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PHILOSOPHY

Date ofLast ReviewNovember 208

Date of Next ReviewDecember2019

Legislative LinksNational Quality Standards 201Bducation and Care Services NatidRafulations (NSW) 2014
SourcesWhat makes a good play area for childrafv®od & Martin; The Universityf&estern Australia.

Promoting independence and agentiQS PLP-Mewsletter No.64 2013; Early Childhood Australia.

Belonging, Being & BecomingThe Early Years Learning Framework for Austr2iaO; Australian Government
Department of Education and Trég.

‘B@@MI:N’@

This image of a melaleuca tree is a visual representation of our philosophy about quality care and education for young
children at Kookaburra Childcare Centre.

Thenatural environmentin which the tree grows represents the beautiful natural pdgpaces weake such pride in at

our centre. We believeth@d2 y i OG A GK yIF GdzNBE OFly €SIR (2 I ydzvYoSNI 27
such as improved cognitive function, increased creativity, and improved interaction with others. Weebilat by

providing beautiful natural environments for children, they will develop respect for the world around them and want to

be involved in caring for the environment through sustainable practices.

We imagine thechild as a treg capable of learningnd growng on its own, making its own choices as to which way it

bends its branches. We believe that children are capable, competent, curious, creative and selmotivated We
0StASPS Ay LINBY2GAYy3a OKAf RNBY QasecihSmsdves a gompet@rs pidndersiof/ R Sy
society.

Thestrong roots of belongingepresent our belief that a strong sense of belonging allows children to learn and grow
to their fullest potential.
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This sense of belonging is reinforced by dah soil of Rinciples ¢seeing the rights of the child as paramount and
building secure, respectful and reciprocal relationships with children, having high expectations and viewing children as
successful, competent and capable learners, promoting equity, inclusiomiaedity, valuing Aboriginal and Torres
Strait Islander cultures, respecting and supporting the role of parents and families and building strong partnerships with
them, having high expectations of our practice and continuing to improve through ongoiminigand reflection.

Ourtrunk of beingrepresents our value of the here and now for children. Just as we recognise that trees grow at their
own pace- so do children. We believe in allowing children the time to get to know themselves as they are rmiclto
and maintain relationships with others, to face challenges and enjoy the simple pleasures of day to day life.

Thebranches of becominfNB LINB &Sy i GKS FAGS ONBIR RANBOGAZ2Yya Ay HKAC
guided by the Early es learning Framework and the Queensland Kindergarten Guidelines. These include Identity, Our
world, Wellbeing, Active learning and Communication.

This learning is enriched by ti8unlight of play and real life experience®e understand and value playdred life
experiences as the most effective contexts for learning in the early years. Play and real life experiences and associated
social interactions help children to build and strengthen brain pathways, develop social competence, build confidence,
reslience and a sense of agency.

TheWatering can of PracticeB LINS a Sy ida GKS LINI OGAOSa 2F 2dzNJ 9 Rdz@l G 2 N&
holistic approaches, responsiveness to children, intentional teaching, learning through play, contine@yiofy and
transitions, assessment for learning, learning environments, cultural competence.

POLICIES AND PROCEDURES MANUAL



KOOKABURRA CHILDCARE CENTRE

CODE OF ETHICS

Date ofLast ReviewJuly 208
Date of Next Review December 202

Legislati

ve LinksNational Quality Standards 201Bducation and Cargervces National Regulations (NSW) 2014

SourcesEarly Childhood Australia Code of Ethics 2006

Rationale:

Why do we need this?

Aim:

CKAA /SYGdNB FAYa (2 dzZllK2ft R SGKAOFE adlyRFENRa Fa 2dzif Ay

ThisCodeof Ethic provides a framework for reflection about the ethical responsibilities of early childhood
professionals. Following a national process of consultation, principles emerged which are indicative of the
values we share as early childhood professioimafgistalia. The Code is intended for use by all early childhood
professionals who work with or on behalf of children and families in early childhood settings.

Implementation:
In relation to children, all staff will:

f
f

=

Act in the best interests of athildren.

Respect the rights of children as enshrined in the United Nations Convention on the Rights of the Child (1991)
and commit to advocating for these rights.

Recognise children as active citizens participating in different communities such as @fily,f ReRgsQ &

and schools.

Work with children to help them understand that they are global citizens with shared responsibilities to the
environment and humanity.

Respect the special relationship between children and their families and incorpoiatpdispedte in all our
interactions with children.

/I NBFGS FTYyR YIFAylGrAy al¥Sy KSIfaKe Sy@gaANRyYSyidaz a
development, engagement, initiative, selforth, dignity and show respect for their contributions.

Work to ensue children and families with additional needs can exercise their rights.

Acknowledge the uniqueness and potential of all children, in recognition that enjoying their childhood without
undue pressure is important.

Acknowledge the holistic naturef childre/ Q& f SF NYyAy3 FyR (KS aA3ayAafFTaAoryos
identities.

Work to ensure children are not discriminated against on the basis of gender, age, ability, economic status,
family structure, lifestyle, ethnicity, religion riguage, cuure, or national origin.

Acknowledge children as competent learners, and build active communities of engagement and inquiry.

| 2y 2dzNJ OKAf RNBYyQa NAIKG G2 LIXrex ra 020K | LINRBOSaa

In relation to families, all staff will:

il

= =4 =4 =4

Listen to ard learn from families, in order to acknowledge and build upon their strengths and competencies,
and support them in their role of nurturing children.

Assist each family to develop a sense of belonging and inclusion.

Develop positive relationshipbased omutual trust and open communication.

Develop partnerships with families and engage in shared decision making where appropriate.

Acknowledge the rights of families to make decisions about their children.
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1 Respect the uniqueness of each family etidve to karn about their culture, structure, lifestyle, customs,
language, beliefs and kinship systems.

1 585@St21L) aKFNBR LIXIFyyAy3a:s Y2yAG2NRAYy3 yR FaaSaavySydl
in ways that families understand.

1 Acknowledye that eab family is affected by the community contexts in which they engage.

1 Be sensitive to the vulnerabilities of children and families and respond in ways that empower and maintain the
dignity of all children and families.

1 Maintain confidentiality ad respect he right of the family to privacy.

II. In relation to colleagues, all staff will:

1 Encourage colleagues to adopt and act in accordance with this Code, and take action in the presence of
unethical behaviours.

1 Build collaborativeelationships based on trtisrespect and honesty.

1 Acknowledge and support the personal strengths, professional experience and diversity which my colleagues
bring to their work.

1 Make every effort to use constructive methods to manage differences of opinithre spirit of collegiaty.

Share and build knowledge, experiences and resources with my colleagues.

1 Collaborate with our colleagues to generate a culture of continual reflection and renewal of high quality
practices in early childhood.

]

In relation tocommunities, all staff wiil

1 Learn about the communities that we work within and enact curriculum programs which are responsive to
those contexts and community priorities.

1 Connect with people, services and agencies within the communities that suppaitechdnd families.

Promoteda K NSR FaLIANI GA2ya FY2y3ad O02YYdzyAGASa Ay 2NRSN

1 Advocate for the development and implementation of laws and policies that promote -trlelatly
communities and work to change those thaork against child and faily wellbeing.

9 Utilise knowledge and research to advocate for universal access to a range afuaigl early childhood
programs for all children.

1 Work to promote community understanding of how children learn in order thatrappate systems of
assessrant and reporting are used to benefit children.

=

In relation to students, | will:

1 Afford professional opportunities and resources for students to demonstrate their competencies.

1 Acknowledge and support the personal strengths,fessional knowledge, divetg and experience which
students bring to the learning environment.

1 Model highquality professional practices.

T Yy2¢ GKS NBIJdANBYSyiGa 2F (GKS adGddzRSydaQ AyRAGARdZ
representatives of thainstitution.

1 Provide onging constructive feedback and assessment that is fair and equitable.

1 Implement strategies that will empower students to make positive contributions to the workplace.

1 Maintain confidentiality in relation to students.

In relationto the employer, all stafivill:

1 Support workplace policies, standards and practices that are fair;dismmiminatory and are in the best
interest of children and families.
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1 Promote and support ongoing professional development within my work team.
1 Adhere to lawful policies and prodares and when there is conflict, attempt to effect change through
constructive action within the organisation or seek change through appropriate procedures.

In relation to ourselves as professionals, all staff will:

1 Baseour work on contemporary perspegts on research, theory, content knowledge, hoghality early
childhood practices and my understandings of the children and families with whom | work.

1 Regard ourselves as learners who undertake reflection, criticat&elf/, continuing professional delepment

and engage with contemporary theory and practice.

Seek and build collaborative professional relationships.

Acknowledge the power dimensions within professional relationships.

Act in ways that advance the interested standing of our profession.

Work within the limits of our professional role and avoid misrepresentation of our professional competence

and qualifications.

1 Mentor other early childhood professionals and students.

1 Advocate in relation to issues that imgt on my profession and on younlgildren and their families.

1 Encourage qualities and practices of leadership within the early childhood profession.

=A =4 =4 =4

In relation to the conduct of research, all staff will:

f Recognise that research includes routine documé#ata and investigations of childrénd f S| NJ Ay 3
development, as well as more formal research projects undertaken with and by external bodies.

T .S NBalLkRyairgdsS (2 OKAfRNBYyQa LI NIHGAOALIGAZY Ay NBaSthHI
such as safety, fatigue, privacydatheir interest.

1 Support research to strengthen and expand the knowledge base of early childhood, and where possible,
initiate, contribute to, facilitate and disseminate such research.

1 Make every effort to understand thpurpose and value of proposed regeh projects and make informed
decisions as to the participation of ourselves, colleagues, children, families and communities.

1 Ensure research in which we are involved meets standard ethical procedures including infoonssht,
opportunity to withdraw and confidentiality.

1 Ensure that images of children and other data are only collected with informed consent and are stored and
utilised according to legislative and policy requirements.

1 Represent the findings of all researaccurately.
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GOVERNANCE STRURRU

Date of Last ReviewJuly 208
Date of Next ReviewDecember 202

Parent Committee

Nominated Supervisor

Responsible Person

Lead Educators Administration Cook

AssistantEducator

AssistantEducator

Trainees/Students
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CATEGORIES

PROGRAM

HEALTH AND SAFETY
PHYSICANVIRONMENT
STAFAND STUDENTS
CHILDREN

FAMILIES
ADMINISTRATION

N o ok~ wbdRE
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CATEGORY 1: PROGRAM
POLICY 1.CURRICULUMND PEDAGOGY

Date of Last ReviewApril 2019

Date of Next ReviewDecember2020

Legislative LinksEducation and Car8ervices National Regulations (NSW) 2014: Part 4.1 Educational Program and
Practice

Sources:Guide to the National Quality Standard 2013, Belonging, Being and Becoming: The Earlye¥eang
Framework for Australia 2009, My Time, Our Place: Framewor&dhool Age Care in Australia 2011

Rationale:
Australia has a National Quality Standard linked to national learning frameworks that recognise children learn from
birth. These framewhl] & 2dzif Ay S LINI OGAO0OSa (2 adzlll2NI yR LINBY2(dS ¢

BeRyIAy3Ix . SAy3a YR .SO2YAy3dY ¢KS 9INIe& ,SFENBR [ SI NJ
CNJ YSG2N] QO
The Early Years Learning Framework guides educators in developing ppeg/igms for children. It describes
the early childhood pedagogy (pdiples and practice) and the outcomes required to support and enhance
@2dzy3 OKAf RNBYQa fSIENYyAy3dI FTNRY O0ANILK (2 FAOS &SI N&
NOTE: Our Kindeagen Room works with the QUEENSLAND KINDERGARTEN LEARNING GQEREE)NEDSse
principles and outcomes directly align with those of the EYLF.

Kookaburra Childcare Centre is committed to the provision of quality early childhood education for adirchildr

Aim:
We aim to provide quality early childhood education by udingse approved learning frameworks to guide our
pedagogy and curriculum decision making.

Implementation:
Management will:
1 Provide all families with information about trentent and operation of the educational program and how it
will affect their chila S RdzOF GA 2yl £ SELISNASYOS 6KAtS SyNeRffSR A
The Educational Leader will:
1 Support educators by providing curriculum direction to ensure children achieve theroatcof the approved
learning frameworks.
f  Support educators in using an ongoing &cl2 ¥ LJX I yyAy 33X R20dzySyidAy3a IyR S
continually develop the educational program and think critically about what is offered and why.
1 Support andpromote consistency across the service
Educators will:
1 Promote shared learning arabllaboration with children and families
LRSYyGAFe OKAfRNBYyQa A0GNBy3aGKa yR AyiSNBaida G2 AyT¥F:
Provide engaging environments and meaningful experiences for didild and groups
Use appropriate teaching strategies for individuals and groups
Diglay routines and weekly plans and have curriculum documé&etgping online documentation of children's
play and learning up to date and encourage and support familieagage with it
f Observe, gather and interpret information about children and documend &8 SaaYSyida 27F (K
developmental needs, interests, experiences and participation in the educational program; and assessments
2F (KS OKAfRQA LchnToNtBezducakioBdl grogran in indiviSualdmlite portfolios

= =4 -4 =4
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1 Reflect on and asss information gathered and use the learning outcomes from approved learning frameworks
G2 3FdzZARS LI FyyAy3a FT2N) OKAf RNBYyQa fSINyAy3Io

1  Think critically about their pedagogydwork towards continual improvement by evaluating and reflecting on
their practiceregularly.

PLAY, EXPLORING IDEAS AND RISK TAKING
Play is a context for learning that:

allows for the expression of personality and uniqueness
enhances dispositions such as curiosity and creativity
enables children to make connections between prior égpees and new learning
assists children to develop relationships and concepts
1 Stimulates a sense of wellbeing.
/| KAf RNBY I O0GA@Ste O2yaidNHz2OG GKSANI 26y dzy RSNERGFYRAY3IE |
capacity to initiate andiead learning, and their rights to participate in decisions that affect theahyding their learning.
-BEING, BELONGING & BECOMIB&3ly Years Learning Framework

=A =4 -4 =4

We want children to experience through playopenended interactions, spontaneity, ridkking, exploration and
discovery.

When it comes to play ideas and themes thmay be inappropriate, it is our role as educators to help children
understand the reasons why it may not be acceptable for them to continue to play in a calm ajutigementalwvay.
(E.g. physical safety of themselves or others, emotional and sociakeinglbf themselves or others)

We should help children to think of more appropriate ways to explore their ideas or put in place control measures to
make it safe and appropriate.
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POLICY 2. EDUCATIONAL LEADER

Date of Last ReviewApril 2019

Date of Nex Review December2020

Legislative LinksEducation and Care Services National Regulafig8$V) 2014 Part 4.4 Division 1
SourcesEducation and Care Services National ReguilatNSW) 2014

Rationale:
TheEducation and Care Services NatidRagulationstates:

The approved provider of an education and care service must designate, in writing, a suitably qualified and
experienced educator, emdinator or other individual asdeicational leader at the service to lead the
development andmplementation of educational programs in the service.

Aim:

The Designated Educational leader Vedd the development and implementation of educational prograjuiled by

the approved learningrameworks.They will spport educators in using an ongoingcte of planning, documenting and
S@rftdzr GAy3 OKAfRNByQa tSINYyAy3a (G2 O2ydAiydatte RS@St 2L
and why.

Implementation:
Management vill;
1 Designate a suitably qualified and experienced Edudattine position of Educational Leader
9 Display the designated Educational Leader in the foyer.
1  Work collaboratively with the Educational Lead to ensure positive outcomes are achieved
The Educatinal Leader will:
1 Liaise with educators during regular intelwdo answer questions and provide advice ad support to do with
the educational program.
1 Conduct / schedule monthly Lead educator meetings
9 Liaise with Centre Director to implement the EducatioReogram, manage the QIP and ensure compliance
with NQS.
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POLICY 3. ENROLMEN®DORIENTATION AND TRANSITION

Date of Last ReviewApril 2019

Date of Next ReviewDecember2020

Legislative LinksEducation and Care Services National RegulafidBsV) 2014

Sources:Guide to the National Quality Standards 208&ipporting Children to Settle into Child Cd&hillip Rowell,
Putting Children First : Issue 20, December 2006, NCAC.

Rationale:

Effective orientation and transition experiences for chéld are characterisd by environments where staff
demonstrate empathy towards children and their families and where a flexible, consistent and individualised approach
Ad FTR2LIGSR G2 YSSi OKAfRNBY YR FlIYATtASEQ ySSRao
Allowing adequate time and opportunitefor the developmet of respectful and trusting relationships between
children, families and staff is one of the most crucial factors to successful orientations and transitions.

Aim:

When a child is first enrolled at the centre or when they are due tigpss into the nexage group or into school,
ensure that this is carried out in a way that is positive and respectful, individualised and flexible to meet the needs of
the child and their family.

Implementation:
In regard to orientation for new childra and families:
Management will:

1 give families a tour of the centre while providing brief and relevant information about the centre e.g. age
groups of each room, educator to child ratios for each room, food and drinks provided by the centre, education
andcare program etc.

1 X2¢ FlLYAEtASE 6KSNB (KSe OFry FAYR AYLERNIFIYd AyF2NYI
menu, emergency evacuation plan etc.

1 Introduce families to StoryPark and provide them with the information they need to get dtarte

1 Take families tfough the arrival and departure process including specific processes for signing in and out,
incidents and illnesses, medications, breakfast and wet or soiled clothing.

1 Explain our online enrolment process and requirements prior to thil attending (intuding what to bring
each day)

91 Introduce families to Xplor and provide them with the information they need to get started including setting
up alternate persons to drop off /pick up.

1 Encourage families to visit our Centre website, towieur policies, parent handbook and other relevant
information.

1 Give families the number for the security coded front door.

1 Answer any questions the families may have.

1 Encourage families to share their specific needs and wishes for their child whichemalgiéd to things such
as culture, diet, language, ability etc.

1 Encourage families to visit or call the centre at any time to see how their child is going throughout the day.

In regard to transitioning families and children between rooms within the Cemnt
The Director will:

1 Discuss possible transition of child/children Lead Educator

91 Priority will be based on age, individual needs and available days.

The current Lead Educator will:
POLICIES AND PROCEDURES MANUAL
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Discuss possible move with family

Explain the orientation process torfaly

Talk to the child about transitioning

Introduce child and family to new carers

Give all records to Lead Educator in new room e.g. medical records, educational documentation,
family requests

0 Work together to help the child and their family through tbdentation process with Lead Educator
from the new room.

O O 0O oo

In regard to orientation of children and families to their new room:
The Lead Educator of the room the child will soon be attending will:
1 Begin to build a positive, trusting relationship wittetbhild and their family.
Give a tour of the room e.g. toilets, bag storage, notice boards, play areas, eating areas
Provide fanly with relevant information e.g. room routine, educational program
Discuss any concerns the families might have regarding thé OKA f RQa Yy SSRa
Introduce all staff members in the room and explain their qualifications and role in the care and education of
the children.

= =4 =4 =4

In regard to orientation of children and families to school:
Management will:
1 Provide information about local sobls
91 Provide options and resources for families who feel that their child will not be ready for school
The Kindergarten Teacheliillv
1  Write transition statements in collaboration with families and children
f  Encourage families to provide the transiton Sa¥ Sy i (2 (KS ao0OK22f G2 KSf L) (K.
1y26 GKS OKAfRQa aA0NBy3aldiKa:z yikHRrRasmostRradsition. SNBada Y21
1 Talk with children and families about what they can expect at school
Educators (Including thendergarten Teacher) will:
91 Provide support and advice to families about their child and attending school
1 Provideinformation about each child that their family may present to the school to help them get to know and
understand the child
1 Answer questions thamilies may have about school and transitions
1 Make connections with local schools to build transition parthgrs

9F OK OKAfRQa 2NASY(llI GA2ykiGNIyaAlA2yY LINRPOS&aa gAft 0SS Ay

children. Orietation will be designed to transition the child into the new setting in a way that is positive and respectful
to their individual needs.

