelopment, 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 imagin ition
with dramatic play, puppets and dresps. The program will endorse issues of social value such as healthy eatir g,
dental health, road safety, susmart, people in the community and multiculturalism.

Our program is aimed at nurturing and encouragehgdren 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 worldratdhem.
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DISCUSSION

Children and adults learn best when they are interested, so the subjects we discuss through the year arise froin our
AYyiSNBadad ¢KS OKAfRNBY YIe oNAYy3 |y 202ka@sitheTNRY K2
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 obgct 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 commentssaggestiong they could be most helpful.

PLANNING POLICY

tKS OSYGNB 0StAS@®Sa GKFEAGT aSFOK OKAEfR KI &.Wekai toNRA = K {
provide a safe, nurturing and educational environment with supportive services according to the needs of chilcren
GAOGKAY 2dz2NJ OF NBoé

G9F OK OKAfR A& OFNBR FT2NJ & +ty AYRAGARAzZ f FyR LINE 3N
intellectual development of each child taking into consideration cultural diversity. Parents are welcome at the centre
FYR adzLJL2NISR o6& aidlFF (G2 KI@S |y 2y32Ay3 dzyRSNEROI Y

AIMS:

9 To provide children with a qualiggrogram that offers a balance of activities aimed at promoting a range of skills
and interests.

1 The program is based on the observations of children within our care, which enable staff to plan activities t1at
are developmental, culturally and age apprae.

1 To offer a range of activities so children can make choices regarding their play and learning from planned
experiences.

T ¢2 YSSG SIOK OKAftRQa ySSRAa o0& LINPOGARAY3I | LINRPIAINIFY
promote further developrent of the developmental areas.

T ¢2 GdzyS Ayid2 GKS OKAfRNBYyQa AyldiSNBa

T ¢2 2NHIFIYyAaS GKS OSyiuNBQa AYyR22NJ YR
child safety and stimulation.

9 To support parents in their role through mutual respect, communication and consultations that leads to a
meaningful program.

1 To develop within the children a respect for the social and cultural diversity of our community, the centre st aff
and children in oucare.

1 To ensure that transition times during the day are pleasurable, smooth and provide planned and spontane)us
opportunities for learning.

1 To plan both structured and unstructured play opportunities that foster science concepts of exploration anc
discovery which enables children to learn about themselves and the world in which they belong.

1 For daily routines are structured in a way that provides predictability and security for children, while allowirg
TESEAOATAGE (G2 31 3S lekobBrelbbaing ik MBaliddsidug/tGtieRiamate. Y2 2 Ra X

YR (G2 AyO2I

0 a
2dzi R22NJ Sy @A NI
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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 enstiklitbe

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, sctall

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 planningdiip Leaders are responsible for the following on an alternate week:

1

= =

=a =4

Write observations what you see the child doingoting what hand/foot they use first, what facial expressions,
etc.
2NRAGS v 20aSNBFiGA2ya 2y SI OK @KAX Ry S OKS ®BS S A 2K 5 NJI
the sheet in the spaces provided
9F OK DNRdzLJ [ SFRSNJ gAff RAALI & {KSwokeNdisgehaAdfalldwe LI |
Group Leaders are able to use their Agantact time to visit other Resirce services to assist them with
LINEANF Y RSGSE2LIVYSyil 6A0GK 5ANBOG2NRA | LIIINBR O @
Parents are informed of special programs to encourage their participation and input
Staffs refer to their own knowledge of development along with checklists, book resourrssngl
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, chanmsters, etc.

Week 1: Observation Week

* 9@l fdzr S GKS LINBGA 2dza LINEINIY LXFYS 2y ol O] #F

*  File in the Previous Plans Folder

* 2 NRGS Fylrftead 2y FTNRYyG LI 3IS 2F 4aLYRA DA Rddrafegids & it SN
three experiences).