POLICIES AND PROCEDURES MANUAL



KOOKABURRA CHILDCARE CENTRE

POLICY4dY t h{L¢L+9 D, L5!'b/ 9 hC /T 1L[5w¢

Date of Last ReviewApril 2019

Date of Next ReviewDecember2020

Legislative linksEducation and Care Services National Regulations (NSW) 2014 Part 4.5

Source: Early Childhood Australia Inc. (2007The code of ethicsRetrieved May 2, 2007, from
http://www.earlychildhoodaustralia.org.au/code_of ethics/early_childhood_australias_code_of ethics.iRmilter,

L. (2003).Young childre@d 0 SKI @A 2dzNY t NI OG A Ol f eathed(NRd).OEa F2 )
MacLennan & Petty; UNICEF (n.Bgct sheet: A summary of the rights under the Convention on the Rights

of the Child Retrieved April 4, 2007, fromhttp://www.unicef.org/crc/files/Rights_overview.pgf
http://www.ectarc.com.au/cybertots/toolbox12_11/shared/resources/html/res_behavmanplan.htm

Rationale:
Kookaburra Child Care Centre recognisesdmyfiRS NE i F yR& (GKIF G | OKAf RQa 0SKI @A 2 dz
0 age and deelopment;
0 general health and wellbeing;
o relationships with their family;
o play and learning environments, which includes the physical indoor/outdoor settings, the weather,
the time of year, the time of day;
9 R dzO | caregNikgGtrategies and practi¢eghich includes how those strategies are implemented,;
relationship with other children and stakeholders, such as students, volunteers and visitors; and
o External factors, such as féy) home life, school or peer group experiences, or media coverage of
traumatic events.

o O

Families an@ducatorsdisplay respect and empathy towards children when they label behaviour and not the individual
child. This means that behaviours are managed,anddren. A 3 5

Educators, other children and families should refrain frondISt €t Ay 3 | OKAf RQa Ayl LILINE LINA
Wyl dAKGIeQ 2N Wol RQd {AYAfIFINXIe&x GNIRAGAZ2YyILE I oStiva &dzOK
behaviour.

For example, when a child completes a task directed lagah, such as washing their hands before a meal, staff/carers
aK2dzf R ARSY(GATe (GKS O0SKIF@A2dz2NJ 0KIFG NBAYF2NDSa Gk | OKA.
028kK3IANI QX GKS aA0FFFkOFINBNI OFYNINBAARNVRI g A ®NIGKIKY Fa @ R @4
GOKEFY1l @2dz T2NI NBYSYOSNARAyYy3 G2 OfSIy @2dz2NJ KFyRa 0S¥2NB

Whileeducatorss NB | g+ NB FyR NBaLIS O ASERA A RIE F NPGIKYAR 3R NBYRQ 30 S yARS
to balance the individal needs of stakeholders with R dzO | kind®visdg€of developmentally appropriate practices
and current best practice recommendations from recognised authorities.

TheOccupational Halth and Safety Acttates that employers have a duty of care to their@ayees to ensure that the

working environment supports emotional and mental wellbeing.

Staff/carers who are implementing behaviour guidance strategies and/or plarghildiren that display inappropriate
behaviours, (especially if the behaviour is aggressowards other children or adults) need continued support and
assistance. Staff/carers can experience levels of stress or anxiety, which may lead to sicknesy am tpattorkplace.

{ SNBAOSa KI@S | Rdzié 27 O NB motdnal SvglikeiziN cornsidered, aSwelLds thé S S & ¢
OKAf RQa YySSR T2NJ LRAAGAGBS O0SKI @A2dzNJ I3dzA RFyOS adNI G§S3IAS

Aim:
¢KS LlzN1J322asS 2F GKS aSNDA®SQa . SKI @A2dzNJ DdzA RFyOS t 2t A Qe
T SyO2dzN} 3S | OOSLIiFo6tS F2N¥Ya& 27F 0SKIlcapidendeNhdes@ésteznA Yy 3 &
1 Provide children with support, guidance and opportunities to manage their own behaviour; and promote
collaborative approaches to behaviourglR I y OS 06 S 4SSy i KSandioBettidaagencies. & G I | S

POLICIES AND PROCEDURES MANUAL


http://www.earlychildhoodaustralia.org.au/code_of_ethics/early_childhood_australias_code_of_ethics.html
http://www.unicef.org/crc/files/Rights_overview.pdf

f
f

KOOKABURRA CHILDCARE CENTRE

Recognise that cldren have the same rights as adults; and
Recognises, values and celebrates the differences and similarities that exist in all persons.

Families andtaff/carers should use appropriate strategies to guide children to recognise, manage and learn from their
behaviours and express their emotions in positive, #fforeatening and productive ways.

Implementation
Children will:

|l

Be involved in establishing lay and safety limits, which reflect recommended best practices, and the

consequences involved whéimits are not adheredt® b2 iSY 5STAYAYy3 fAYAGa Ay
I WwyS3al dABSQ Faarada OKAf RNBy 2@ (NS YRSy SN Na K3 Hil YilZt S
AYAARSQ A& LINBFSNIoO6fS (G2 WOKAtRNBY R2 y20 NYzy Ayaair

1 Be involvedrn establishing play and learning spaces in the environment which includes areas where children
can find solace, peace and relaxatiéior example, ahild who recognises that they are becoming frustrated
with other children can retreat to an area that aliming and allows them to refocus.

1 Be provided with opportunities to seek information that can assist them in dealing with their emotions.

Families will:

1 Be informed about the behaviour guidance policy on enrolment and be given the opportunity to share
information about the behaviour guidance strategies used at home via informal discussions with staff on a
regular basis, Storypark or formaleetings.

1 Have the opportunity to express their thoughts, expectations and feelings openly with staff/carers.

1 Receie information relevanto behavioural issues as information becomes available

1 Help to maintain lines of open communication aagpectations with educators and management about
behaviour guidance for their child.

I Have access to behaviour guidance informatihrough management.

Staff will:

9 interact with children, families and peers equitably and respectfully;

f collaborate with famk £ A S& G2 Sy adzNB Odzf GdzNF £ o6F O]l INRdzyR YR 0o
behaviour

1 use language that promotes emggt and understanding;

T OiA@GSte Y2yAG2N) OKAft RNBYyQa O0SKIFQGAZ2dz2NET

1 encourage empathy towards others;

1 avoid making comparisons betweehildren and families;

T 0SS 6 NB 2F aAlGdzr A2y ay INRdAzLI ReylFrYAO0& IyR a0OSyl N&z

1 Support and encourage children to be fair and respectful of others.

T wSaLlRyR (22 IyR |0ly26t SRIAS ir@ssAdngeNplyaluie, &y Aankiatg v 4
frustration, sadness, and pride and acknowledge that the emotions experienced by claitérsignificant.

f wSalLRyR ILIINRLINRFGSte Ay I O02NRIFIYOS gAiGK GKS OSy N
behaviours.

1 Understand that children may not have developed the appropriate strategies to express emotions due to their
age and/or tage of development.

1 Demonstrate an understanding and empathy towards children who display behaviours that are not always
consisent with their development and/or general disposition.

1 Use positive behaviour guidance strategies to encourage preferred miravi

1 Work in collaboration with children to selay and safety limits and consequences

1 Help children to understand wigertain behaviours may be positive or negative and therefore appropriate or

inappropriate in the child care environment.

Management wil:
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1 Provide continued support and assistance to staff and families who are implementing behaviour guidance
strategies anfbr plans for children that display inappropriate behaviours, (especially if the behaviour is
aggressive towards other children or ady)lt

1 Be involved in consultations with staff and families when planning, implementing and evaluating Behaviour
ManagementPlans for specific behaviours.

T alAydlrAy G§KS @npidsldideat infodnitidrdaNkeBaiioural issues.

1 Access externaupport agencies if required.

Positive Behaviour Guidance Strategies

Model Appropriate Behaviourset limits and expetations and stick to them.

Reward Appropriate Behavioumpraise and acknowledge preferred behaviour. Ignore negative behaviour, hoever
OKAfRQA al FSGeé Aa G NRA]l AYISNBSYS AYYSRAIFLGSteo®

Eye contactDS G R2é6y (2 GKS OKAf RQoont-$PO6MI5F2NR2IKSSOKAT ROR 2
immediate action is required.

Loud and soft reprimandsuse the tone of your voict® show children how you feel. Not in a frightening negative way.
Thinking time:withdrawal from activity to a quiet spot with the offer of suppait] S Qa FAYR | aLJ} OS 73
KSFR® 22dz R @2dz tA1S YS (2 aAd 6A0GK e@2dzxKé

Communication skillsCommunicate clearly to the children and listen actively.

EncouragementFocus a the strengths, assets, effort, improvement and enjoyment.

Choice Followed By consequencésive limited choices to the child. Ensure all choices are positive for the child a

others. E.g. you can wash your hands by yourself or | can help you washaywls:

.dzZAf R LIR2AAGAGBS NBf I (A 2y EstabliskhpoditiveRelatibisRifps RviiBhg ehildref. SiélgFevedyd (0 S S
child to feel valued, wanted and respected

Behaviour Guidance Plans

A behaviour guidance plan may be implementeddaycators in collaboration with management and families to
observe, plan, implement, evaluate and document strategies that reflect when a child isongpliant to the
established limit®f play and interactions. For example, swearing; hitting, smackingcking other children or adults;
or potentially causing harm to themselves.

These plans should:

be based on evidence that the displayed behaviour is inappropriate;

be observed and doenented over a period of time that suggests a pattern is emerging;

indude inappropriate behaviours that occur consistently;

include inappropriate behaviours that occur with consistent triggers;

identify that the behaviour could possibly harm another clitchdult;

define the context within which the behaviour occurs; and

Utilise external support services if necessary.

=A =4 =4 -4 -4 -4 -4
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FORM 1.4BEHAVIOUR GUIDANCE PLAN

Name of child: Age:
Start date: Reviewdate:
Background
/| KA ek@aeéundo I Behaviour indicators
Information relating to thechild's background is recorded here. In here you would recar specific behaviours that the child is
These might includdamily information, place in family, culture, demonstrating.Youmust list the exact behaviour, not your
family structure, additional needs, disabilignd medicahistory. interpretation of it. For example, 'hitting’ rather than 'being naughty
Antecedent events Prioritise behaviour
These are factors that may be ddhuting to the child's behaviour, In most cases, a child will be demonstrating more than one behav
for example: death in the family, moving house, losing a pet. that is inappropriateln this section, you wouldllocate a priority to

each behaviouraccording to its severity.

Behaviour Management Plan
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Intervention Strategies Support- internal

In this section you should explain the This section will detail the exact strategies | This refers to the support required by peopl
justification behind the planthat is, why you're going to use for the actions listed within the Centre and also to members of
you want to changé¢he child's behaviour. under ‘intervention’. You should also detail | the child's family.

You must also listie specific actions you whether the strategy involves other childrer

will take to guide the child's behaviour. the child's family or other staff.

Aims Limits Support- external

In this section you should detaikactly what = In here you would detail any limits that exis | This section isised to detail any external

modified behaviour you are aimingrfd-or or need to be put in plac&Vhen developing = support involved in the planfor example,
example:Peter will stop smacking other limits, consider the child's age aadilities. agencies or support services.

children. Limits must also be consistent.

Evaluation

Behaviour
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In here, you would identify how you're going to monitdranges in the child's behaviodfou would also keep records of chasdn the
behaviour, detailing exactly how it was/is changing.

Plan

This is where you would evaluate the success of the whole Behaviour Managementdtlamould detail anyhanges that have taken place,
and any followup actions required.

This behaviour management plan has been designed in the best interest of the child, other children, staff, families and
the community.

9RdzOF 12NDR& bl YS 9RdzOF G2NR& { A3yl (dNB
tF NByGiQa bl YS tENByGdQa { ATyl (dNB
b2YAYl G§SR { dzZLJSNIA&2NRa bl YS Nominated Supg®A & 2 NR& { A Iy G dzNB
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POLICY 1.5: MEDIA AND TECHNOLOGY

Date of Last ReviewApril 2019

Date of Next ReviewDecenber 2020

Legislative linksEducation and Care Servidéational Regulations (NSW) 2014 Part 4.7, Subdivision 4
Source:http://www.classification.gov.apUsing Social Media in your Service, Rural Corq8etvices Supporting
Services, Project Update Issue 6,201

Rationale:
Media
Australian Classification of media and technology states that:

1 General (G) rated content is very mild in impact. The G classification is suitable for everyone. G products may
contain classifiable elements such as languagethrthes that are very mild in impact. However, some G
classified films or computer games may t@n content that is not of interest to children.

1 Parental Guidance (PG) rated content is mild in impact. The impact of PG (Parental Guidance) classified films
and computer games should be no higher than mild, but they may contain content that childdecofifusing
or upsetting and may require the guidance of parents and guardians. They may, for example, contain
classifiable elements such as language and theimatsare mild in impact. It is not recommended for viewing
or playing by persons under 15 withibguidance from parents or guardians.

1 Any other classification is inappropriate for young children.

Social networking

The world of social media offers many apfunities to support communication between education and care services,
families and associatieprofessional organisations. While there are many advantages in utilising these mediums, there
can also be an element of risk, which if managed well can restétvarding and efficient benefits.

Although recognising there are many advantages in usowak media networks within service operations, it is
important to approach usage with caution, by carefully and thoroughly managing its usage. Protecting, $amily

YR OKAf RNBYQa LINARGFO& A& 27F dzLJY 2 & dentikied tambithisa®S s A G K |

Aim:

Kookaburra Child Care Centre supports the use of technology and social media to effectively communicate with families.
Childen will be encouraged to learn about and use a range of media and technology for educatigmasdqsu The

centre will ensure that this media and technology has appropriate content for young children.

Australian Classification of media and technology stdket:

1 General (G) rated content is very mild in impact. The G classification is suitablefgone. G products may
contain classifiable elements such as language and themes that are very mild in impact. However: some G
classified films or computer gaga may contain content that is not of interest to children.

1 Parental Guidance (PG) rated corttémmild in impact. The impact of PG (Parental Guidance) classified films
and computer games should be no higher than mild, but they may contain content tidttechfind confusing
or upsetting and may require the guidance of parents and guardians. Wtagy for example, contain
classifiable elements such as language and themes that are mild in impact. It is not recommended for viewing
or playing by persons undé5 without guidance from parents or guardians.

1 Any other classification is inappropriate fgwung children.
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Implementation:
Media
1 Only G rated content may be used or PG rated with parent/guardian permission.
1 All media and technology will be asses$adits educational value and only used for educational purposes.
1 Media and technology may besed for entertainment purposes only in circumstances approved by the
Director. E.g. rainy days & special experiences etc.
Social networks
1 Staff andfamilies should understand the boundaries when using Facebook and maintain respect for others.
1 Facebook shald be used for general communication only. Any important information should be
communicated to management and staff via phone or email includireyanices, absences, family matters of
concern, medications, etc.
Privacy and Confidentiality
1  Written permisson from families will be sought on enrolment before using information about or photographs
of children on social media or other media.
1 No private emails, private phone numbers, private mobiles and private address to be shared on Facebook.
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CATEGORY EAEALTH AND SAFETY
POLICY 2. ARRIVAL AND DEPARTURE

Date: April 2019

Review DateDecember2020

Legislative LinksEducation and Care Servidéational Regulation€NSW) 2012

Source Education and Care Services National Regulations under the Educationrar®eGaces National Law 2011.

Rationale:
We encourage families to stay for a period of time to settle your child into the centre antbatay at departure time

az

GKFG &2dz OFy RA&O0Odzaa Fye& AYLR2NII yiathauyEdachdfd: G A2y | 02 dz

( Please understand that these times can be busy for Educators as we endeavour to make time to speak to each parent
or caragiver whilst still engaging with children in play and learning.

Our service uses a roster of staffing to provigatinuity of care for your child both at arrival and departure.

Children may be accepted into a combined group for a period of time bdtieimorning and evenings. These groups

are combined to maintain optimal educator to child ratios and meet or exoeidnal regulations.

All educators endeavour to make themselves available for informal chats at this time.

Strict guidelines are necessanyensure that parents and relatives are aware of the process for signing children in and
out, so that an accurateecord of attendance of each child is available.

Aim:

=A =4 =4 =4

To ensure that all staff are aware of the children who are in attendance at the centre at any time

To ensure that staff can account for all children in case of emergency and evacuation

To ensure cotinuity of care for each child

¢2 SylFofS LINByida FyR OFNBIAGSNE GKS 2LIRNIdzyAride :
at arrival and departure times.

Implementation:
For each child in attendance at the Centre, there must be aarate record of attendance thathow the

f
f
f

/| KAt RQa FdzZ t ylFYS
Date and time of arrival at the centre
Date and time of each departure from the centre

In respect to attendance records there must be in a place a procedure, which ensure that:

il

A person who bring the child to the centre recordthe time of arrival of the child in the attendance record

and use their own personal PIN to sign the digital attendance record. Parents/ authorised persons will set their
own pin codes at the Centre upon first arrivalisitheir responsibility to memdse this pin code and keep it

secure. The Centre only has the access/ ability to send a reset password link to the intended party should they
have misplaced their code.

If a child is not signed in or out the educators ar¢hawised to sign the child in aut.

The person who collects the child from the centre records the time of departure and uses their own
personalised PIN to sign the digital attendance record.

An Educators receives the child on arrival and hands thRchi2 @S NJ 2y RS Llle bidéodzbiggdhto t | NBy
dzaS G KAAa 2LIRNIdzyAite G2 RA&aOdzaa (GKS OKAtRQa REFE&k |y
2 KSy  OKAfR A& RNRLIISR 2FF 2N fSIH@Sa GKS OSyiaNB:
parent or a person who is authorisédy’ g NRAR GAYy 3 o08ai K8 ORAf RO&A LWKBBYPKAL R

a (
(2 FdziK2NR&S FEGSNYFGS LISNBE2y A OAF GKSANI - L 2NJ | 003
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f Should a person be listed as an authorised contact, however has ngtbeeS ( dzLJ | & I yntwll LX 2 NB
0S O2yil OGSR I'yYR NBIldZANBR (2 SAGKSNI aSi GKS LISNE2Y
the child.

f LYF2NXIGA2Y 2y (KS OKAfRQAa RI& gAff 0SS LI aasSrR G2 GfF

If a per®n should arrive at the centretcollect a child and there is no information on the enrolment form authorising
the person, the chilanust not behanded over to that person.

In this instance the parents should be contacted immediately and advised the ofatime person who is attemptingp
O02ff SO0 GKSANI OKAfR® C2ff2g LINBYyIQa AyadaNdHzOdAizyas o dz
collect the child.

If a parent phones or informs us in person that someone else is to collectjfidation should be sought frorthe
person collecting the child. This person must be over 16 years of age.
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POLICY 2.ZEOOD AND DRINK SAFETY

Date of Last ReviewJune 208
Date of Next ReviewDecember 202
Legislative LinksEducatiamm and Care Servicégational Regulations [NSW] 2014, Part 4.2 DivisioNational Quality
Standardg,{ GF YRIFINR HY / KAfRNByQa I SItiK IyR {IFSae
Sources:
1 Staying Healthy 5th edition (NHMRC) 2012
1 Food Standards Australiavw.fooddandards.gov.au
1 Prevention of childhood burns and scaldeformation for parents and caregivers (Kidsafe)
http://www.kidsafesa.com.au
1 QIAS Food Safety F&heet 2006
1 Get Up & Grow: Healthy Eating and Physical Activity for Early ChildRood,SafetyAllergies, choking and
food hardling (Australian Government Department of Health) 2011.

Rationale

Food is an excellent place for germs to groiww the rightconditions, thenumber of bacteria in food catlouble every
30 minutes. Germs that do not grow in food can still be pa$s®d person to person in food.

Germs that are common on our skin and in the environment can causepmedning if they grow to lgenumbers in
food. (NHMRC 2012)

For these reasons, food safety is an important part of infection control in educationaaadervices.

The best ways to prevent diseases spreading through food are handnbygiet sharing food, plates artensils;
prepaing and storing food properly; and keeping food preparation areas clean. Risinfe arenot routinely needed
in food preparation areas if surfaces are thorougldleaned with detergent in havater and allowed to dryNHMRC,
2012)

For very young chdfen, some foods be considered to be unsdée to the risk of choking e.gpple peelsraw carrot,
nuts, and chunky foad

Allergies and intolerances must also be considered when deciding whether or not a food is safe for(Audtitdlian
Government Bpartment of Health, 2011)

Children are more likely than adults to become ill from eating unsafe food. In early childbtiodys, the larger the
number of children being fed, the larger the risk of contamination. This is because it is more difficaftdie larger
guantities of food safely(Australian Government Department of Health, 2011)

Bacteria will grow very rapidiyjn warm, moist conditions. A way of controlling bacteria from multiplying is to control

the temperature of the food and drink@usgralian Government Department of Health, 201 $ee table:
a{! C9 w»Bhbo{¢

HOT FOODS/MILK CHILLED, FROZEN FOODS/MILK

a2NB GKIYy cnQl [ Saa GKIYy pQ/

5! bD9w %hbo{:¢
p xic nQl/
BETWEEN THESE TEMPERATURES BACTERIA GROWS VERY QUICKLY

Cross Contamination
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Chidcare centres, where staff members change nappies and prepare or serve food on a daily basis have over three
times as many cases of diarrhoea as centres that keep these function separate. For this reason, every effort will be made
to ensure staff who pepare and serve food will not be the person who changes nappies or helps children go to the toilet
that day. Should there be a time in the day when this is unavoidable due to staffing levels, every effort must be taken
by staff to ensure that the risk afross infection is minimised e.g. through thorough hand washing, use of an apron
cleaning work surfaces ettNHMRC2012

Hot Food

When feeding children heated food, there is a risk of scalding. For example, if a child was to come into contact with food
ordNA Yy 1a | 3d cnQfdedred buthk iy undaNsedRntRidsafe Prevention of childhood burns and scalds
Information for parents and caregivers).

Therefore¥ 22 R Ydzad 06S KSIFGSR (2 F062@S c¢nQkn pi &éaye inimBdiatel) 2 2 f
serving to children All food trays are equipped with a food thermometer aaltistaff will ensure temperatures are
safe for children at the time of serving and feeding.

Milk/formula for babies

Bottles of breast milk and formula need lbe carefully prepared, stored and heated.

.NBFad YAaAtl O2yidlAya GKS Y2iK S Nibiants. Eycdufageaiisipobiotherkok OK K
infants up to 12 months old to provide expressed breast milkporisit the education and carearvice to feed their

infants.

Formula or breast milk needs to be kept refrigerated or frozen. Keegnamercury thermometer in youfridge so that

you can check that the temperature is below 5PCE £ o020 iGf S& ySSR G2 06S fledakef SR
the bottle was prepared or brought in by the parenfNHMRC 2012)

Water

Water is offered to children at most meals, as well as at any timaighout the day. For children under 12 months the
water is previously boiled, then chilled in the refrigiar each day before being offered. For children over 12 months,
water is given from the tagNHMRQ012

Children cooking
Children love to coakCooking is a safe and enjoyableidty for all and children will be encouraged to participate in
cooking br educational and leisure purposes under the direct supervision of Educ@titsIRQ012)

Aim

i To provide the highest protection for food and drink being prepared at the Centre

i To maintain a safe and hygienic area for food and drink preparation anaggor

1 To ensure food and drink is fresh and clean

1 To ensure food and drink is presented in a claad attractive manner, and is also appealing for the children to
consume.

i To ensure staff, children and families are aware of and implement appropriate Haadling and storage
practices.

1 To provide orgoing professional development and training oppanities for staff

1 To reduce the risk of infection through appropriate food handling and storage practices

Implementation

Familieswill:

() Be encouraged to imipment appropriate food handling and storage practiagethie home according to current
information byrecognised health authorities.

POLICIES AND PROCEDURES MANUAL
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Keep the Centre informed about any allergies or intolerances your child may have and keep the Ceatre up
date on any chages.
Clearly label all food and food containers wittsth NJ OKAf RQa y I YS®
Follow centre allergy restrictions e.g. nut free, egg free
| 2yadzZ G SRdAzOF G2NB | 62dzi ONARY3IAYyI Ay F22R F2NI 6KSANI C
in the class e.g. birthday cakes
Staff will:
1 Undertake apropriate training for food handling/ food safety supervisor training organised by management.
1 Follow all guidelines for food preparation and handling outlined in Procedure 2.2 Food and Drink Safety.
i Promote safe foogbractices with childremnd families.
i Educators will follow the food safety procedure for cooking with children.
1 .S I 6INB 2F IyR F2tt26 GKS OSyiNBQa R20dzySyiSR F22R

KOOKABURRA CHILDCARE CENTRE

Management will:

il
il

=A =4

=A =4

Maintain a documented food safety pragn monitored by Queensland Health.

Provideon-going professional development and training opportunities for staff to ensure safe food handling and
storage practices

Ensure that most of the staff havecarrentFood Handlers Certificate

Ensure tlat staff working in the preparation of food have apgmeate and up to date training: Food Safety
Supervisor Certificate.

Maintain clean and working facilities and equipment for the safe preparation of food and drinks.

Ensure that appropriate information regardingofid safety is available to families

Ensure hat Centre restrictions on food due to allergies are clearly communicated to all staff and families.

POLICIES AND PROCEDURES MANUAL
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PROCEDURE 2ZDOD AND DRINK SAFETY

Dateof Last ReviewMay 2018
Date of Next ReviewDecember2019
Legisative Links:Education and Care Serviddational Regulations [NSW] 2014, Part 4.2 DivisioNational Quality
Standardg,{ GF YRIFINR HY / KAfRNByQa I SItiK IyR {IFSae
Sources:
1  Staying Healthy 5th edition (NHMRC) 2012
1 Food Standards Australiawvw.foodstandards.gov.au
1 Prevention of childhood burns and scaldeformation for parents and caregivers (Kidsafe)
http://www.kidsafesa.com.a
1 QIAS Food Safety Fact Sheet 2006
1 Get Up & Grow: Healthy Eating and Physical Activity for Early ChildRood,SafetyAllergies, choking and
food handling (Australian Government Department of Health) 2011.

Serving meals and snacks
(NHMRC 2012)

1 Clean ables with Florosan
1 Ensure long hair is tied back and free from loose ends hanging around your face.
i Wash your hands thoroughly with soapy water befpreparing or serving food or drinks. If you are interrupted
to care for a child while preparing food spoon feeding an infant, be sure to wash your hands again before you
continue
1 /| KSO1 GKI G Fff GKS OKAfRNByOa KFyR& INB ¢l aKSR 0S¥
1 Encourage children to turn away from food or drink and cover theiutims when coughing or sneezing ahen

wash their hands

1 2 KSy aSNBAYy3a K2G F22R OKSO]l GKS (SYLISNI i daNddl davin | 6 2 D!
to body temperature6 o pc@/p Q/ 0 feedng B NRhildmmediately. This can be tested with the food
thermometer on youiserving tray.

i If children are sharing food from a common bowl or plate, make sure they understand that they need to use
tongs, spoons or other approiate utensils to take the food they want to eat. Remind them that they cannot
touch food that is being sired because this can spread germs that might make them or other children ill. This is
why it is important to use utensils, not your hands, when tgkimod from a common bowl or plate.

1 Do not allow children to share individual eating or drinking utengilsld G 1S FT22 R T NBeSor2 4 KSNJ

bowils.
i Use a separate spoon for each child you feed
i Throw out all leftovers. Tell parents what fotitkir child left, but do not return the leftover food to parents.

Receiving and Storing Food
(Food Standards éstralia)

Facilities must take all practicable measures to ensure they mdeive food that is safe amglitable for human
consumption. This mans that they must make sure that the food they receive:

1. Is protected from contamination

1 check that foods covered or packaged whenatrives and that the packaging or covering is not damaged;

1 / KSO1 (KS wo6Sail afheuNBd 20N QWdRE i S0 KQ aRIILIFSEASR GKS F22
0S dzaSR 2NJ a2f R L) ad A oreiswozarSto inspet the foad Svfien ivdrriveS and kNS &
place it directly into the freezer, refrigerator or other appropriate storageaare
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Check that delivery vehicle is clean and goods have not been exposed to chemicals

2. Can be identified while is ion the premises

Although most, if not all of the food you buy will be laleellwith the name of the produand the name and address
of the manufacturer, importer or packager ofdlood, you mayalso have unpackaged or unlabelled food on your
premises ad will need other ways gdroving what thifood is and where it came frong do this you may want to use
your supplier invoices, deeepsome other record of yowsuppliers and what you buy from them and the food you have
on your premises.

3. Is at thecorrect temperature when it arrives, if it is potentially hazardous

T if it is chilledg at a temperature of 5°C or below;
T if it is hot¢ at a temperature of 60°C or above;
i if it is frozeng frozen hard and not partly thawedthawed or partly thawed food mat not be refrozen but may
be refrigerated and used as refrigerated goods)
Dry Storage
i make it difficult for pests to get intstorage areas by sealing all holes, cracks and crewicere pests may breed
or enter;
1 store opened packaged products in cleaaaled food grade containers or adequately reskalpackage;
i look for signs of pest infestation where dry products are stoifed example: droppings, eggsgebs, feathers
and odours;
1 check that your dry st@ge area is cleaned reguladpd is notoveradowded;
1 OKSO1l GKIF{G @&2dz dzaS GKS 2f RSad adt201 FANRG yR GKFG
1 check that packging is not damaged;
1 check that chemicals such as cleaning products are stored away from food,;
1 check that all food is stored diffie floor;
1 a02NB8 F22R Ay | O0O2NRIyOS gAGK YI ydzFl OGdzZNBNRa &LISOA T,
i Have the premises treated regularly by a licensed Bastrol operator.

Cold Storage

store all potentially hazardous foods in cold storage areas under temperature control;

check andecord the temperature of food inside the refrigerator using a thermometet should always be 5°C

or colder;

all foodsneed to be stored in clean and covered food grade containers or wrapped in a protective covering, such
as plastic;

make sure that the @d storage area is not overcrowded with food, as air will not be able to circulate and keep
food cold;

make sure that rev food is separated from readyp-eat food;

check that water and condensation from raw foods will not drip onto retadgat food;

Makesure food does not stay in refrigeration for periods of time that may render the food unsuitable. Identifying
and date narking the food will allow you to use the oldest stock first;

R2 y2i dzasS F22R (KIFIGd Aa LIad ARl &FIEESDE Q0o RTINS @ yRI
damaged or deteriorated;

check that the inside of cold storage equipmentlsan and free from mould;

Clean refrigerators and cool rooms in accordance with your cleaning schedule.

POLICIES AND PROCEDURES MANUAL
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Frozen Storage

i Frozen food neds to be stored frozen hard (not partially thawed), to stop bacteria frouftiplying; make sure
food is stored and coved in clean containers. It should be clearly labelled and dated to allow for stock rotation;
R2Yy QG 2@0SNONRgR FNBI Sy &0G§2Nr3IS FNBIFAT

makS & dzNBE GKFG LI O1F3IAy3a AayQd RIEYFISRT

keep freezers clean;

Check the food in your freezer regularly to see if food is ammated, damagedjeteriorated or perished.

=A =4 =4 =4

Separating raw and cooked foods

If foods have been properlyookedteheated, any germs thavere in the food will haee been killed. It is importamtot
to let raw food come in contact with cooked food, because taw food may have germs in it.

To prevent crossontamination between raw and cooked foods:

1 keep raw and cooked foods separate, ewerhe fridge
1 keep cooked food above uncooked food in the fridge
i Use separate utensils (such as cutting boardslardes) for raw and cooked food.

Preparing Food

1 Staff will wear clean aprons when working in the kitchen, or have a clean top to chamgafiertfinishing in the
kitchen
i The kitchen should be fly and vermin proof
1 Wash your hands thoroughly with gmawater before handling food
1 /221 FT22R K20 620SNI cnQ/ 0 FyR aG2NB FT22R O02f R 0dzyRS|
1 Avoid reheating food at all, but if requiregheat foodonce onlyi 2 T nQ/ F2NJ H YAydziSaz | f
to the child and then throw awaxll leftovers.
i Freezeéftoverswhich have not been exposed to the danger zooe served for eatingn containers that are
labelled with current date
i Use a food thanometer to ensure that cooked or reheated food reaches the correct temperature. Keep-a

mercury thermometer iryour fridge so that you can check that the temperature is below 5°C.

Milk/formula for babies

(NHMRC 2012)

Bottles of breast milk and formulzeed to be carefully prepared, stored and heated.

.NBFad YAt]l O2yidlAya GKS Y2 ilingsS Nibiants. Eycdufagesaiisippobiotherkok OK K S
infants up to 12 months old to provide expressed breast milkporisit the educatiorand careservice to feed their
infants.

Formula or breast milk needs to be kept refrigerated or frozen. Keegnanercury thermometer in youfridge so that
you can check that the temperature is below 5°C. All bsttieed to be labelled with th® K A fiaReés@d the date the
bottle was prepared or brought in by the parent.

If you are involved in handling, preparingservingmilk/formula for babiesremember to wash your hands with soapy
water before doing the following:

Breast milk:
Staff will ensurehat families have clearly labelled bottles of breastmilk before accepting them for use at the centre.
Storage times for breast milk range from:
1 3-5 days in fridge
POLICIES AND PROCEDURES MANUAL
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1 2 weeks in freezer compartment inside of fridge
i 3 months if freezer has separate door tafe
i 6-12 months in deep freezer

When thawing frozen breast milk, always use the oldest milk filsw or heat expressed breast milk using either cool

to warm water. Do not use boiling water, as it may curdle the milk. Shake milk gently and tess thtat safe
temperature before offeing it to the baby. Wear gloves while handling breast milk. Discard any leftover breast milk
immediately. Refrigerate, but do not refreeze, thawed breast milk and discard if it is not consumed within 24 hours. If
possible, ask mothesto supply breast nitk in multiple small quantities to prevent wastage.

Formula:

Staff will ensure that families have clearly labelled bottles and formula containers before accepting them for use at the
centre.

It is best to make up &sh formula for each feed and giveadtthe child as soon as it has cooled. If this is not possible,

the freshly made formula should be cooled immediately and stored in the back of the refrigerator (where it is coldest)

for no more than 24 hours. Throw ay any formula that is left over. Dwt freeze or reheat leftover madep formula.

Families are requested to supply bottles and formula (correct quantities already measured into separate containers),
FYR adGFFF oAttt LINBLI NB indiddiigirie&®ls | OO2NRAy3 (2 SIOK o0loeQ
Preparation includs:

T Boil water for 5 minutes then allow it to cool
i Pour appropriate level of water into bottles
1 Add powdered formula

T Shake well and store in fridge

Formula can be stored in fridge for the day, but unused contentdwilliscarded at the end of the dayeat formula
by placing bottle in hot water until desired temperature is reached. Discard any leftover formula immediately.

Microwave ovens:

It isnot recommendedto warm bottles in the microwave. Microwave ovendidlmite heat unevenly. For examplde

centre core may be very hot while the bottle is still cool to touch. Also, water in the milk turns to steam and collects at
the top of the bottle, so there is a danger that the baby could be scalded. Themdferaative measures will be taken
toheati KS 6| 0 & QEMRC2G1H)f S a

Water:

Water is offered to children all meals, as well as at any time throughout the day. For children under 12 months the
water is previously boiled, then chilled in the refrigenat@ach day before being offered. For children over 12 months,
water is given from the tagNHMRC 2012)

Chidrea / 221 Ay3 ! OGAGAGASAY

(NHMRC 2012)

1 Be aware of the dangers of heat; therefore foods that need to be cooked in a frypan, e.g. pikeletss requir
maximum supervision and preferably small groups of children participating at one time

1 Ensure children and staffash their hands thoroughlgnd tie up any long habefore starting

al 1S OSNIFIAY &KIFNL) dziSyaata | N&d(SLIWG 2dzi 2F OKAf RNB)

1 To reduce the chances of germs being spread through food, it is recommended that children only pregare foo

that will be cooked afterwards any germs in the food will be destroyed when the food is cooked. However, if
the food will not be cooked, thigsk can be lowered if children only prepare food to eat themselves.

==

i For food that will not be cooked before @adj, children must be given individual plates, utensils and
ingredients.
i During cooking, staff will discuss with the children issues abouitimuty hygiene, cooking safely and food safety.

POLICIES AND PROCEDURES MANUAL
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1 After activity, staff will store food in appropriate ways, echilled in fridge or sealed in air tight container, until
food is served.
i Upon serving, staff will ensure food is at correct temperature féldodn to eat.

Cleaning and Sanitising surfaces, equipment and utensils
(Food Safety Australia)

Cleaning andanitising are different processes. Cleaning removes visible residue such as food waste, dirt and grease
and can be achieved through the use ofteraand detergents. Sanitising reduces micmganisms and can be
achieved through the use of heat and waterahemicals.

Anything that comes into contact with food must be cleaned and sanitised. Items which do not come into contact with
food need only beleaned.

Six steps to proper cleaning

1. Preclean: scrape, wipe or sweep away food scraps and viitbewater;

2. Wash: use hot water and detergent to take off any grease and dirt. Soak if needed;

3. Rinse: rinse off any loose dirt or detergent foam;

4. Sanitise: use a sanitiser to kill any remaining germs;

5. Final rinse: wash off sanitiser (read sarit SN & Ay a i NHzOG A2y a (G2 aS8SS AT @2dz ySS
6. Dry: allow to drigdry if not possible, dry with a clean téawel.

To sanitise soak itemsiwater at 77°C for 30 seconds.

POLICIES AND PROCEDURES MANUAL
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POLICY 2.5300D AND NUTRITION

Dateof Last ReviewMay 2018

Date of Next ReviewDecember2019

Legislative LinksEducation and Care Services National Regulations [NSW] 2014, Part 4.2 Division 1

Source:Nutrit A2y Ay [/ KAt ROFNB ClIOGaKSSaGyYy !'y3asStl hgSySehool b/ !/ 3
Lunchbox, Food Smart Schoolswww.foodsmartschools.org accessed 2016. Nutrition  Australia
www.nutritionaustralia.org

Rationale

PromotingchildBy Q& KSIf 0K A& 'y AYLERNIIFIYyd FaLsSOod 27F ljdza tAde Ol
good nutrition for all children while they are in care and pdaviappropriate information about healthy eating to

families.