* hoaSNBFlA2y aKSSia F2N F20dza OKAf RNBY oO0CAff A &
children). Refer to observations on first page & previous observations to determine what area & elemeit of
developmant to be focused on for each focus child. These goals can be to further develop a need or str 2ngth
in a child. It is important to grasp the whole child before developing any goal.

*  Write more observations for children. Organise room, posters, do anyditded & (G Kl G &a K2 dzf Ry
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 chitdind 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 ex|erier
planned
*  Write in the focus childrenode with the experiences that are planned for them
- e.g. Cars & trucks with blocks (LR)

PLANNING FORMAT:

ACTIVIT¥olumn is to state the activities which is planned for the children according to their interests, ages anc
strengths.

MATERIAL&olumn is to state the things that are needed for the activities.

PURPOSé&olumn is to explain the purpose for planning apesence.

QUALITY AREASIumn is to state the areas of the Quality areas that children could achieve/involved through tlie
experience.

EYLKEarly Years Learning Framewodglumn is to state the areas of the early years learning framework children
couldachieve through an experience.

MODIFICATION 2 f dzYy A& (2 ail i8S GKS I R2dadGYSyld 2F GKS I+ O]
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PROGRAM EVALUATION

To make informed decisions when planning the fortnightly program it is esstwditatach Group Leader maintains

an ongoing process of evaluation. The Centre recognises that program evaluation is a vital step in the prograniminc
cycle. The evaluation process requires staff to develop an openness to change, a culture of reflediive jprac
acceptance of discussing diverse points of view and a commitment to continuous learning.

AIMS:

1 To evaluate the experiences offered on the previous fortnight we take observations on the children to dete mine
further interest or modifications fortsnulating individuals and the group of children.

1 To establish whether the children benefited from the activities planned for the focus children along with the
group as a whole.

T ¢2 NBO2NR (KS OKAf RNByQa ¥F2 NIy AobtikdipfodidedB a L2y asSa (2
1 Toinvolve parents in the evaluation process informally through regular discussions.
PROCEDURES:

On a fortnightly basis each Group Leader will:
T 'yagSN a9@Ffdz2 GA2Yy vdzSaldAizyaeg 2y GKS o001 2F GKS «

1 / KAt RNBY Q& ar@takanSvhidrly adinditlege can be assessed as information in guiding to evaluating the
program

REFERENCE:

Quality Improvement and Accreditation Syster@uality Practices Guide (First edition 2005) National Child Care
Accreditation Council Inc. Auatia 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 protectedfom skin damage caused by harmful UV rays of the sun. It is to be implemented fron the
start of September until the ad of April and whenever UV Index levels reach 3 and above at other times. Particiilar

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 considere@émnwplanning all outdoor activities. Nel2ee Child Care
Centre has sufficient shades so as to provide adequate sun protected areas.

Nola5SS / KAfR /INB /SyYyiuNBQa adzy LINRPGSOGAZ2Y LINI OGAOG A
are ke out of direct sun.

BACKGROUND
I obflyOS 2F dzf NI GA268G NIRAFGAZ2Y 6! 20 SELRAIINB A&
Bdzy0dNYE &1AY FyR $88 RIYFIIS yR &1AYy OFyOSN® O9ELRA

associted with an increased risk of skin cancer in later life. Too little UV from the sun can lead to low vitamin C
levels. Vitamin D is essential for healthy bones and muscles, and for general health

PROCEDURES

1 To assist with the implementation of this policy, educators and children are encouraged to access the c aily
f 201t &adzy LINRPGSOGAZ2Y GAYS&A QOAl GKS {dzy{YINI 4., R3
sunsmart.com.au.

1 The sun protection measusdisted 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.

1 Where possible, active, outdoor sun safe play is encoutdigeoughout the day.

T SunSmart practices consider the special needs of infants. All babies under 12 months are kept out of cirect
sun during the sun protection times (when UV levels are three and above).

Healthy Physical Environment
SEEK SHADE

1 Managemenimakes sure there is a sufficient number of shelters and trees providing shade in the outdc or
area particularly in higluse areas.