It is important for both srvices and families to supply children in care with food that meets their nutritional needs. By
providing children with the nutrients that their bodies need to groweyhare able to develop and reach their physical

and mental potential. Alternatively, mo food choices and unhealthy eating habits adopted during childhood can lead

to a range of diseases and health related problems later in life.

Breastfeeding has many pitive benefits for infants, and services need to provide opportunities and encourageme

for families to continue to provide breast milk for children while in care. It is essential that child care professionals
recognise that families have the right todde whether they will breastfeed their child while they are in care, and each

T | Y Mécisiénsshould be accepted and respected.

Some children may have very specific food requirements due to allergies, food intolerances, cultural background or
family preerence. Child care services need to be prepared to work with families to make siire thay RA @A Rdzl £ OF
needs are met.

Child care professionals play an important role in supporting children to develop a healthy and positive attitude towards
good foal choices. Child care services should encourage the idea of mealtimes as an oppotwsatial interaction

AY I NBEtIESR GY2ELKSNBD® ¢KAa A& KSfLFdA yz2i 2yte F2N I
also helps to conveyhe message that eating healthy food is fun!

Aim:

1 Promote good nutrition for all chilén while in care

91 Provide current and appropriate information about healthy eating to families

 {dzLlLlX @ OKAfRNBY $AGK F22R GKIF{G YWiSdnidies @ knake BUINBhAIQ A Y d:
AYRAGARdZL f OKAf RNBYy Qa eRpr&diendd®areyeSpgdeed I NB YSG FyR FI Y

1 Provide opportunities and encouragement for families to continue to provide breast milk for their children
while in care

1 Support and encouge children to try new foods and enjoy healthy food in a flexible, relaxed, social
atmosphere.

Implementation

At Kookaburra Child Care Centre, we provide all of the meals for children throughout the day, apart from breastmilk
and formula for babies. We@aSNJ F2 NJ I NI} y3aS 2F | ff SNAASAZ Ayd2di&NI yOS3
alternatives within our menu for children who have special dietary requirements. Families are also given the option to
provide food for their children if we are uhke to cater for their individual dietary needs.

Management will:
1 Providecurrent information andesourcesaboutO K A f RutiBoyi o &taff andfamilies
1 Ensure that all staff are kept up to date with nutrition guidelines and that all food providechfliren meet
these guidelines

POLICIES AND PROCEDURES MANUAL
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1 Ensure that the most appropriate food procks are provided for children e.g. full cream milk

1 Balance budgetary constraints with nutritional needs and ease of preparation

1 Ensure that all menus meet the current nutrition deiines and are approved by Nutrition Australia

1 Provide a sufficiently flekile diet to allow children choices

1 Ensure 6od providel is interesting and varign colour, taste and texture

1 Ensure that alternative food options are available to cater folRNIBY | YR FF YAf &Qa AYyRAQD
e.g. dairy free, gluten free

1 Enaureall children haveccess to water all day

§  Consult with families regardifg K A f dilyaOdietaryneedsat the time of enrolment

1 Provide opportunities and encouragemefar families to continue to provide breastmilk for their children
while in are

1 Inform families of any requirements that must be met for food brought in from home e.g. allergy restrictions,
healthy options

Staff will:

f  Follow nutrition guidelines aswelia ¥+ YAf & LINBFTFSNByOSa 6KSy YI{1Aiy3a OKI
their developmental needs e.g. introducing solids to infants in care.

1 Provide encouragement and support for families to continue to provide breastmilk to their child while in care
and provide comfortable spaces for mothers to be able to breastfeed thdul ehthe centre.

1 Ensurevigilantsupervision of infants whilst learning to eabre solidfoods

9 The provision or denial of food will never be used as a form of punishment

9 Children will be encouraged to eat their main meal before eating dessert

1 Encourag all children to try new foodsbut always provide options

1 Be aware of and respect special dietary requirements of individual children and families

Communicate withfamiliesabouttheir childenQ &  tak2 Both in care and at home

1 Inform families ofany requirements that must be met for food brought in from home e.g. allergy restrictions,
healthy options

1 Provide a relaxed, flexible and social meal time environment and routinehitzren.

Families will:

1 When children are on special diets, provide as much detail as possible about suitable foods. Some of these
foods may need to be provided by the parents.

1 Provide breastmilk or formula for infants.

f  Ensure that all bottles and fmula containers and lunchkboSa | N& Of SI NI & t16SffSR 4.

1 Consult with Management and educators about appropriate foods that may be brought in from home as an
alternative to the food we provide or for special occasions e.g. allerggiasihs, intolerances, hedly options

1 Consider healthy options guidelines provided by the centre when providing alternative foods for your children

Healthy Options Guidelines
Morning tea

|l

Lunch

1

A healthy snack such as yoghurt, cheese and crackers, plairtdisawifins pikelets, plain popcorn, dried fruit
AND a piece of fresh fruit

A healthy meal that should include salad or vegetables such as a pasta or rioe @isandwich.

Afternoon tea

1

A healthy snack such as yoghurt, cheese and crackers, likguits, mffins, pikelets, plain popcorn, dried
fruit.
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Late afternoon tea

T

Drinks

T

Note:
1

A small healthy snack such as a biscuit or dried or fresh fruit

Water or plain milk

This is only a guideline and is NOT a prescriptive list of foods allowed getire. Plase consult

with management and educators if you have any questions or concerns about food for your child.

For food being brought into the centre from home, families must follow our centre restrictions on
foods that may cause allergiesy. nus, egg.

Children are active all day during care and therefore have high energy needs. Please ensure that
sufficientamalzy & 2F F22R FNB LINRPGARSR Ay @2dz2NJ OKAf RQ
eat food provided by the centre.
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POLICY Z.DENTAL HEALTH AND HYGIENE

Dateof Last ReviewMay 208

Date of Next ReviewDecember2019

Legislative LinksGuide to theNational Quality Standards 2013 Element 2.1.3

Sources

Gl L ¢SSGK wSaz2 dzNDOD8wwhdalihégld.godz8iSy at I yR | SHf (KX
G[IAGGES { YAT S&a¢ bvSwheplddeivgovau £ S& | SFf KX

Rationale

The dental health of Australian children has improved over recent decades, with a dramatic dettieexperience

of dental caries. However, there are clear inequalities in dental health with higher rates of dentalicaileshildren

living in socially disadvantaged areas, rural and remote areas, and among Aboriginal children and children from
culturally and linguistically diverse (CALD) backgrounds. There are also a small but significant proportion of preschool
children who suffer very severe and extensive dental decay requiring hospitalisation and treatment under general
anaesthesia.

Aim
1 Promote god dental health behaviour in all children (and parents) to help reduce the prevalence of dental
caries, especially inlathildren who are in the high risk category.
1 Raise the awareness of dental health and dental disease with staff.

Implementation:

Management will:
1 Offer current dental health information and create and maintain partnerships with dental health professionals
to provide educational programs for children, families and staff.

Staff will:

1 Report to the family any signs of: visible decgym swelling, ifection of the mouth (gums are very red or
bleeding), problems chewing, eating, swallowing, the child complaining about oral discomfort and pain, the
child complaining about being woken up at night with a sore toétivise family to takeheir child to adental
professional as soon as possible.

1 Work in partnership with families to establish and maintain effective dental care practices for children at the
centre and at home.

1 Encourage all families to take their child for a dental assessimgiat dental proéssional by the end of their
second year and continue to have regular dental chaak (once a year is best).

1 Implement age appropriate activities to encourage dental health.

0-2 Years
1 Avoid fluids and foods that are sweet and sticky eGiater when thisty and milk when hungry.
Discourage cordials or fruit drinks being sent from home.
Discourage the use of bottles as pacifiers.
Put only water or milk in baby bottles.
Do not add flavouring to dummies.
Encourage families to introduce these of a cup im 6 months of age.
Discourage the use of the bottle after 12 months of age.
If children are able, encourage them to swish and swallow water to rinse their mouth after food and other
drinks.

=A =4 =4 4 -4 A -4
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2-5 years

il

=

Use teachable moments, such as mealds toteach children about food and drinks which are both healthy

and unhealthy for their teeth, gums and mouths and how to make good choices about the food and drinks they
consume.

Teach children correct method for cleaning their teeth, gums and moutbuthh ¢ories, songs and play.

Encourage children to swish and swallow water to rinse their mouth after food and other drinks.

Encourage children and families to brush their teeth at home. Children of this age do not have the manual
dexterity to clean theiteeth properly and will require adult support and assistance. Encourage children to ask

an adult for help.

Discourage unhealthy oral behaviours and habits such as the use of bottles and dummies and the sucking of
thumbs and fingers.

I KSO1 [/ KAHaRpal of Dédaily ®&ide. You may use this opportunity to talk to the children about
checking their own teeth in the mirror. This action reinforces the dental chipgrocess and makes children

more comfortable. Make the experience fun and interegtF 2 NJ OKAf RNBy ® C2NJ SEI YLX S
2 ARST [S0iQa / KSO]l LyaAaARSI AlQa ¢SSGK ¢AYST LGQa ¢S

Over 5 years

1

Use teachable moments, such as meal times to teach children about food and drinks which are both healthy
and unhealthy for their teth, gums and mouths and how to make good choices about the food and drinks they
consume.

Use books, posters and other media to begin discussions about dental health, dentaluplseakd correct
methods for cleaning their teeth, gums and mouth.

Encourageshildren to swish and swallow water to rinse their mouth after food and other drinks.

Encourage children and families to brush their teeth at home. Encourage adults to help children clean their
teeth properly up to the age of 8 years.

Encourage children tcheck their own teeth as part of the daily routine.
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POLICY 2.&£AR CARE

Dateof Last ReviewMay 2018

Date of Next ReviewDecenber 2019

Legislative LinksGuide to the National Quality Standards 2013 Element 2.1.3
Sourceshttp://www.careforkidsears.health.gov.au

Rationale

During preschool and primary school years many children suffer middle ear infections (Otitis Media) and mild hearing
loss. Some studiesuggest that up to 91% of Aboriglrend Torres Strait Islander children in rural communities present
with Otitis Media (OM).

[ STG dzy iNBIF GSRX SIFENJ Ay¥FSOiaz2ya OFly fSIR (2 KSFENAy3I 2
emotionally. Br infections can also adverselyiexdt educational outcomes.
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becausean infected ear may present without symptomst is cruciakveryone who cares for children regnises the
importance of regular ear chealps.

Aim
Kookaburra Child Care Centre aims torpote goodear care practices with children and families

Implementation:
Management will:
9 Offer currentear careinformation and create and maintain partnerstdpvith health professionals to provide
educational programs for children, families and staff.
1 Enourage families to take their children for regular chegls at the GP or Health clinic.

Educators will:
1 Use teachable moments, such as meal times to tedntkdren aboutways to care for their ears.
1 Use books, posters and other media to begin discussions ademttealth, medicalcheckups and correct
methods forblowing their nose
1 Encourage children tblow their nose when it is runny and tell an adulth&ir ear is sore or if they cannot
hear properly
1 Help babies to keep their nose and face clean.
Be aware of possible signs of poor ear health ambrt concerns about ear health to families.

=

1 Enourage aimilies to take their children for regular cheoks at the GP or Health clinic.

Signs of poor ear health may include:
9 Children pulling or rubbing their ears
9 Children not responding to voices and sounds
1 Runny nose
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POLICZ.6: ACCIDENFREVENTION

Dateof Last ReviewMay 2018

Date of Next ReviewDecember2019

Legislative LinksEducation and Care Services National Regulations [[R81M]Part 4.2.
Sourcehttp://www.kidsafeqld.com.au

Rationale
Each year about 250 Australian children (ageldiG/ears) are kilikand 58,000 hospitalised by unintentional injures
the kind often referred to as accidents. Many of these are easily prevented by simple means.

Aim:
This centre aims to provide a safe environment for all children, to highlight and to minimise theepteade level of
risk and consequence of injury to children.

Implementation:
All staff will be aware of risks to children and take reasonable stepsduce the risk of accidents including but not
limited to the following:

1 Actively supervise all childn at all times.

1 Keep play areas clear of small items that may be a choking hazard.

9 Store all medications, cleaning products and other poisonoustanbes out of reach of children

1 Place lids on nappy buckets and store them up high to avoid poisonindranthing.

1 Empty wading pools, buckets and other containers after every use and store them upright.

1 When bathing children, ensure they are supporteg an adult at all times and the water is at a safe
temperature and a safe depth.

1 Toys need to be age appmigte, durable and washable. For small children they must also have smooth edges
and no small parts that can be swallowed. Ensure toys meeftistralian Standard AS/NZ 8124.

1 Follow safe sleeping guidelines outlined by SIDS and Kids for rest and sleels.per

1 Never leave children unattended on change mats, high chairs or couches.

91 Ensure all food and drinks are at a safe temperature for children.

1 Ensure power point guards are installed in all power sockets and electrical cords are kept out of reach of
children.

1 Follow sun safe guidelines for outdoor play.

T / K22aS LIXle& SldALYSyid GKFG A& FLIWIINZLNAFGS F2NJ OKATLF

1 Install playground equipment or cubbies away from hazards with hard surfaces such as concrete paths, garden
edging ad stakes. Place soft impact absorbing material underneath all equipment. Slides, climbing frames,
horizontal and vertical ladders etc. should less than 1 metre above the ground.

1 Identify any poisonous plants that may be growing in the garden and rethewe or place them out of reach

1 Always ensure that gates are properly closed and fastened.

1 Never allow children to play unsupervised with anisna

1 9yKIFyOS @GAaroAfAde o0& LIFOAY3A ONRIAKGfE O2f @deNBER a7

Risk assessments will be conducted on activities and equipment to which children will be exposed to ensure risk of
accidents are minimed. Risk Benefit Analysis will be carried out on any planned activity that presents risk to the
children.
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KOOKABURRA CHILDCARE CENTRE

POLCY2.7. ADMINISTRATION OF MEDICATION

Dateof Last ReviewMay 2018

Date of Next ReviewDecember2019

Legislative LinksEducation and Cargervices National Regulations [NSW] Part 4.2 Division 3
Source:Education and Care Services National Regulation&/T\Rart 4.2 Division 3

Rationale

Administering medication to children at the request of th&mily is a task that requires attention to detail, record
keeping, teamwork, and common sense. It is a responsibility that must be taken seriously, due tethigap health
risks, and litigabn issues that may arise as a result of incorrect administraf\aouracy is a priority.

Aim
Kookaburra Child Care Centre commits to providing children with appropriate medical care when necessary including
the accurateadministration ofmedication.

Implementation
Parent Responsibilities
9 During the enrolment procedamilies must be honest andithcoming with any information, documentation
and medicatiorrelating to medical conditions that their child may haysee Pticy 212- MedicalConditions
9 Should a child require medication to be administered while in care, the medication recondsfawuld be
completed for each day that medication is to be administered
1 In situationswhere children may require medication dugrtare and does not have a Medication Form filled
out, verbalauthorisationmay be giverover the phoneand the medication form may be filled out by staff and
signed by the parent/guardian at the next opportunitfjhe child must haveorrectly labelledmedication
availableat the centre for this purpose.

Centre Responsibilities
Kookaburra Child Care Centre management and staff must ensure that a medication record is kept that includes the
details set out below foeach child to whom medication is or istie administered while in care.

Themedication must be administerad

o if the medication has been prescribed by a registered medical practitioner, from its original container,
bearing the original label with the n@e of the child to whom the medication is e administered,
and before the expiry or use by daaed dosage.

o the medication must be administered in accordance with any instructiaitached to the
medication; orany written or verbal instructionprovided by a registered medical practitioner

The dktails to be recorded ame

o0 the name of the child;

the authorisation to administer medication (including, if applicable;a@thinistration), signed by a

LI NByd 2N LISNE2Y VI YSRasauwhorised ® codgent fo RammistratyrNR £ Y S
of medication;

the name of the medication to be administered;

the time and date the medication was last administered;

the time and date, or the circumstances under which, the medication shoulkekeadministered;

the dosage of the medication to be admitgeed;

the manner in which the medication is to be administered,;

o

O O O O o
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o if the medication is administered to the childhe dosage that was administered; and the manner in
which the medication waadministered; and the time and date the medication was administeaed
the name and signature of the person who administered the medication; and

o the name and signature of another person who is required to check the dosage and administration

NOTE: Medicabn may be administered to a child without an authorisation in cagé an anaphylaxis asthma
emergency or excessive high temperature (Temperature exceeding 39° requiring immediate Panadol or Nurofen.

1 If medication is administered undeemergency circuntances the approved provider omominated
supervisor of the educan and care service or family day care educatst ensure that the following are
notified as soon as practicahle
(a) A parent of the child,;

(b) Emergency services.
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PROCEDURE 2ADMNISTRATION OF MEDICATION

Family will:

1 Give medication to Educatocheck that it is appropriately labelletVritten advice is to be provided from a
medical practitioner if over the counter or herbal preparations are to be administered.
1 Fll out the Medication Form and ensure all of the required information is recorded.

Educatorwill:

1 Receive medication from famjlgheck that it is appropriately labelledhd store safely according to instructions
on the label.

1 Informparent/guardian abouhow to fill out theMedicationRecordand ensure all of the required information
isrecorded.

1 Administermedication with another educator as a witness to confirm that it has been administered accurately
according to the instructions on the label atiek medication form.

1 Record details of administration of medication on the medication form

EMERGENCIES

In regards to administration of medication under emergency circumstances, staff will:

T c2ft2g I OKAftRQ& a95L/![ a!b!D9a9b¢ t[!b AT I QFAfl
1 Follow advie from emergency services over the phone

1 Follow First aid training

1 Notify Emergency sengs as soon as possible

1 b2GATeé GKS OKAftRQ&a ClLYAf&@ 2N 9YSNHSyOe Oz2yidl 04 | a
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FORM 2.MEDICATIORECORD
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To be completed by the Parent/Guardian

Name of Last To be Dosage to be Method of Signature of
Medication Administered Administered Administered Administration Parent/Guardian

Time | Date | Time | Date

To be completed by the Educator when administered

Name of Medication Dosage Method of Name of Educator Name of Witness
Medication Administered Administra | Administrati Administering
tion on Signature ofEducator Signature of Witness
Time Date Administering
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POLICY 2.®EALING WHISPILLS OF BLOOD, FAECES, VOMIT, URINE AN
NASAL DISCHARGE

Dateof Last ReviewJune 2018

Date of Next ReviewDecember2019

Legislative LinksEducation and Care Services National Regulations [NSW] 2012 Part 4.2, Work Health and Safety
Regulation 2011 Pa3.1

SourcesStaying Healthy in Child Care: Preventirfgctious diseases in child caré Edition 2005

Rationale

Child care facilities should adopt the use of Standard Precautievedoped for use in hospitalStandard
Precautions should be used handle potential exposure to blood, including bleomhtaining body fluids
and tissue discharges, and to handle other potentially infectious fluids.

Work Health and Safety Regulation 2Gtates:

A duty holder, in managing risks to health and safetystmu
(a) Eliminate risks to health and safety so farsagasonably practicable; and

(b) If it is not reasonably practicable to eliminate risks to health and gafatgimise those risks so
far as is reasonably practicable.

Aim

Accidental spills and seciehs of body fluids are a fact of life within a chiltte centre. Kookaburra Child Care Centre
aims toeliminate and/orminimise the risk of cross contamination from spills of blood, faeces, vomit, urine and nasal
discharge as much as possible.

Managingthese spills includes:
1 Avoiding direct contact with bbd or other fluids.
§ 2KSy OtSFyAy3a 2N GNBFiGAy3a I OKAftRQa FI OS 4KAOK KI &
you are at eye level and the child is upset, there is a chahomjgh their crying or coughing for their blood to
enter your eyes or mouth.
1 Wear gloves if possible.
1 Cover any cuts and abrasions on your hands with a waterproof dressing. Healthy skin is an effective barrier
against you becoming infected from spillelbod and other body fluids.
1 Supervise children at diines; ensuring safety and safe play is a priority at all times. When a child is injured,
there are several things you will need to do. These include looking after the child, sending for the first aid
officer, checking that no one else has come in confaéti K G KS Ay 2dzNBER OKAf RQa of 22
1 Regularly toilet children.
Use disposable nappies rather than cloth.
1 Exclude children with diarrhoea and/or vomiting

=

Implementation
Management will:
1 Ensure all staff are trained in first aathd qualifications are kept up to date
1 Train all staff, students and volunteers in the procedure for dealing gptlis of blood, faeces, vomit, urine
and nasal discharg#uring induction
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Staff, Stuents and Volunteerswill:
1 Take all precautions to avoid spillskdbod, faeces, vomit, urine and nasal discharge
1 FollowProcedure 2.5Dealing withspills of blood, faeces, vomit, urine and nasal dischahgeild a spill occur
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PROCEDURB: DEALING WHSPILLS OF BLOOD, FARCHSIT,
URINE AND NASAL DISCHARGE

The child

1 When attending an injured child who is bleeding, take care to avoid contact with the blood.

1 Comfort the child and move them to safety.

1 Apply pressure to the bleeding area. Use gkifavailable. (If gloveme not available, take the first
opportunity to get someone wearing gloves to take over from you. Then wash your hands.)

1 Elevate the bleeding area, unless you suspect a broken bone or fracture.

Send for thenearestfirst aidtrained Educatar

1 When the wound is covered and no longer bleeding, remove gloves. Put them in a plastic bag and place the
bag in the rubbish bin.

I Wash your hands thoroughly with soap and water.

=

The first aidtrained Educator
1 Wear gloves if there isrtie.
 DressthecliiRQa ¢2dzyR 6AGK | oFyRIFI3IS 2NJ adzAdFo6tS adzmadAi
1 Remove gloves. Put them in a plastic bag and place the bag in the rubbish bin.
1 Wash hands thoroughly with soap and warm water.

Blood
Because of the risk d@fifection, it is important for evg/one to avoid contact withah y 2 dZNBR OKAf RQa of 22
does spill onto another adubr child, take the followingrecautions.
1 Wash the area of contact thoroughly with soap and warm water.
9 If contact has been ith an open wound, broken skin, mucous membrane (mouths, eyes, genitals) or a
penetrating injury:
o If the blood contacted your mouth or your eyes rinse the area very well with water.
o If the blood contacted a wound or broken skin, wash the area thorougithysoap and water.
0 Seek medical advice.

Dealing with blood spills

I Wear gloves.
Place paper towel over the spill. Carefully remove the paper towel and contents.
Place the paper towel in a plastic bag, seal the bag and put it in the rubbish bin.
Clean the surface with warm water and detergent, and allow to dry.
Wash hands thoroughly with soap and warm water.

= =4 =4 4

Dealing with faecesyomit and urine

1 Wear gloves.
Place paper towel over the spill. Carefully remove the paper towel and contents.
Place he paper towel in a plastic bag, seal the bag and put it in the rubbish bin.
Clean the surface with warm water and detergent, and allow to dry.
Wash hands thoroughly with soap and warm water.

=A =4 =4 =4

Dealing with nasal discharge
Washing your hands every time¥ G S NJ & 2 dz nbse ki reduce & spriedrl @tids. If you cannot wash your
hands after every nose wip@se gloves and clean tissugkich must be disposed of safely and appropriately
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POLICY 2.%IRST AID

Date of Last ReviewJune 2018

Date d Next ReviewDecember2019

Legislative LinksEducation and Care Services National Regulations (NSW) 2014 Part 4.2, DiVisickpGace Health
and Safety Regulation (QLD) 2011

Source:Guild Insurance Guild Watch Risk Management Guide for Child Camstralian First Aid, St John Ambulance
Australia 2012.

Rationale

TheEducation and Care Services NatidRagulations state:

The approved provider of a centigased servicenust ensurehat the followingpersons are in attendance at any place
where chitlren are being educated and caréat by the service, and immediately availabl@memergency, at all times
that children are being educated and cared for by the setvice

(a) At least ae educator who holds a current approved first aid qualification;

(b) At least one educator who has undertakcurrent approved anaphylaxisanagement training;

(c) At least one educator who has undertakemrent approved emergency asthnmanagement traiing.

Aim
Kookaburra Child Careefitre is committed to ensuring thedalth and safety of all staff, contractors and visitors. The
following obligations and responsibilities in relation to dangerous goods must be followed.

Implementation
Employer/Management Responsibilities
1 Enable all staff to gain first aid training agdalifications
1 Provide necessary first aid kits and processes to ensure they remain fully stocked

Employee Responsibilities
1 All staff to maintain a current first aid certificate
1 Administer first aid as necessary
1 Report injuries, illness, accidents aretord on incident forms, have these signed by Director
1 Ensure all first aid kits are completely stocked and record what is needed. Let management know when new
stocks are required.

Other responsibilities (parents, visitors etc.)
f ParentsmustadviseceS 2 F OKAf RQa YSRAOI GA2affergpSSRaz aLISOAL ¢
91 Adhere to the Exclusion Guidelines for Childcare Centres
f 9yadzaNB OSyidNB KlFa I O02Lk 2F OKAfRQa OdzZNNByld AYYdzyA:

First Aid Kit Guidelines
Any First Aid kit at the service must
1 Not be locked.
1 Be easily recognisable.
1 Not contain paraetamol.
1 Be appropriate for the number of employees and children and adequate for the immediate treatment of
injuries at the service.
1 Bein a place that takes an employee no longer than two minutesaoh, including time required to access
secure areas.
1 Be constructed of resistant material, be dustproof and of sufficient size to adequately store the required
contents
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1 Be capable of being sealed and preferably be fitted with a carrying handle as svélawe internal
compartments.

Contain a list of the coents of the kit.

Be regularly checked to ensure the contents are as listed and have not deteriorated or expired.

Be easy to access and if applicable, located where there is a risk of injury occurring.

Be provided in each work vehicle.

First Aid kits mustétaken on excursions and be attended by First Aid qualified educators.

Be maintained in proper condition and the contents replenished as necessary.

=A =4 =4 4 -4 4

Our First Aid delegated individual responsiblerfmaintaining all First Aid kits at the service is:
Name: Role:ECE/ WHSR
Number of First Aid Kits Responsible For In the Servide:

Our backup First Aid delegated individual responsible for maintaining all First Aid kits when the person listed@bo
is away is:

Name: Ashleigh Turner Role:Assstant Director/Acting Director

Number of First Aid Kits Responsible For In the Servide:

1 These individuals are responsible for using the First Aid Checklist and ensuring each Kit has the required
guantities, items are within their expiry dates and sterproducts are sealednsuring all thermometers are
in proper working order.

91  This will occur after each use or if unused, at least annually. They will also consider whether the first aid kits
and moduléd adzAi i GKS &SN hoeDhat Have lodciNBd If theykR requike$ additional
resources, these individuals will advise and follow up with the nominated supervisor.
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POLICY 2.16IEALTH AND INFECTIOUS DISBENSHESXCLUSION

Date of last Review: May 208

ReviewDate: Decemher 2019

Legislative LinksEducation and Care Services National Regulations [[88Y4] Part 4.2 Division 2

{ 2 dzNOBIYe xy 3 | S MSRANW 2 /VEBMINRPIENBIORNI &8 / KAf RKAGOBR { SGGA,
National health and Medical research Coumgilw.nhmrc.gov.au

Rationale
Child Care is labotintensive, involving many close physical interactions amongrehildnd adults each day. Children
are particularly arisk of infection because:
1 They have close contact with a whole range of children and adults in closed spaces for long periods of time
1 They have had previously little exposure to many common infectiseases
I They are continuously being introducedriew children who come with their own set of pathogens

Infections with or without illness are common in children. When children spend time in childcare centres or other
facilities and are exposed to a large number of children for long periods, the rilkesfs is higher and infectious
diseases spread. It ot possible to prevent the spread of all infections and illnesses within our centre; however
minimisingthe spread of infectious diseases is an important part of the quality childcare provided aetitire.

It is by limiting the attendance of sick anwell children from the centre that we can reduce the risk of infection to
other children families, staff, students, volunteers and visitors

If a childis generally unwell they may show the folliog signs:
1 Sleep at unusual times
1 Have afever
1 Crycongantly or be quite irritableas a result of discomfort due to illness
1 Needconstant one to one care

The three most important ways of preventing the spread of infectious diseases are:
1 Effective Hand wshing
1 Exclusion of sick children and staff; and
1 Immuniation

Aim

To proect the general health and weking of children and staff by minimizing the risk and sprefadfections within
the centre by excluding infected children and adults and notifyihtamilies, staff, students, volunteers and visitors
of any cases of infectious diseases within the Centre.

Implementation:
Parents will:
1 Inform staff by phone or in writing as soon as possible if their child is diagnosed as having an infectious
diseaseso staff may monitor and protect othehildren, parents and staff
1 Be asked in the Parent Handbook when their child is ill to exclude them from the centre until they are fully
recovered to safeguard the health of all the children and prevent the spreadaaition.
1 Provide a medical certificat if requested by the Director, to confirm the child is well enough to return to the
centre after an infectious illness.
1 Adhere to the Exclusion Policy when a child has an infectious illness
1 Be notified by phone bg staff member if their childhows signs of illness whilst at the centre
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1 Collect their child from the centre as soon as it is possible after being notified their child is showing signs of
illness

1 Be notified of an outbreak of an infectious disease indbetre that may be a risk fgrarents and/or
children.

T .S SyO02dzN} 3SR (2 ¢ aK GKSANI OKAf RQa KFYyR& 2y I NNXJ

Staff will:

9 Participate in training in workshops, seminars and staff meeting to ensure understanding of and adherence to
important health and hygiene procedures

1 Receive information and pamphlets about relevant contagious diseases that my cause a risk to staff or
children

1 Be notified of an outbreak of an infectious disease in the centre that may be a risk for staff, children and/or
parents

1 Record signs and diagns®f illness for the children and staffi StoryPark

1 Watch for signs and symptoms of iliness in children whilst at the centre

1 Contact the parents or people nominated by the parents if their child is unwell and tend to ilddérch
accordance with the syntpms

1 Provide a comfortable area under adsitipervision, for the unwell child, away from the immediate group or
in the office

1 Provide comfort to the unwell child until the parent or nominate person collects the child frerahtre

1 Not attend the centréf suffering any illness that may put the children at risk

91 Adhere to the policies of Kookaburra and follow the same guidelines as set out for the children

f Be observed by the Director routinely to ensure the compliance oty G NE Qa L3t Aferd@ | Yy R LIN

health and hygiene

1 Ensure that all cleaning procedures are carried out thoroughly

f 9yadaNB GKIG Fyed a2AatSR Of20KAy3 Aa LXIFOSR Ay I &SI f

1 Staff will maintain minimm handling of these items

1 Maintain stock levels for supplies to provide a hygienic and healthy environment E.g.: tissues, gloves
Management:

91 Provide training procedures through staff meetings or external seminars/workshops

1 Provide information(pamphletgbooklets), from recognised health authorities, to staff and parents to
increase knowledge about infectious diseases, health and hygiene issues and immunisation

I Maintain records of illness of staff and children in the illness register.

1 Notify paents and &ff of any outbreak of infectious disease at the centre as identified by parent and staff
information to management and monitoring the iliness register

1 Provide sufficient and effective supplies for staff to effectively maintain a hygienic atithjr@nvionment

1 Notify your State/Territory Health Department of a diagnosis of certain infectious diseases

Exclusion

Sometimes, children and adults need to be away from the centre for the safety of others. This is called exclusion. The
exclusion perid is the ninimum period to be away from the centre. However, a child or staff member may need to stay
home longer than the exclusion period to recover from an iliness.

Excluding sick children and adults is an important way of preventing the introdwftiafection into the centre.

tfSFrasS NBFSNI G2 GKS SEOfdzAaA2y LISNA2RAa aK2gy 2y GKS we
exclusion periods mentioned on the health alert print ouisptayed on foyer.
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Children should not be brougho the cerire unless they are able to cope adequately with the normal daily routines
and activities within the program.

Educators, with support from the Director reserves the right to exclude a child or adult on the basis of lliness if:
1 They areshowingsymptoms & an infectious disease
f TheyargoounwelltoO2 LIS A GK GKS OSYGiINBQ& LINPINIY
1 They havea fever A Fever can be defined as:
o oyQ/ AFT I OKAfR Aad dzyRSNJoY2yiliKa 27
o opQ/ AFT I OKAfR Aa 20SNJo Y2yiKa 27
1 They have vomited in the lag4 hoursdue to ilines.
1 They have had Diarrhoea in the last 24 hours due to iliness.
1 Any other reason deemed fit according to our Duty of Care to all children and adults.

¢ KS 5ANBOG 2 Nard isk&dé ih thélbasy intérest offiie yhildfand all other childrenilfes, staff, students,
volunteers and visitors

Parents are requested to collect their child as soon as possible after being notifeectlagion If parents cannot be
contacted he emergency contact numbers on the enrolment form will be used.

Head Ice:

| KAt RNBy oAttt 068 SEOf dz
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The Centre reserves the right to respectfully &d & O NB
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POLICY 21: INCIDENTS, INJURY, TRAUMA AND ILLNESS

Date of Last ReviewJune 2018

Date of next ReviewDecember2019

Legislative LinksEducation and Care Services National Regulations [[88Y4] Part 4.2 Division 2

Sources: Education and Care Services National Reigma(NSWP012 Workplace Health and Safety Regulation (QLD)
2011, http://wvww.centresupport.com.au/ http://www.healthdirect.gov.au/feverin-children

Rationale

When groups of children play and learn tolet, illness and disease can spread from one child to another, even when
implementing the recommended hygiene and infection control practices.

When groups of children play tether and are in new surroundings accidents may occur.

Kookaburra Child Ca@entre is committed to preventing illness and reducing the likelihood of accidents through its
risk management and hygiene practices.

We have a duty of care to ensure that diildren, educators, carers, families, management, volunteers and visitors are
provided with a high level of protection during the hours of operation

Aim
The service and all educators can effectively respond to and manage Incidents, injury, trauiti@easdvhich occur
at the service to ensure the safety and wellbeing of childeziucators and visitors.

Implementation
In the event that a child
9 isinjured; or
1 becomesiill; or
1 Suffers a trauma.
Management, Staff, Students, Volunteers, Families, and Visitors will folloWNGEDENTS, INJURY, TRAUMA AND
ILLNESBOLICY antNCIDENTENJURY, TRAUMA AND ILLWREXEDURE.
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PROCEDURELL INCIDENTS, INJURY, TRAUMA AND ILLNESS

In the event that a lsild ¢

91 isinjured; or

1 becomesill; or

1 Suffers a trauma.

1

Management will:

1 Ensure that a parent of a child is notified as soon as pradjigaissible and without undue delay. Parents will
be notified no later than 24 hours of the injury, iliness or trauma.

1 Ensure first aid kits will be easily recognised and readily available where children are present at the service and
during excursions.fey will be suitably equipped having regard to the hazards at the service, past and potential
injuries and size and ¢ation of the service.

1 Ensure ALL staff are first amhaphylaxis management training and asthma management training qualified.

1 Ensureifst aid, anaphylaxis management training and asthma management training is current and updated at
least every 3 yearsand that all components of the first aid certificate are current if some require an earlier
revision.

1 Review our first aid response plate location of the first aid kit and who our first aid trained educators are
at least annually or when there are yachanges during staff meetings or through newsletters or emails.

91 Display welrecognised, standardised first aid signs to assist inyelagiating first aid kits. Signage will comply
with AS 1319:1994 Safety Signs for the Occupational Environment.

During induction training for new educators and staff we will:

1 Advie ALL stafthat theymust have first aidasthma and anaphylaxis managembéraining and organise their
training as soon as possible if required.

1 Advise the location of first aid kits, mieal management plans and medical risk management plans and related
medications for people with medical conditions.

1 Obtain information abougany first aid needs the educator may have that could require specific treatment in a
medical emergency. Thisintél G A2y gAff 2yfée 6S LINRPPARSR G2 FANRG |
consent.

Staff will:
1 Complete an Incident, Injury, Traumadlliness Record without delay.
1 Never exceed their qualifications and competence when administeringafutst

Administration of First Aidfor Incident, Injury, Trauma and lliness
If there is an accident, illness or injury requiring first aid, the falhg response procedure will be implemented:
1 Witness notifies a first aid qualified educator and the nomatasupervisor of the incident, illness or injury
f CANBG FAR ljdzr t ATFTASR SRdzOF{G2NJ 2NJ y2YAY Il (S &y@eatitdS NIJA & 2
AYTF2NXIGA2Y RAAOf2aSR 2y (GKS OKAf RQA Sy NP agemeytd T2 NJ
plan before the first aid qualified educator attends to the injured or ill child or adult.
1 If the illness or incident involves asthma oraphylaxis, an educator with approved asthma or anaphylaxis
training will attend to the child or adult
1 Nominaed supervisor and educators supervise and care for children in the vicinity of the incident, illness or
injury
1 If required, first aid qualified ediator or nominated supervisor notifies and-oadinates ambulance
1 If required, first aid qualified educatar nominated supervisor notifies parent or authorised nominee that
child requires medical attention from a medical practitioner
1 If required, educatr or nominated supervisor contacts parent or authorised nominee to collect child from
service

POLICIES AND PROCEDURES MANUAL
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1 Nominated suprvisor ensures Incident, Injury, Trauma and lllness Record is completed in full and without
delay and parent or authorised nominee is notified asrsas possible and within 24 hours of the injury, illness
or trauma.

HEAD/NECK/FACIAL INJURIES
1 The family of a child who has sustained head/neck/facial injuries will be notified by phone no matter how
serious the injury may be.