1 The availability of shade is considered when planning all outdoor activities.

Children are encouraged to choose and use abelareas of shade when outside.

1 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.

1 A shade assessment is conducted regularly to determine the current avaylapititquality of shade.

=
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Healthy Social Environment

SLIP ON SUN PROTECTIVE CLOTHING

)l

Children are required to wear loositing clothing that covers as much skin as possible. Clothing made from
cool, densely woven fabric is recommended. Tofik elbow-length sleeves, and if possible, collars and
kneelength or longer style shorts and skirts are best. If a child is not wearingadarclothing (e.g. a singlet
top or shoestring dress) they will be required to chooseshitt/shirt to wear ovetthe top before going
outdoors.

SLAP ON A HAT

T

All children are required to wear hats that protect their face, neck and ears (legionnaire,-brioached or
bucket style). Peak caps and visors are not considered a suitable alternative.

SLOP ON SUNSCREEN

SPF50(or higher) broaespectrum, watesresistant 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 reddy school, children from 3 years of age are given opportunities end
encouraged to apply their own sunscreen under supervision of staff.

SLIDE ON SUNGLASSES [IF PRACTICAL]

1

Where practical, children are encouraged to wear close fitting, veraund sungisses that meet the
Australian Standard 1067 (Sunglasses: Category 2, 3 or 4) and cover as much of the eye area as posc<ible.

LEARNING AND SKILLS

1
)l

Sun protection and vitamin D are incorporated into the learning and development program.
The SunSmart policy reinforced through educator and children's activities and displays.

ENGAGING CHILDREN, EDUCATORS, STAFF AND FAMILIES

1

= =4 =4 =4 4 = -8 -8 -

Educators, staff and families are provided with information on sun protection and vitamin D through family
newsletters, service handboak y 2 1A OS62F NRa FyR (KS aSNBAOSQa 6S
When enrolling their child, families are:

LYFT2NY¥SR 2F (GKS &ASNBAOSQa adzyaYlI NI LRfAoe

Asked to provide a suitable sun protective hat, covering clothing and sunscreen for their child

Required to give permission for ecators to apply sunscreen to their child

Encouraged to use sunsmart measures themselves when at the service.

As part of OHS UV risk controls and fwmledelling, educators, staff and visitors:

Wear a suitable sun protective hat, covering clothing andia€tical, sunglasses

Apply sunscreen

Seek shade whenever possible.
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MONITORING AND REVIEW

1 Management, educators and staff monitor and review the effectiveness of the Sunfatiagt and revise
the policy when required (at least once every three years) by completing a policy review and membersip
renewal with SunSmart atww.sunsmart.com.au

1 SunSmarpolicy updates and requirements will be made available to educators, staff, families and visitcrs.

Relevant documents / links

- National Early Years Learning Framework (EYLF)

- Victorian Early Years Learning and Development Framework (VEYLDF)

- Building Qualy 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 Ausalia: Guidance Note for the Protection of Workers from the Ultraviolet Radiation in

- Sunlight (2008)

- AS 4685.1: 2014 Playground equipment and surfaci@gneral safety requirements and test methods
- National Quality Standards

- Quality Area (QA) / Standa(8) / Element (E)
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Sun protection agreement and permission form

| understandNOLADEE CHILDCARE CEN3 REegistered Sun Smart Early Childhood Program member and fpll »ws
Sun Smart and Cancer Council Victoria recommendations to use a combination of sun protection measures| (I at,
clothing, sunscreen, shade, and if practical, sunglasses) from Septemberdadtof April (and whenever UV levgls
reach three and above) when outdoors.

L F3INBS (2 KSfLI adzLJLI2 NI GKAA&A YSYOSNEKALI yR KSf LU YA
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. | understand that singlet tops or

shoestring dresses do not provide adequate sun protectiahane 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). | understand that baseball / peak style caps do not
provideadequate sun protection and are not appropriate for outdoor play.