ILLNESSFEVERS
1 A Childmust be sent home or emergency services contacted if a child has a fever and/or is generally unw
for example, they are floppy and drowsy you are concerned about them.
1 A Fever can be defined as:
o oyQ/ AF I OKAfR A& dzyRSNJoY2yiGKa 2F | 3§
0 ogQ/ diFovér3 dithsiof age

Serious incidents

Kookaburra Child Care Centre Managemwilit notify the regulatory authority within 24 has of any serious incident
at our serviceThis includes an injury or trauma to, or illness ahdd for which the attation of a medical practitioner
was sought or ought reasonably to have bemught @ the child attendedor ought reasonably to have attended a

hospital.
If the attention of a medical practitioner was sought or the chitéaded hospital in connectiowith the injury, trauma
2N AffySaa GKS AYyOARSy(G eda | WaSNAR2dza 2ySQ |yR Ydzad oS

Serious incidents includeut are not limited to

head injuries

fractures

burns

removal of fingers

meningococcal infection

anaphylactic reaction requiring hospitsdition
witnessing violence or a frightening event
epileptic seizures

bronchiolitis

whooping cough

measles

diarrhoea requiring hospitalisation
asthma requiring hospitalisation

sexual assault

]

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

If our service only becomes aware that the incident was serafterwards, we will nofy the regulatory authority
within 24 hoursof becoming awar¢hat the incident was serious.
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FORM 2.1INCIDENTNJURY, TRAUMA AND ILLRESSRD
(Circle relevant type of record)

Child details

Surname: Given names:
Date of birth: / / Age:

Room/group:

Incident/injury/trauma/iliness details
Incident/injury/trauma

Circumstances leading to thiecident/injury/trauma:

Products or structures involved:

Location: Time: am/pm Date: ../ /

Name of vitness:

Signature: Date: / /

Natureof injury sustained:

Y/ OA A Abrasion, scrape A Cut
/ \‘ K , \ A Bite A Rash
i J \ S\\\\ A Broken bone / fracture A Sprain
\/ \"t / \T A Bruise A Swelling
\‘ ‘5 i{( Z A Burn A Other (please specify)
J 325

A Concussion
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lliness

Circumstances surrounding child becoming ill, including appagnptoms:

Time of illness: am/pm Date of illness:....../ /
Action Taken

Details of action taken, including first aid administration of medication:

Medical personnel contacted: Yes/No

If yes, provide details:

Details of person completing this record

Name: Signature:

Time record was made: am/pm Date record was made. .../ /

Notifications (including attemped notifications)

Parent/guardian: Time: am/pm Date: / /
Director/teacher/coordinator: Time: am/pm Date: / /
Regulatory authority (if applicable): Time: am/pm Date: / /

Parental acknowledgement

(name of parent/guardian)

hh S 0SSy y20AFASR 2F Y& OKAfRQa AYyOARSyil«k
(Please circle)
Signature: Date: / /
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POLICY 221 MEDICAL CONDITIONS

Date of Last ReviewJune 208

Date of Next ReviewDecember2019

Legislative LinksEducation and Care Services National Regulations [NSW]PArt 4.2 DivisioB
SourcesEducation and Care Services National Regulations 2011, National Quality Standard

Rationale

Kookaburra Child Care Centre commits to ensutirggsafety, health and whieing of all childrerand adults in our

Centre When a bild who has a specific health care need, allergy or relevant medical condition is enraledCentre
FRRAGA2Y It NBIdZANBYSyida YdaldG o6S YSi (2spoedattNS (G KIF G GKS

Aim
The centre and all educators can effeety respond to and manage medical conditions including asthma, diabetes and
anaphylaxis at the centre to ensure the safety and wellbeing of children, staff and visitors.

Implementation:

The centrewill involve all educators, families and children inukeg discussions about medical conditions and general
health and wellbeing. The centre will adhere to privacy and confidentiality procedures when dealing with individual
health needs.

A copy of the Medical Conditions Policy must be given to all educatorslavolunteers at the centre. The policy must
also be provided to families of children enrolled at the centfeéducators are also responsible for raising any concerns
gAGK | OKAf RQZ&dichllconditiordkndwo t8 haicenitrg/ & any suspecteddinal condition that arises.

Families are required to provide this information on the Enrolment Form as outlined below and are responsible for
updating the centre on any new medication, ceasing of Rd O G A2y X 2NJ Fyé& OKIFy3Sa (2
Families will be reminded each term to provide any updated information about medical conditions. Regular reminders
will also be included in the centre newsletter.

No child enrolled at the centre wilbe able to attend the centre without medication prescréa by their medical
practitioner which is not outside of its expiry date.

LT RAAGL F@AYy3d LISNE2YLFE AYF2NXYIGA2Yy | 62dzi OKAf RNByQa 2N
so h accordance with privacy guidelines, such as displapiag area accessible to staff and not accessible to visitors
or other families. Explain to families the need to do so for purpose of safety of the child and obtain parental consent.

Information that must be provided on Enrolment Form

¢tKS OSYUNBQF28YWNBRNEDKRSE |y 2L NIdzyArAde F2NI FlLYAfASE 0
relating to any medical condition.

The following medical conditions must be documented on the eneoit form, and any relevant information regarding
their condition will be attached to the Enrolment Form as necessary and kept on file at the centre:

Asthma

Diabetes

Allergies

Anaphylaxis

Diagnosed at risk of anaphylaxis

Any other specific medical condifioo a0 YSY iA2y SR o6& | OKA prec@idnertidingA f & 2
the Enrolment Form.

=A =4 4 -4 -8 -4
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T tye 2GKSNJ ALISOAFAO YSRAOIE O2yRAGA2Yy6a0 YSYliArAzySR

LAYyl Rd2NAy3a GKS OKAfRQAa SRdzOFIGA2y FyYyR OFNB G GKS
f  Any Medical Management Plan put forward b@& A f RQa T YA & | WpRetittohdr. NS I A & G SNE
Management will:

1  Work with the family and relevant staff to create a Medical Conditions Risk Management Plan.

9 {KFENB LYF2NXYIGA2y NBflIGAy3 G2 | OKAf RaragenédtPla@l t O2
Medical Conditons Ris al yIF 3SYSyid tflyX IyR (G(KS t20FiA2y 27F (
volunteers and display in the following areas of prominence to ensure all practices and procedures are followed
accordingly:

0o ¢KS ©dabliedhedm
0 The staff room
0 The kithen

1 Ensure that no child who has been prescribed medication required for the management of their medical
condition is permitted to attend the centre or its programs without this medication.

f Develop ongoing communicgty ¢A G K (GKS OKAf Rabés atfitle Yehtfedo ehsyi®thagall i K S |
NBf SOFyd LI NIASE I NB dzLJRFGSR 2y GKS OKAft RQa GNBI GYS
OSYyiGNBQ& LINI OGAOSE Ay NBIINRa (G2 FylFLKetlEAZ

§  Provide support and i@ NX I GA2y (2 GKS OStyfasduised and Suppo fimymadagingl 6 2 dz
allergies and anaphylaxis.

1 Ensure that all educators have completed first aid, resuscitation, asthma and anaphylaxis training and that
these qualifications are kept current.

1 Ensurehat all staff are confident in respaling appropriately to specific medical emergencies through training
and emergency drills.

Staff will:
T c2tft2s + OKAftRQA aSRAOFf alyl3asSySyd ttly Ay (GKS S¢
conditions requirements.
f Ensureupdatedinformi A2y Ay NBtlGA2y (2 || OKAftRQa KSIfGdK |yR

to ensure it is recorded and communicated.
1 Be able to identify a child with medical conditions and their Medical Managemantdaisily.
1 Ensure that medication igared in a location that is known to all staff, including relief staff; easily accessible
to adults (not locked away); inaccessible to children; and away from direct sources of heat.
T w2dziaAySte NBOAOS iSRPYPKIOKEYROABYSRAKI Ay Qi SELANBRO®
1 Have appropriate and current qualifications to recognise and respond to medical conditions, in particular,
diabetes epilepsy,asthma allergy and anaphylaxis.

Medical Conditions Risk Management Plan

PaAy 3 I D& Mdn&gendent ®I18nRthe centre wilkwklop a Medical Conditions Risk Management Plan in
O2yadzZ GFrGA2y 6AGK | OKAftRQa FlrLYAfed ¢KS aSRAOIE [/ 2yRA
addressed and minimised.

1 Upon enrolment, seek medicaidformation from families about anknown conditions.

1 Ask families for supporting documentation as well as a Medical Management Plan. This Medical Management
Plan should include identification details of the child, known condition triggers, first aidedesad contact
details of the doctomwho has signed the plan.

1 Use Medical Management Plan to inform Medical Conditions Risk Management Plan in consultation with the
OKAfRQa Tl YAf&E&o®

f  The Medical Management Plan and Medical Conditions Risk ManagemergtRlaizt R 06S {SLJi 2y
enrolmentfile and also be displayed in the centre, in an area where all educators can easily access.
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AcopyaK2dzZ R I ta2 0SS {SLI 6KSNBE (KS OKAftRQa YSRAOIGA2)
If the child is taken on an excursion, a cepypuld be t&en on the excursion

Should a childhe known to have a condition requiring medication if a reaction occurs, the family must provide

the medication.

{K2dz R (GKS OKAftRQa GNBIGYSyd OKFy3aSz FFrYAfASaAa | NB
Manals YSy G tfly FTNRY GKSANI OKAfRQa YSRAOIE LINI OGAlGAZY
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FORM 2.2: MEDICAL RISK MANAGEMENT PLAN

| K ’shdmne: Photo:

/| KAt RQa 9yNRffSR w22YY

Emergency Contact Details

Name:

Relation:

Phone:

Medical Candition:

Medication required:

Location of medication: Dietary modifications

Expiry Date ofmedication: Unsafe Foods:

Condition triggers:

Safe Alternatives:

What can be done to reduce these risks? What | People who can &lp (e.g. specifically trained person)
resources are needed?

9RdzOI (ratNc®2a & A 3 Date:

Parenk DdzF NRA Ly Qa &A 33y { dz) Date:

All relevant staff members have been made aware of this plan and understand the risk, plan to minimise the risk tmd ho
respond if a risk has been detected.

Nominated Supervisor Signature: Date:

| give permission for this information and photogrdpla ¢ St f a4 Y& OKAf RQébedipRyedt t al
prominent areas insid&ookaburra Chil@are @ntre to allow for the appropriate medical treatment of my child.

t I NBydkDdzr NRAIF Yy Q& { A3y | Date:

This Medical Risk Management Plan must be displayéth the accompanying Medical Management Plan.
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POLICZ.13: ANT+SOCIAL BEHWOUR

Date of Last ReviewSeptember2018

Date of Next ReviewDecember 202

Legislative LinksEducation and Care Services National Regulations (NSW) 2014 Part 4.5, Part 4.2. Work Health and
Safety Regulation 2011 Part 12.2.

Source www.healthofchildren.comEarly Chdhood AustraliaCode of Ethics 2006

Rationale:

Management and staff at the centre have a responsibility to all children and families to provide a safe, secure and harm
free environment. Childmeachieve positive outcomes in a fun, play based environment free from fear and intimidation.

What is AntiSacial Behaviour?

Anti-social behaviours are disruptive acts characterised by covert and overt hostility and intentional aggression toward
others. Auti-social behaviours exist along a severity continuum and include repeated violations of social rulesedefian
of authority and reckless disregard for self and others.

Anti-Social behaviour in a childcare setting would include but not be limited to:

9 Hitting, kicking, bitting, scratching, spitting, pulling of hair and any other physically violent behaviour.
1 Yellng, swearing and generally hurtful words directed at another.
1 Destruction of personal items or property.

Aim:

f To create and maintain safe, healt®yy A NRY YSy iaz aLJ} 0Sa FyR LJXI O0Saszs ¢
development, engagementinitiative, selfworth, dignity and show respect for their contributions.(Early
Childhood AustraliaCode of Ethics)

i To have a clear plan of action for dealingthwinstances of antsocial behaviour within the learning
environment.

1 To ensure we are meetinour Duty of Carto ALL children and staff.

Implementation:
Parents will:

f Be consulted and involved in behaviour management as per the Positive GuidancéddiXE sBehaviour
Polig/
f .S SyO02dz2Ny 3SR G2 AyT2N)Y (DN&HrNDthéyKshispekt@atocibl M&hdelolir s S+ RS N
occurring.
1 Receive information relevant to argbcial behaviour and its effects on those involved as it becomes available
1 See appropriate responses from staff with regards to the safety and wellbethg gfoup as a whole.
Staff will:

1 With any antisocial behaviour being exhibitedise the Behaviour Guidance Plan, set out in Busitive
Guidance of ChiB yB€haviour Blicy totry to guide the behaviour in a positive way

1 Be aware of the effects ofndi-social behaviour on all childreand staffinvolved and seek additional
information and supportfrom the management and external support serviagsneeded.

9 Liaise withother service providers such as the Inclusion Support Agency to ensure all areauedeen
explored in dealing with the behaviour.

1 Consider the Duty of Cathey have to ALL children in their care.

POLICIES AND PROCEDURES MANUAL
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f wSalLRyR FyR FT2ff2g (KNP dzxténsgegaidiag dnfodidbbéhingoiurs. NB1lj dzSa i a |
1 Participate in open discussions with pargreducatos and management when the strategies put into place
are ineffective.
Management will:

1 Support staff in their professional development through organising traimngccordance with staff needs
relevant to antisocial behaviour.

1 Be involved in mnitoring the situations where angocial behaviour is occurring and take appropriate
measures to ensure the health and safety of ALL children and staff.

1 Provide current ifiormation on antisocial behaviour.

1 Be involved in the decision makipgocess in the event that the Duty of Casgenot being met and further
action needs to be taken.

Zero Tolerance:

Anti-social behaviour is a very seridusalth and safetyssue and cahave long term effects on all involved. As such we
must take a zerodlerance approach to this kind of behaviour. If after exhausting all possible strategies to prevent this
behaviour from occurring, it is still happening, management reserves the rigixctade a child from care at the centre.
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POLICY 21€HILDPROTECTION AND PROTECTIVE BEHAVIOURS

Dateof Last ReviewMay 208

Date of Next ReviewDecember 209

Legislative LinksQueensland Child Protection Act 19&lucation and Care Services NasibRegulations [NSW] 2014
Part 4.2 Division,IPart 7.3 Divien 3

Source:Child Abuse Prevention Servicesyw.childabuseprevention.com.atAustralian Institute of Family Studies,
www.aifs.gov.au/nch/sheets/rs3.html National Association for Prevention of Child Abuse and Neglect,
www.napcan.org.apDepartment of Communitieshttp://www.communities.gld.gov.au

Aim:
This Centre aims to promote the safety and wellbeing of all the children within care, fvich S OK OKAf RQa &l

Rationale

Child abuse is a common problem in @aynmunity. Childabuse can bany or a combination of the following: physical,
sexual,emd A2y | f | yR y Schtfe nénagers ank dehtrid 8tafyare desponsible for pnéing child abuse,
recognisingndicators and responding effectively if igsuarise, inluding Mandatory Reporting athild abuse.

The approved provider of an education and caservice must ensure that th@ominated supervisor of the service
and any certifiedsupervisor in day to day chargaf the service has successfully completed a coursehild protection
approved bythe New South Wales Regulatory Authority

The approved provider of an education and reaservice must ensure that theominated supervisor and staff
members atthe servicewho work with children areadvised of

(a) the existene and application of the current child protection law; and

(b) any obligations that they may have under that law.

Mandatory notifiers and reporting

In Queensland the following people arquired by law to report child protection concerns (mandatory riet):
(a) a doctor;

(b) a registered nurse;

(c) a teacher;

(d) a police officer whaynder a direction given by theommissioner of the police service under the Police
Service Administtéon Act 1990, is responsible fogporting under this section;

(e)a person engaged to prm a child advocate functionnder the Public Guardian Act 2014

Implementation:

I The staff members inform the Director and discuss the issue.

9 Initially a staff nember may have suspicions of a child abuse/neglect case (basedservell changes in the
OKAf RQA O0SKI@A2dz2NT AyauloAfAdeT LKeaAoOlt S@OARSyOS
care by parent(s) or guardian; incidents of ridiculerbadly abusive interactions and inconsistent attendance
etc.)

9 Staffmember will record concern; date, anecdotes and observations (specify interactions objectively)

9 All staff involved must be made aware of the sensitive nature of the incident and theyahige by their
Confidentiality Agreement in respect of the Centtteg child and the family concerned

9 On collecting facts, speak to the other staff member in the room expressing and sharing concerns and the
documented observations.
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9 A further observation of the child and monitoring the situation is to be specific andismand include the
following ¢ written running records and anecdotal records, signed and dated by the observer; any relevant
conversations with the parents/staff/faity; name age and address of the child; information about the parents
or caregivers.

9 TheDirector will then contact Department of Communities (49 674 420) for advice and support

9 After discussion with the local authority the Director/staff may decide tbfpdormally. Department of Child
Safety will implement effective and sensitive inveatign procedures

9 The Centre Director is to keep relevant staff informed of any ongoing investigations into the matter

9 After consultation with the local authority thBirector with support or representation from Department of
Communities may inform the faily of the notification.

COMPLAINTS AGAINST A STAFF MEMBER:

If:

There is any suspicion of a child being abused by a person working at the Centre, or
9 A parent or outside person reports an alleged act of abuse against a child while at the Centre, or
1 A gaff member reports an alleged act of abuse against a child whileea€entre, or

9 Achild makes a report of an alleged act of abuse by a person working at the Centre.
The following must take place:

9 The person suspecting, witnessing or receiving a vedgrt must immediately inform the Director or the
person in chargat the time. If it is the Director or the person in charge at the time, that is the subject of the
complaint, then the staff member can contact the Department of Communities (49 674dgafijlentially or
contact executive members of the Parent Committee

9 written reports of time, place, and children involved are to be collected to support suspicion

9 The Director or person in charge will contact the local authority for advice and support.

Practice:
General Policy:
9 This policy is to be explained to all ftand parent committee at time or recruitment and from time to time
throughout their employment

9 The safety of children remains at all times an adult responsibility. This responstilitidsiot be placed on
children, implicitly or explicitly. While @¢an help children to develop useful skills it is neither reasonable nor
realistic to expect children to be able to guarantee their own safety.

T Ly Fff F06dzaS &A (i deredtdrdugt e cinkidrediiksh Prte@tion fr furiher Ablse must
be ensured. The child is not to be held in any way responsible or to blame for the abuse.

Staff ¢ Child Interactions

9 Staff are to be trained to understand that they are likely to findhe children more difficult than others, to
discuss these situatiowith other staff and the Director, and to devise strategies to minimise negative
interactions with children

9 Individuals or groups of children will never be withdrawn into areas where ¢thapot be seen by other staff
or taken into room that can be locked

Prohibited discipline practices
The following behaviour by staff is not permitted:
9 Corporal punishment or any type of physical punishment including hitting, spanking, beating, shaking
pinching, or other measures which produce physical pain

POLICIES AND PROCEDURES MANUAL
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Abusive, profane or derogatory language including yelling and belittling

Any form of public or private humiliation including threats of physical punishment

Withdrawal of food, rest or opportunitio use the toilet

Physical restraint of children will natS dza SR SEOSLIi &4 ySOS&aal N G2
children or staff, and then only for as long as is necessary for control of the situation.

(s}
<,

Qx¢

l®)

Protective behaviours:
Explanaton:

¢tKS

I SYyGNBQa adl TF ¢ MprotecioSdnd o E8KsantedhhiBey trust$or hslly if theypfeebaiisafd, S

by carrying out protective behaviour programs. These programs should be carefully considered so that they are age
appropriate take into account the developmental stages of the cleitdand do not shift responsibility for safety from

adult to child.
¢CKS / SyGiNBQa adlFrFT gAtty
9 Help children to identify and discuss their feelings in a variety of situations, to recognise negeliivgsfsuch
a4 WodziGSNFEtASE AVQIRKY UkBYIRNPWHEIKG BSEEAYA KI LI
T 9y02dzN» 3S OKAfRNBY G2 GFf{1 lFo0o2dzi aAdGdzr A2ya gKSNBE
9 Maintain a safe environment for children when dressing agdRINS & a Ay 3 | f gl @8a o0SAy3a ac¢
modesty.
9 Listen to children so that they know their questions and concerns are being understood
I Encourage questioning and decision making skills
T wSaLlSOil OKAf RNByQa OK2A0S&a2I NRaAaRSOAa28KENI PRA SKRB :
where touchng is concerned
T 2KSy RS@OSt2LIVSydFtte | LIINRPLINARFGSET (S OKiDKAK RNBY 2 §
they feel uncomfortable, to get out of the situation if possible and ¢ someone they trust as soon as
possible
9 Help atrisk clhildren to identify a network of five people they can trust and turn to when they feel unsafe
9 Use correct terminology for all body parts
9 Use age appropriate story books and toys to assist chilttrégentify safe and unsafe feelings.