To give permission for educators / staff to apply SPBb@igher broad spectrum sunscreen (that
KIS &adzZlll)f ASR FYR fl10StfSR 6A0GK Y& OKRORKDKAY
including their face, neck, ears, arms and legs. | agree that this sunscreen will be kept at the se vice
and it is my responsibility to make sure there is always an adequate supply available.

To give permission for educators / staff to assigtchild to develop independent, sdielp skills by
applying SPF30 or higher breggectrum sunscreen to all exposed parts of their own skin includir g
their face, neck, ears, arms and legs. (Recommended from 3+ years.)

/| KA RONBYOvQa yIFIYSoaovyY wuyuyywyyyyyy

t I NBYGkDdzk NRAFYQ&a YIEYS Yoy upyuyeuypyeupypygy gy

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 materia's anc
activities, including messy activities. It is important that you provide cloths for your children that allow them to 1zel
comfortable and mue freely.

Each child should being a complete change of clothes (including singlet, underpants, shoes and socks) in a st itable
bag. Infants will sometimes need more than one change of clothing.

We ask all clothing be clearly named. We take no respongifali 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 outaors even in winter promotes good health through exercise and fresh air. A pair of slippers wou d be
appreciated for indoor play.

HOT WEATHER

Children are required to wear clothing that covers their shoulders and back. We strictly adhere to our sutigrote:c

i oA = oz

L2t Adezr a2 | 1 o6StftSR KIG GKIG LINRGSOGa GKS OKAfFQa

Reviewed 01.01.2017
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FOOD AND NUTRITION POLICY

The Centre is committed to the provision of a wedlanced and nutritiousliet, 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 ducational experiences in food, to enable children to cultivate and establish good food habit:;.
LG Aa GKS /SyiNBQa LRtAOE (G2 LINBPOARS YSIta GKIFG | NB
containing nuts are allowed at the cenat

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 yea's of
age, Where such foods atdNP2 A RSR> (G KSeé gAftf 06S 3INIGSRZI 0221SR 2N
/| KAt RNByQa |1 2alLAidlrf 3IdARStAySao

AIMS

w To provide children in the Centre with appropriate nutritionally balanced and appetising foods.

w To teach children about food and mition.

w To give information to parents about nutrition and introducing foods to children, encouraging

wtFNBYyldlt Ay@2t @SYSydG Ay OKAfRNBYQad ydziNAGAZY
PROCEDURES

T ¢KS /SyGNB sAftt LINRPDARS OKAfRNByQa YSIta 6SEOHLI

tea, and late snack.

1 Meals will be nutritionally balanced and food served will be low in sugar, salt and fat.

91 Fresh fruit and vegetables will lised on a daily basis.

1 Water will be available at all times, milk will be served 2 times per day.

T {SNBAy3a oAttt 0SS OFINASR (G2 OFGSNI F2NJ SI OK OKA1{ RC

9 The Centre will seek information regarding dietary requiremérams parents.

1 A high level of hygiene will be maintained when storing, preparing and serving meals (see staff guidelir es fo

procedures to be used).

1 Children will have opportunities to become familiar with foods from a range of cultures. The foods that ire
served to children will be discussed with them. Children will be encouraged to have adraeaperience in
cooking and food preparation.

1 The Weekly Menu will be on display for parents and staff. Parents will be encouraged to provide recipes anc
ideas fa meals. Information about nutrition and meal times will be given to parents during the year.

T ¢KS /SYyGuNBQa bdziNAGAZ2Y t2fA08 gAff 0SS adzoeSOG G2

Meal components are served separately whenever possible, to respect and encaufaget RNBSyYy Q& OF

1 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 handlersi K 2 dzf R K 2 { ROGDKSSFEDWAASIBIY KT %O (S

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 Gzdriva sh
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 disinfectshed daily. Fridge dool
handle and other handles are wiped with sasiti and paper towel daily. Kitchen stove top is taken apart ¢ nd
cleaned daily. Oven is setieaning. Refrigerator interior and exterior is cleaned weekly.