The Director will inform parents about protective behaviours programs for children before implementing them in the
Centre. Provide training for staff and families in Protective Behaviours.

Steps for Notification:

T
T
T
T
T

Causes for concern

Discussions with apppriate staff members

Notification to Department of Communities (49 674 420)
Followg up with Department of Communities (49 674 420)

Debrief for appropriate staff

StaffMUSTmaintain strict confidentiality at atimes.
The Centre will support stafftiiese steps are followed.

A WORD OF WARNING:

Indicators should be seen as a guide rather than conclusive proof. It is important to be aware that many of

the indicators listed are not only common to different fosrof child abuse, but may be caused agtbrs

other than child abuse. There may be instances where the results of problems are associated with family
RAANMHzZLIGA 2y ak(iSyarzyas 2N adSY FTNBY || OKAfRiQOan AffySaa
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important to avoid jumping to corgsions, it is equally as important to recognise that a child who shows a
number of physical signs and or behavioural symptoms obviously has some kind of problem. Even if the
problem is not related to child abuse,dlchild is still clearly in need of sorhelp. If in doubt, discuss your
concerns with the Department of Communities (49 674 420). It is then their responsibility to decide on
further action...

Following are indicators of abuse for staff to observegdfuired:

1. Pnhysical Abuse:
G! ye-agf2RSy Gt Aya2dz2NBE (2 || OKAf RE
Child Physical Indicators
Unexplained welts and bruises
Unexplained burns
Unexplained fractures
Unexplained lacerations or abrasions
Head injuries
Human bite marks
Premature loss of teét
Verbally reports abuse
Wary ofadult contact
Consistent anger, aggression, hyperactivity
Behavioural extremes
Role reversal
Developmental lags
Appears frightened of carer
Apprehensive when other children cry
Wears clothes to cover injuries
Seeks affeatin from any adult with no discrimation
Nonexpression of his/her needs

=4 =4 4 -4 -4 4 4 -4 -85 _-45_-5_-9-9-°9_-9_-2_-2-3-

Non-communicative

Carer Behavioural Indicators
] Seems unconcerned about child
T{SSya | yEA2dza YR 20SNBKSt YSR 6& (GKSANI OKAf RQ&A
] Takes an unusual amount of timesdbtain medical care fatheir child
ThFFSNB Iy AYyFRSdzZa 68 2NJ Ayl LIWNRLINRIF GS SELIX Yyl GA
9l Takes child to a different doctor or hospital for each injury
| Substance abuser
1 Disciplines the child too harshly
9 Describes child in a consistgnnegative manner
I Haspoor impulse control

2. Sexual Abuse
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' GAEATFGARZY 2F | OKAtR F2NJ &SEdzZt aANI GAFAOFGAZY
LISNYAGGAY 3T FYy20KSNJ LISNB2Y (2 R2 az2é
Child Physical Indictors may include:

=4 =4 =4 4 4 8 -5 A

Difficulty in wdking or sitting

Torn, $ained or bloody underclothing

Pain or itching in genital area

Bruises or bleeding in external genitalia, vaginal or anal areas
Venereal disease (especially in feens)

Pregnancy

Foreign matter in bladder, rectum or urethra

Recurent urinary tract infections

Child Behavioural Indicators may include:

1

=4 =4 -4 4 48 8 -5 -9

1

Aggressive, overt sexual behaviour

Cruelty to animals without physiological basis

Premature knowledge of explicit sexual acts

Sleep disorders

Taking frequent baths

Starting fires

Poor peer relationships, wary of physical contact, especially with an adult
Onset of bedwetting, nightmares or thumb sucking

Reports of sexual abuse

Selfinflicted injuries

Carer Behaviouralndicators may include:

T

= =4 =4 A A

Very protective or jealous of child

Exremely protective of family privacy

Does not allow child to be involved in extarricular activities

Substance abuse

Is geographically isolated and/or lacking in social am@tional contacts outside the family
Has low selesteem

3. Emotional Abuse:
oChronic failure by the carer to provide support and affection necessary to develop a sound and
KSIfdKeée LISNE2YIfAGEE
Child physical indicators may include:
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Speech disorders

Lagsn physical development

Failure to thrive

Child behavioural indicators

Habit dsorder (sucking, biting, rocking, etc.)
Low selfesteem

Difficulty forming positive relationships

Elimination problems

POLICIES AND PROCEDURES MANUAL
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Neurotic Traits (sleep disorders, inhibition of play, etc.)

Behavioural extremes (compliant, passive, shy, aggressive, demanding)
Overly adaptive behaviour (inappropriately infantile)

Apathetic

Withdrawal

Inability to trust

Reports emotional maltreatnre.

Carer behavioural indicators may include:

T
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Neglect

Treat children in family unequally

52Sa y2d4 FLIWISEFNI G2 O NBnsYdzOK | 62dzi GKS OKAf RQa
Blames or belittles child

Is cold and rejecting

Withholds love

Finds nothing good in the child

Demonstrates inconstent behaviour toward the child

G/ KNBYAO FrAfdzZNB (2 LINRPGARS FT2N I OKA fgRsfagiter,LIK & a A OF f
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Child Physical Indicators may include:
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Consistent hunger, poor hygiene, inappropriate dress, chronicallyancl
Consistent lack of supervision, especially in dangerous activities for long periods
Unattended physical problems or medical/dental needs

Often tired or listless

Abandonment

Underweight

Dirty

Developmental lags

Flat bald spots on infants head

Begging for or stealing food

Extended stays in Education and Care Service (early arrival oelzsdetare)
Attendance at Education and Care Service infrequent

States there is no parent or carer

Carer Behavioural Indicators may include:

1
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Has disorganiseahaotic, upsetting home life
Is apathetic, feels nothing will change

Is isolated from friends etatives, neighbours
Cannot be found

Expects too much from child

Substance abuser

Exposes child to unsafe living conditions
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WHO TO CONTACT TO REPORT SUSPECT CHILD ABUSE...

Department of Communities 49674420
Police 000
Crisis Care 1800 199 08 (24 hrs. a day)

With Regard to Families:
When a family presents Kookaburra wépecific protection needs which could include issues such as child sexual
abuse, physical abuse, domestic violence, substarise, emotional abuse efg.

Kookaburra wil:

T
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Maintain confidentiality

.S AdzZLILRNIAQGS 2F GKS Jithavohf 8 Qa STF2NI & G2 | RRNBaa
Seek permission from the family to speak with a resource agency to assist staff in addressing the issues
Ensure that staff listen but do not offer advice or suggest without professional assistance

Document discussions

Ensure that all staffaspect the rights and the dignity of the family

Ensure that families are provided with a wide range of information from agencies on child protection
issue

Permit families & use the Centre telephone and other resources for assistance and help
Monitor the child/children closely and document program development for the child
Maintain open communication with the family.

Provide Child protection training to all staff members
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POLICY 25: EMERGENCIESD EVACUATION

Date of Last ReviewJune 2018

Date ofNext Review De@mber2019

Legislative LinksiVorkplace Health and Safety Regulation (QLD) ZBddcation and Care Services National Regulations
[NSW]2014 Part 4.2, Division 5

Souce: Workplace Health and Safety Regulation (QLD) 200tid://education.qgld.gov.au/health/- Creating Healthier
Workplaces 2012

Rationale:

This centre recognises the importance of developing procesitoeminimise the risk of emergencies and provide
guidancéor staff in their daily practice and during emergencies, in accordance with recommendations from recognised
authorities.

Staff and children need to have well practised evacuation proceduresée plad information regarding accidents and
emergencies nedto be located in appropriate places around the centre for staff, visitors and parents.

Aim:
1 To have clear procedures affidor plansin place for staff to manage emergencies in a calm profassio
manner to maximise the safety to children, visitorglanher staff.
1 To provide sufficient training to staff for the above to occur and in the use of emergency equipment, such as
fire extinguishers.
1 For accident and emergency procedures to be in etaace with current guidelines from recognised health
authorities.

Implementation:
Parents will:
1 Be encouraged to consult at least annually on the review of this policy
f .S AYyTF2N¥SR 2F (KS OSyidNBQa LINE OSR dznded in AppipriakY SNA S
locations around the centre
1 Beissued with relevant information, e.g. pamphlgiestersas information becomes available to the centre.

Staff will:
1 Conduct monthly evacuation drills with the children and any visitors to the camueaecord these drills in the
Emergency Drill folder
1 Post informational posters in appropriate locations around the centre for staff, visitors and parents to see.
Ensure evacuation floor plans and the procedures for evacuation is located near thi et classroom.
1 Participate in staff training wit regard to emergency procedures and as new procedures are
developed/modified
91 Participate in fire training to help reduce or prevent the outbreak of fire including the use of fire equipment,
preventati\e strategies and emergency procedures.

==

Management wil:
1 Organiseongoingtraining opportunities for fire training, emergency procedures and first aid for all staff.
1 Select, install and maintain emergency equipment in accordance with their legal rdsifites
1 Organise regular and systematic safetypictions of all emergency equipment
1 Maintain emergency equipment e.qg. first aid kits, firefighting equipment etc. and purchase additional supplies
when required.
1 Emergency drills will be conducted mohttio ensure the smooth running of the evacuation pedure.
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PROCEDURE 2.1%-IRE EVACUATION

When fire alarm sounds, evacuate to the appropriate assembly point, following the directions on the evacuation
map displayed near each exit.

1 Group Leadersatlect attendance sheets and lead the children out of the building. Assistants check the
toilets, store rooms, cubby holes and hiding places.

1 Kitchen/Office staff are to help the Nursery to carry the babies out to the fire evacuasieenbly pointin
the Kindergarten playground.

1 Kindergarten staff to take the keys to unlock the rear gate.

1 Director is to call 000 (the fire brigade), check the building and retrieve the evacuation basket, then join the
rest of the Centre in the assemblyea.

Roll call- ensure all children and staff are present (head count). Information to be passed onto Director (who is
I 002dzy i SR F2NJ YR gK2 AayQioo

Supervise the children at all times

On arrival of the fire service, the officer in charge should beanetadvised byhe Director whether or not all

occupants are accounted for. If all occupants are not accounted for, the officer in charge should be told of the number
unaccounted for, plus their last approximate locations.
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PROCEDURE 2.18©MB THRHA

Devised codlboratively with Sgt Simon Palmer

When bomb threat occurs over the phone the staff member is to remain calm and follow the Phone Bomb Threat
Checklist Form. DO NOT hang up the phone. Ask another staff member to call the police usipbmibdine.
1 Graup leaders collect attendance sheets, do initial head count and lead the children out of the building.
Kindergarten Group Leader to bring back gate key.
1 Director to collect the evacuation basket and check the Centre is evacuated
1 Lead alchildren, followirg fire evacuation procedure into playground, then through to community hall and
gather on other side of community hall building.
Roll call¢ to ensure that all children are evacuated by Group Leaders
1 Director to collect Attendance Rolls
1 Stay on other sidef community hall to centre unless advised otherwise by police.
Supervise the children at all times.

Locating a Bomb or Suspicious Article:
1. Do not touch or handle packages
2. Do not operate electrical devices in the area
3. Commence local evacuation.
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PROCEDURE 2.15RATURAL DISASTER

1. Assemble all children, via the quickest routeTmddlersRoom(Play Area 6 on Evacuation Map)
Group Leaderto collect Attendance Rolls

Director to check the Centre is evacuated

Roll call; Group Leaderto ensure that dlchildren are evacuated

Stay in shelter until conditions have eased

Supervise the children at all times

SIGIENEANN

In the event of a Natural Disaster, the Centre will take the same action as the Education Department. For example; if
the schools are closed due &m unacceptable safety risk then the centre will also be closed.

Should you be in doubt as to whether ti@entre is opening, please listen to the local radio stations for updates. Or
alternately check our Facebook page.

Should the centre be struck bytural disaster during time of operation and the centre is required to close, every effort
will be made to esure families are notified and children are able to be collected safely as soon as possible.

In the event that the centre is forced to close noirfees will still be charged to all accounts.

Should the centre be able to claim back the fees charged titramur insurance each account will be reimbursed for the
cost of care (less any CCB received) at a later date.
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POLICY 2.1&EXCURSN3

Date:July2018

Review Dge: December2019

Legislative LinksEducation and Care Services NatidRagulation014.
Source:Education and Care Services National Regulations 2011.

Excursion for all groups at Kookaburra are arranged throughout the yearekcursion involves leaving the centre and

you do not want your child to participate you can uegpt that they stay at the centre supervised by another Group
LeaderL¥ G(GKS SEOdzNEA2Y Ay Of dzRSa (KS Sy A N pareStygliakBanmusy R & 2 dz
arrange alternate care for the duration of the excursion.

If the following guidelines cannot be met, the excursion will be cancelled.

Aim:
Kookaburra aims to provide children with excursions into the community to extend ¢lxperiences beyond those
offered at the Centre.

Implementation:

1 Staff are responsib for thorough organisation of each excursion includiisg assessment and management
plan, investigating transport requirements, determining total cost of excursiororptdo the event and
establishing the availability of the facilities required throughthe excursion e.g. place to eat, toilet and hand
washing facilities access to drinking water, sufficient shade in hot weather etc.

1 Staffwill ensure there is an approte adult to child ratido ensure adequate supervision for the health and
safety d the childrenwhen planning and implementing an excursion.

T 960K OKAfR FGGSYRAY3 Iy SEOdzNEA2Y Ydzad KI @S GKS 4N
actual enrolled day for a child on the particular day of the excursion then that ohist be accompanied by
their parent.

1 Children must wear a label with Kookaburra Childcare Centre and contact details

T / KAt RNBYyQa AYRAQGARdzZt yIlIYSa Ydzad y2G 6S RAaALX F&2SR®

91 Children should be dressed in appropriate clothing considering the weather andtyacti the excursion.
Sturdy footwear should be worn. Hats must be worn by both staff and childhem outdoorson excursion.

1 Staff are to take a first aidtki

1 Staff iould carry sufficient money to cover the excursion and extra in case of an emergenubile phone
should be carried by at least one of the staff.

91 Children are to be organised into small groups in the care of a particular adult. Adults are respfumgtode
careful supervision of their group of children.

1 Adults are to be aware of thnumber of children in their small group andhintain vigilant supervisiorAll staff
are to be aware of the total number of children on the excursion and assist in iogutite large group at
regular intervals.

1 Inthe event that an excursion is delayadd will be late returning the adult in charge is to contact Kookaburra
and advise the approximate time of arrival.

1 If an emergency occurs, the person in charge of theuesion is responsible for making alternative
arrangements to ensure the safety an&Mbeing of the children and ensure the centre is contacted as soon
as possible.

1 There is to be no change to the planned itinerary of any excursion (as indicatedpartrégs on the permission
forms) unless the person in charge of the excursion decides that it is necessary for the safety dosingedf
the children.

1 Parents musbe advised of any incident or change of itinerary on the day of the excursion wheliélposs
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FORM 2.16EXCURSION RISK MANAGEMEAN

Exwcursion risk management plan

Diatefs) of excursion

Excursion destenation

Departure and arrval Bimes

[ Froposed activites

Water hazards?

Fethod of transport, induding proposed route

[ Hame of excursion co-orginator

Lontact number of excursion co-ordinator

[ Humber of children attending excursion

Number of educators/parents/volunteers

Educator to child ratio, including whether this excursion warrants a higher ratio?

Exzursion checklist

First aid kit

List of adults participating in the excursian

List of children attending the excursian

Cantact infarmation far each adult:

Caontact infarmation for each child: N/& {phone Kookaburra an (07}
40552398, Kaoakaburra will phone parants)

Mabile phone f ather means of communicating with the service & emergency services

Medical management plans and medication for each child if necessary

Other items, [please list)
- Mahbile phone
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Rizk assessment

Ativity

Hazard identified

Risk assessment
{use matrix)

Elimination/controd
MRS TS

Who

When

Plan prepared by

Prepared in consultation with:

Communicated to:

Appraved: YasfNo

Signead

Reminder: Monitor the effectiveness of controls and change if necessary. Review the risk assessment if an intident or significant change ooturs.
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POLICY 2.1DANGEROUS GOODS

Date of Last ReviewJune 2018

Date of Next ReviewDecember2019

Legislative LinkswWork Health and Safety Regulation 20E#lucation and Care Services National Regulatid8§\[]
2013

Source:Guild Watch: A Risk Manageméatiide for Child Care (undated)

Rationale

G9F OK &SI NJ Ay ! dzi (hokpithlised Becaose of/poisGniqd. THSNEBKES poidbBing the second most
common reason why young children are admitted tspital. In addition, in Australia more than 240 000 calls are made
Fyydzrtfte (2 GKS t2Aaz2ya Ly PaidaNdgsinGhifdren 297)i NS dé 6 YARal TS

The most common poisons are medicines (involved in more child poisoning than any othemsehstaommon
household products are the second most common cause of child poisoning, e.g. household cleaners, rat baits, cockroach
baits and garden sprays, mineral turpentine, kerosene, petrol detergents, disinfectant, cigarette butts, eucalyptus oil.

Kodkaburra endeavours to minimise the use of toxic and other potentially dangerous products and implement strategies
and procedures to mvent childpoisoning.
Aim
Kookaburra child care centre is committed to ensuring the health and safety of all staffacmngrand visitors.
1 Develop and implement procedures and practices to ensure toxic and other potentially dangerous products
FNBE {SLI 2dzi 2F OKAft RNByQa NBI OKod
1 Use alternate products that are both nanxic and environmentally friendly to reduce the rigkschildren
1 Use alternate cleaning products as above without compromising hygiene

Employer/Management Responsibilities:
1 Ensure that instruction and training jgovided on the safe handling and storage of all substances and
chemicals used at Kookaburra.

1 Display material safety data sheets for all chemicals used.

1 MSDS sheets should be displayed in every room where those materials/chemicals are used.

1 Ensurethatrh y dzF I OG dzZNBENR& Ay aiNUzOGA2ya I NB F2f{ft26SROD

91 All chemicals are correctly labelled.

1 Store all chemials out of reach of children in appropriate containers.

1 Wherever possible seek out less hazardous, alternative substances and alternative methods of performing
tasks.

1 Substitute hazardous chemicals with less hazardous chemicals.

1 Ensure that taps are fitebto any bulk containers for ease of decanting.

1 Ensure the provision of gloves and other personal protective equipment to minimise the contact with the
chemicalsaand hazardous substances.

1 Ensure all staff are aware of how to clean up chemical spills.

1 Condiler the toxicity of cleaning products when considering a change to different cleaning products

1 Provide staff with cleaning substances that are #@zardous, notioxic and biodegradable where possible.

1 Ensure information is available in the form of Matéig&afety Data Sheets for staff and these will be located

where the cleaning products are kept.
1 Provide other information to staff on the correct dilution ratj@ppropriate uses, health hazards and first aid,
correct handling and cleanp of spills for ach of the products stored at the centre.

Staff, Students and Volunteers will
1 Wear the necessary protective clothing when handling chemicals.
1 Followinstructions and training
POLICIES AND PROCEDURES MANUAL
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1 Ensure that all chemicals are kept out of reach of the children.