9 Children must wash and dry their hands using soap before each eating experience. Childrerdivegualn
bowls/plates for each serve of food. P&hool 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 NolaDee Child Care Centre allergies or reactianfobd 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 spec al die
or need.

1 Water given to children is boiled and cooled to ensure safety.

MEAL TIMES

1 To provide a pleasant, social eating environment that assists in the learning of social and cultural v ilues
1 To ensure that food is available to all children regardless of the time of day they are at the Centre.

PROCEDURES

1
1

= =

=a =4 —a -9

Children will beencouraged to serve and feed themselves (wherever possible).

/| KA RNByQa OK2A0Sa IINB NBALISOGSR® hyS gl & Ay o
separately and encouraging children to make choices when serving themselves.

Staff and childre 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 awaness experiences will be chosen from a variety of cultures.

Mealtimes 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

9 To provide a clean and healthy environment for the children in our care.
1 To ensure that universal hygiene practices are implemented and cross infection is minimised and contiolled.
1 How to prevent the Spread of Infection

Ways to prevent the spread of irdgon 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 tadministration of first aid at Nol®ee Child Care Centre.

POLICY STATEMENT
VALUES
The Early Learning Centre is committed to:

1 providing a safe and healthy environment for all children, educators, staff and others attending the serice
1 providing a clar set of guidelines in relation to the administration of first aid at the service

1 Ensuring that the service has the capacity to deliver current approved first aid, as required.

SCOPE

This policy applies to the Approved Provider, Nominated Super@sotified Supervisor, educators, staff, students
on placement, volunteers, parents/guardians, children and others attending the programs and activities-Dieldolit
Child Care Centre, including during offsite excursions and activities

BACKGROUND AND NBWNAL REGULATIONS

Background

First aid can save lives and prevent minor injuries or illnesses from becoming major ones. The capacity to pro'ide
prompt basic first aid is particularly important in the context of an early childhood service where staff have a du ty of
care and obligatiomo assist children who are injured, become ill or require support with administration of
medication.

First Aid Training Requlations

Regulations that governs the operation of the N@lae CCC is based on the health, safety and welfare of childrell,
and requires that children are protected from hazards and harm. As a demonstration of duty of care and best
practice the NoleDee CCC ensures that all staff have current approved first aid qualifications (Education and Care
Services National Regulations 2011).

As a requirement, the Nol®@ee 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 tréning is updated annually with emphasis placed on CPR, anaphylaxis, asthma management, chokiny,
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 childreby 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:

—a —a_a _a _a _a _a

Assess the child for injury and ensure that the child is comforted as required.
Move child to safety 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.
Enaire 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 telephoneeport 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 nunlbers al

If minor (first aid only required)

Staff:

—a —a _a _a _a

=

Administer first aid such ascold pack application, dressing, comfort and rest.

/| KSO1 GKS OKAftRQa SYyNRtYSYyd RSGFAfA GAGK ! RYA [AZ
Complete the Accident Injury Record and have parents sign on arrival at kindergarten.

Bodily Fluid Spills

Staff inservice training for infection control guidelines is ongoing. The following procedures are
implemented in the event of a blood spill, vorimitident 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 stdards 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: Regulatj@$s 836, 137(1)(e), 168(2)(a), 245

brGA2Yy I f vdz-fAde {GFYyRFNRX vdzZhtAG& ! NBF wHY [/ KAfF
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

1 Occupational Health and Safety Act 2004

=A== 4 -4

4. DEFINITIONS

The terms defined in this section relate specifically to this policy. For commonly used terms e.g. Approved Pro sider,
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 emerge:ncy
asthma management training is published on the ACECQA website:acecga.gov.au

Duty of care: A common law concept that refets 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 cootstseries of techniques

to preserve life, protect a person (particularly if unconscious), prevent a condition worsening and promote recc very.
First aid training should be delivered by approved first aid providers, and a list is published on the A@BSIQ@A
www.acecga.gov.au/qualifications/approveitst-aid-qualifications

First aid kit: The Compliance Code First aid in the workplace, developed by Worksafe Victoria, lists the minimun
requirements for a first aid kit. First aid in the workplace is availablesat.worksafe.vic.gov.au

Incident, Injury, Trauma and lliness Recor@ontains details of any incident, injury, trauma or iliness that occurs whil 2
the child is being educated and cared for by the service. Any incident, injury, trauma or illness must be recorde d as
soon as is practicableut not later than 24 hours after the occurrence. Details required include the
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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

= =44 4

Details of action taken by the service including any medication administered, first aid provided or medi :al
personnel contacted

Details of any witnesses
Names of any person the service notified or attempted to notify, and the time and date of this

Signaure 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 dacigént, Injury, Trauma
and lliness Recoid available on the ACECQA website.

Medication record: Contains details for each child to whom medication is to be administered by the service. Th s
AyOf dzRSa (GKS OKAfRQA YyIYSTE aA3IYySR lFdziK2NAalFGA2y (2
administered, including time, date, dage, manner of administration, name and signature of person administerir g
the medication and of the person checking the medication, if required (Regulation 92). A sample medication re cord
is available on the ACECQA webditai://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 ¢ f
adults and children free of charge laittp://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 iliness for which the attent on
of a registered medical practitioner, emergency services or hospital is sought or should have been sought. This alsc
includes an incident in which a dhihppears 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 seriolls
incident should be documented in an Incident, Injury, Traamd lliness Record (sample form available on the
ACECQA website) as soon as possible and within 24 hours of the incident. The Regulatory Authority (DEECD ' mus
notified within 24 hours of a serious incident occurring at the service (Regulation 1Zp(Zr¢cords are required to

be retained for the periods specified in Regulation 183.

5. SOURCES AND RELATED POLICIES

Sources

T 'dZAGNIEALY [/ KAfRNBY Q& 9 RdzOl (i Av@vyl.ackodaRjovial NB v dzl £ X ( &
9 Australian Red Crossww.redcross.org.au

1 StJohn Ambulance Australia (Vigyvw.stjohnvic.com.au

1

First aid in the workplacevww.worksafe.vic.gov.au
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Service policies

1 Administration of Medication Policy
1 Anaphylaxis Policy
1 Asthma Policy
1 Emergency and Evacuation Policy
9 Excursions and Service Events Policy
1 Incident, Injury, Trauma and lliness Policy
1 Staffing Policy
PROCEDURES

The Approved Provider is responsible for:

T

1
)l

= =4 -4 =4

Ensuring that every reasonable precaution is taken to protect children at the service from harm and hé zards
that are likely to cause injury.

Assessing the first aid requirements foetservice. 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 beilugated and cared for by the

service (Regulation 136(1) (a)). This can be the same person who has anaphylaxis management train ng ar
emergency asthma management training, also required under the Regulations

Appointing a staff member to be the nominatédst 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 sé\ageilable for their
information, and that first aid kits can be inspected on request

Providing and maintaining an appropriate number oftapdate, fullyequipped first aid kits that meet
Australian Standards (refer to Definitions). The appropriateber 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 outc oor
spaces to the nearest kit

ensuring a risk assessment is conducted prior to an excursion to identifyaiskalth, 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 firstaidil Ay Ay 3 RSGFAf & I NBE NBO2NRSR 2y SI OK &
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
iliness at the service and recording details on ileident, Injuy, Trauma and Iliness Recdrdfer 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 lliness 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:

w

w

Ensuring that every reasonable precaution is taken to protect children at the service from harm and ha zards
that are likely to cause injury (Section 167)

Ensuring that the prescribed educatto-child ratios are met at all times (refer to Supervision of Children
Policy)

Ensuring that all staff approved first aid qualifications, anaphylaxis management training and
emergency asthma

Management training are c¢tent, meet the requirements of the National Act (Section 169(4)) and National
Regulations (Regulation 137), and are approved by ACE&&Ao Sources)

Ensuring a risk assessment is conducted prior to an excursion to identify risks to health, safety or 