1 Follow the usestorage and handling recommendations specified for each of the chemical products used at the
centre.

91 Spills are to attended to immediately, ensuritigt correct procedures are followed (on MSDS)

1 Be supplied with cleaning products that are considered-hamardous, no#ioxic and highly biodegradable, as
per the Material Safety Data Sheets, for hygienically cleaning work surfaces, toilet bowls andomashr

1 Limit the use of bleach to cleaning the sandpit only and use only when no children are present

1 Be avare of the importance of minimising the use of toxic products within the centre and will use thtorian
products first.

1 Notify the maintenance peon with regard to the nottoxic eradication of vermin if required.

1 Not keep any substances stored in thentre such as turpentine kerosene or petrol. The maintenance person
will be contacted for safe storage of such substances at a location away frorerire.

Parents will:

1 Receive information regarding poisoning in children
1 Be advised of the correctrgcedure for storing medicines
1 Be advised through the use of signs and posters the location for storage of potentially dangerous products.

Disinfectants/bleach

1 Disinfectants and bleach are usually unnecessary. Bleach may be used if there is an irdesaseutbreak
¢ one part blach to ten parts water ratio (staying Healthy in Childcare 2005). Most germs do not survive for
long on clean surfaces when exposed to air and light. Even in hospitals the emphasis is on the use of detergent
and effective claning and drying methods.

1 Clea the nappy change area thoroughly after each nappy change with detergent and water.
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POLICY 281 POTENTIALLY DANGEROUS PRODUCTS, PLANTS, VERMIN
AND OBJECTS

Date of lastreview: May 2018

Date of next eview: December 209

Legislative LinkdNational QualityStandards (NSW) 2013 Element 2.3.2

SourcePoisons Information Centreqww.ausdi.hcn.net.au/poisons.htiKidsafeywww.kidsafe.com.apRoyal
Ch f RNB Y Qéaww.réhdidaud | £

Rationale:
Children do not understand the potential dangers of many products commonly used in claldamares. Potential
dangersare those which pose a risk of poisogior injuly to children and may include:

1 Medications
Cleaning products
Garden chemicals
Pest treatments and devices
Broken or damaged toys or equipment
Sharp objects and

1 Soiled nappies or other soiled materials
(Quality Practices Guidé! Edition 2005)
Kookabura child care centre follows recommended guidelines from recognised health authorities with regards to
ensuring dangerous products are inaccessible to the children. Because young children do not understand the dangers
of such products, plants, drother oljects we ensure dangerous products are eliminated where possible or inaccessible
through correct storage, labelling, safety checks etc.

=A =4 =4 -4 =

Aim:

To ensure a safe environment for children

For staff to perform regular safety checks of the environtfer dargerous objects, plants, spiders or vermin
To inform staff of the dangerous products within the centre and the correct handling for those products
For staff to have a current first aid certificate to ensure safety of the children.

For staff to have a cuent Anaphylaxis certificate to ensure safety of children with severe allergies.

=A =4 =4 4 =4

Implementation:
Parents will:
9 Correctly store all medications as per the administering medication policy
1 Be informed of locations where potentialtiangerous products arkept by simple warning signs. (stored off
site)
1 Be informed of procedures for safe storage of potentially dangerous products by posters in relevant places
around the centre.
f YSSLI SYSNHSyOe O2yil Ol RSeél Afa dzLJ G2 RIGS 2y GKSANI

Staff will:
1 Catact the Poisons Information Centre immediately if they suspect a child may have ingested a poisonous
substance.
1 Receive information and training on correct labelling of potentially dangerous products and protecting children
from other potential dangergforeign objects, spiders and vermin)
1 Ensure medications and chemicals are never left unattended when in use
T 9y&adzaNBE YSRAOFGA2ya FINB y2d 1SLIW Ay OKAfRNBYyQa ol 3a
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Ensure potentially dangerous products are inaccessible to childrezll éitmes by adhering tdhe correct
storage procedures

Always use the original containers to store medication and chemicals. Containers that normally hold food or
drink must not be used.

Ensure that all products are used in accordance with instructions

Ensure that all productare clearly labelled

Ensure medications and potentially dangerous products are kept at the correct temperature

Ensure potentially dangerous products are used iroetance with instructions

Ensure that potentially dangerous products are stored immediaéir use

Ensure electrical appliances, urns and hot water pipes are not accessible to children

Ensure that children do not have access to plastic bags

Post simple warning signs where potentially dangerous products are stored which are designed tduisrt a
but not to attract the curiosity of children.

Refer to the First Aid Action Plan on dangerous products (located near the first aid kit andirtstie play
areas) for information on correct procedures

Participate at least annually in the poligview process and consult together with parents and management
9y adaNB GKIG ye LXlFyGa 2N 202S500G4a 0 NiodiBeHrierestfiable i K S
are safe and not on the poisonous plants list

Maintain current first aid cerficates

Cover sandpits at the end of the day to prevent access by animals and vermin

Not keep animals at the centre other than for educational purposebsthen only under conditions approved
by an authorised person and health authorities

Ensure correctugpervision of children by adhering to the supervisions policy and procedure.

Follow advice from a professional on the removal of vermin and dangerontsgtaminimise risk to self and
others.

Management will:

1

Ensure staff receive information and traigi for the safe labelling and storage of potentially dangerous
products, first aid action plans for these products and the procedure for monitoringuhdifig and grounds

for potentially dangerous plants, vermin and objects.

Consult at least annually thi parents and staff to review this policy

Provide information to staff and parents on potentially dangerous products sourced from recognised health
authorities

Organise regular first aid training opportunities for staff to maintain current first aitificates

Ensure that the centre is treated by a pest control operator licensed under the Health Act, as often as is
necessary for the control of pests

Ensure that there is no smoking on the premises.

Ensure that plants accessible to children are notdaxi harmful

Swallowed Poison

f
1
1

Do not try to make the child vomit
Pick up the container and take to the telephone
Call the Poisonformation Centre 13 11 26

Poison in the Eye

|l

il

Flood the eye with water from a cup, jug, saline solution or slowly runaipgContinue for 1@ 15 minutes
holding the eyelids open.
Pick up the container and take to the telephone

POLICIES AND PROCEDURES MANUAL
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1 Call the Poisons Inforrtian Centre 13 11 26

Poison on the Skin
1 Remove contaminated clothing, taking care to avoid contact with the chemical
Floodthe skin with cool running water
Wash gently with soap and water and rinse well
Pick up the container and take to the telephone
Cal the Poisons Information Centre 13 11 26

=A =4 =4 =4

Inhaled Poison
1 Getthe person to fresh air quickly without placing yourselfisi r
1 Open doors and windows wide, if safe to do so
1 Pick up the container and take to the telephone
1 Call the Poisonformation centre. 13 11 26
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POLICY 2.19: RISK MANAGEMENT

Date of Last ReviewAugust2018

Date of Next ReviewDecember2019

Legislative lriks: Work Health and Safety Regulation 2011 Part 3.1

Source Guide to the National Quality Standard 2013, Work Health and Safety Regulation 2011 Part 3.1, Early Childhood
Australia Workshop delivered by Luke Touhill and Judy Radich at Campbell Strestr€hifdl Early Education Centre:
Talking about PracticeEnironment Makeover
http://www.earlychildhoodatstralia.org.au/ngsplp/wpcontent/uploads/2012/11/Environmentnakeovercampbelt
street-workshop240312.pdf / dzZNIIiA&aX 5@ OoHamMn0® 2 KFiQa GKS NRa|] 2F y?2

Rationale:

In managing risks to health and safety, an organisatiost identify reasonably foreseeable hazards that could geee

to risks to health and safety.

In managing risks to health and safety, an organisation must

(a) Eliminate risks to health and safety so far as is reasonably practicable; and

(b) If it is ot reasonably practicable to eliminate risks to health anfétya minimise those risks so far as is reasonably
practicable.

a lrisk is something that is possible to negotiate and may be appropriate for particular situations and

children. Ahazardis somehing that is inherently dangerous and needs to be remedied, such as a climbing
A0NUzOGdzNE 6AGK akKlFINL) SRISa 2N 22488 02 Dé&dLurtisKl & O2 d
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In accordance with the Nitnal Quéity Standards, we want to provide an environment for children whidhdkisive,
promotes competence, independent exploration and learning through play. This requires us to consider appropriate
levels of challenge where children are encourageeéxplore experiment and take appropriate risks in their learning.

Aim:

The education and care service will implement procedures to prioritise the maintenance of environments and conditions
that are safe for children, families and educators. Procedwilisbe mplemented to assist with early detection of
potential hazards and to reduce risks within the education and care community. The education and care service complies
with legislations and regulations and annually reviews policy and procedure taeseéiecive risk management

practice.

With consideration of hazards and their associated risks, we aim to provide a learning environment which is not only
alFr TS T2NJ OKAt RNBYS FILYAfASE | yR SRdzOF (2 NAR @rdzicurbsity, a2 |y
problem solving, independent exploration and appropriate risk taking.

Implementation:

Management and Educators will follow Risk Management Procedure to identify hazards and eliminate or mitigate risks.
In terms of oureducational program, we wilbllow the procedure to analyse challenges for children in terms of risk and
benefit to provide opportunities for children to undertake appropriate challenges and risk taking in a safe environment.
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PROCEDURE 2.19: RISK MANEGIE

Management will:

1 Conducta risk assessment to determine potential emergencies that may be relevant to the education and care
service.

1 Ensure a risk assessment occurs prior to excursions.

9 Liaise with educators to ensure that risk management is partialy practice and thaprocedures are
developed and maintained to implement policies, record and review hazards.

1 Ensure that health and safety information and training is part of the induction and ongoing professional
development strategy for all educata

f Inform families, duringiX Sy i GA2Yy | yR SyNRfYSyG>z lo2dzi GKS SRdzO
Policy and the need to maintain all emergency contact details. Written consent will be obtained from families
for permission to access urgent medi, dental, hospital and amilance assistance.

1 Ensure that educator roles and responsibilities are clearly defined.

1 Ensure that emergency evacuation and lockdown procedures are rehearsed, documented and evaluated at
least every three months.

1 Ensure thafat any time the service is epational at least one educator who holds a current approved first aid
gualification, and at least one educator who has undertaken anaphylaxis management traiméhgt least
one educator who has undertaken emergency asthnenagement training is in attelance and available.
The same person may hold one or more of these qualifications.

1 Contact relevant contractors to repair or maintain the environment or to remove potential hazards.

1 Use risk assessment forms to identify hasaand risks and put in placcontrol measures to eliminate or
minimise risk.

1 Check and approve all risk assessment forms completed by Educators.

Staff will:

1 Complete daily playground checklists of the environment before children and families entetubat®sn and
care service. Betators will identify any potential hazards and note these on the checklist, rectifying any risks
immediately where possible. Any identified hazards that cannot be immediately removed or rectified must be
reported to the nomin&ed supervisor immediately.

1 Use Risk Assessment Form and Risk Rating Matrix to identify hazards and risks and put in place control
measures to eliminate or minimise risk.

1 Not put themselves or others at risk at any time when seeking to reduce or remoeatfthazards.

1 In terms of ar educational program, analyse challenges for children in terms of risk and benefit using Risk
Benefit Analysis Form and Risk Rating Matrix to provide appropriate opportunities for children to undertake
challenges and risk taig in a safe environment.

I Be encouraged to complete training and professional development to increase their awareness of risk
management.

1 Implement emergency evacuation/lockdown procedures to ensure the welfare of children, families and
educators
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FORM 2.19.1: DAILY PLAYGROUND IGEECK
Week Ending:

Room:

Outdoors
Item Monday Tuesday Wednesday | Thursday Friday Comments/

AM [ PM |AM | PM | AM [ PM | AM | PM | AM | PM | Actions

Fences/Gates

Fixed
equipment

Steps/ramps

Surfacing

Sheds/ strage
areas

Toys

Tables and
chairs

Natural
debris/garbage

Sandpit

Sinks and taps

Bins

Wildlife/wildlife
mess

Indoors
Item Monday Tuesday Wednesday | Thursday Fricay Comments/

AM [PM |AM | PM |AM | PM | AM | PM | AM | PM | Actions

Surfaces

Floors and Mat
areas

Walls, ceilings and
fans

Cleaningnaterials

Bag storage

Toilets

Toys

Furniture
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FORM 2.19.2: RISK ASSESSMENT FORM

Rizk Azzpsament Tool

Ting Risk Arpessinenl mue! o) Wl e vl regulahory and compliancs requirements as auliingd in Blacanion and Done Serdoes Mahianal Reguiations - Axt T, Dhision 4 and Satianal

Oualky Shandards « 227

Identify the Activity

Location

Who may be at risk?

ldentify hazards, risks and rate the risks

1. Diivighe the activity irto tasks

2. Identify the hacards and associated risks for each task
. List risk controls already in place

4. Durberrnine a risk rating using the Risk Rating Matrix belaw

Tasks

Hazards

Risks Risk rating | Existing Control Measures

Who conducted the Risk Aswpssment?

Completed by:
Signikure:
Diate:

Who approved the Risk fssessment?
Mppraved by

Signakure:

Date:

A, D b proceed with ootivity umless ehe resuits of the Rk ddjesiment deferming the feve of risk s minirmm), and? or Bhere are odeqourte contral mesmiares i piooe,
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FORM 2.19.3: RISK BENEFIT ANALYSIS FORM

Risk Bonafit Analyss

Thi assessr ent of risk must oomly with relevant regulatary and campliance requirements s sutiined inc Educetion and Care Services Matioral Begulations — Part 7,
Devigaon 4 armd Naticaal Quskty Standasds — 2.3 7

\dentify the Activity . Locatian [ Whe may ba at risk?
|

" MdeatTy hazorts, 1E5ks and Fabe the 15k

1. Divida the activity ings bnka
2. daniity the berefits dor sach task
3. ldemity the hamnds omd associaped fdiks fer cach task
4. Li# costrob bz riduce risk and determine risk rating for ssch tadk feith costrol messunm in placn]
5. Dwtining an svarallrih rating ming the Al Aatisg Manie e
Tasks Benefits Hazards o Rishs | Comtrod messures in place to reduce | Risk Rating |
risk [omoe |
comtaal |
| measures _
. . | ifplace)
| I 7
Oreerall rish assessment (with contred messures in placs] accaptablefaet acteptakla .
Cregrall Eenafits Limited feansidarablesignificans
Citcome RISK redT BOCEPTABLE fbanafits gutweigh the rsk AND ik s acosptable
Comspleted 4 . Approved By Revisa Date: \
Signatura: Signature: _
| Dates _ Date:
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RISK RATING MATRIX

RIZK RATING MATRIXN
Impact
m Imsignificant Minor haderate
[ ]
= Alrmost Certain hedium High High
" Likely Medium fedium High High
.Ll_.ln Possible (] Iedium High High
Unbikely Lovas Liovau Iiedium Iiedium High
Rare Lovau Liovaw Iiedium Iedium Iedium
Almost certain Is expacted bo acour in most cirumstances
Likoeshy Will prabably oecur | most dreumstances
Likelihood Possible Could accur at same time
Urilikedy Mot Tikeky 0o occur innormal drcurmstances
Raare bay cccur anly inexceptional circumstances
Inzignificant Injuries not requiring First aid
Minor First aid resquined
__._.-_u.mﬁ.n Floderate Mledical trestment required
ajor Hospital admisssan reguired
Sovers Death ar parmanent deability to ane or mare parsans
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POLICY 2.26LEEP, REST AND S.PREVENTION

Date of Last ReviewAugust2018

Date of Next ReviewDecember2019

Legislative LinksEducation and Ca Services National Regulations [NSW] 2014 Part 4.2 Division 1
Source:SIDS and Kids Safe Sleeping Child Carevi€it,sidsandkids.org/safe sleeping.html

Rationale

Time to rest is extremelyriportant to young children who are exposed to a very full and busy®lagp and rest times
should be pleasant occasions for children during which they are encouraged to take a rest appropriate to their
developmental needs.

Children are to be comfortablgressed for sleep and covered appropriately for room temperaturess$ing children
provides good opportunities for playful conversation and interaction with young children, whilst for older children it
provides opportunities to develop independence. fEtae sensitive to cultural difference in attitudes to dressing.

Aim

To provide sleep and rest periods for children, which meet the individual neetie children and their families.

To provide information to parents regarding the sleep and rest ne@disroutine of young children.

To provide a safe and risk free sleepvieonment for children in the rooms by following guidelines set out by the
National S.1.D.S Council of Australia.

Implementation
1 Staff at this service will follow the childcare praet recommended by the SIDS and Kids Safe Sleeping Program
to reduce the risk of SIDS and create a safe sleeping environment
9 Staff at this service will receive Sleep Safe training about SIDS anaf€i®e®ping practices
9 Staff will inform parents or cagivers of the recommended SIDS and Kids Safe Sleeping Policy
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KOOKABURRA CHILDCARE CENTRE

PROCEDURERO(O SLEEP, REST AND S.1.D.S. PREVENTION

SIDS and Kids Safe Sleeping Recommendations

The National SIDS Councilfafstralia has published three recommendations that are supgblte scientific research
associated with the prevention of SIDS. This Centre supports these three recommendations and implemented them in
association with the Sleep and Rest policy.

Recommenddion 1:dt dzii @2dzNJ / KAf R 2y GKSANI . IOl G2 {ftSSLX
Following thisecommendation when position children for sleep, staff place children at the bottom end of the cot/bed
on their back; the supine position. This procedure is followed unless otherwise adviggdtents/guardians).

Recomnendation2:d a | { S & dzNBI SiIlKRS w XWIH ARyQ adzy 02 JSNBER 5dzZNAy 3 {f SSLXk
Kookaburra ensures that sheets and blankets are securely tucked in when children sleeping a cot. It is also a safer option
than the use of doonas or quiltsvhich could allow children to become covered during sleep.dé/aot promote the

use of bumpers, pillow or soft toys in the coithvchildren under the age ofriionths.

Recommendation 36 Y S S LJ | 2 dzNJC/NBBASIZR . {SW2INS | yR | FGSNI . ANIKE
Whilst at theCentre, the children are in a smokee environment, Staff areot pemitted to Smoke during work hours
at Kookaburra Child Care Centre.

Staff will:
1 Follow all the recommendations as listed in the SIDS and Kids Safe Sleeping Policy in relation topEvent
serious sleeping accidents.
1 Appropriately supervise ddiren at all timesvhen resting or doing quiet activities.

Nursery, Infants and Toddlers
1 Ensure each child sleeps in a separate safe, strong, cot which meets the Australian Standéod Qa2

1 Ensure the mattress in the cot is firm, clean, wigling and in good condition
1 Air the mattress, bedding and cot regularly
f b2G dzaS 020 o0dzYLISNEZ ljdzAif iax R22yIl as Rdz@SGax €1 Yoal
f Swaddlebabiesi®2 G2y 2NJ Ydzaft Ay AF &2 NBI dBeadishBtcavededi KS FI Y
1 Sleep times are adapted to meet the need of individual children, Nursery only
1 Staff consult parents when deciding what approach to take regarding sleep for theiramlall the factors
that determine a positive sleep time, e.g. tgh of sleep, comforters, family consideration etc.
¢ {GFFF NP aSyairirodsS (2 I OKAftRQa ySSRa IFyR (G1F1S OF!

take comforters to bedor reassurance, except in the case of children under 12 monthiHtdren under 12
Y2yGKaAaQ a0l FF oAttt F2ft26 GKS OKAfROINB LN} OlGA0OSa
reduce the risk of SIDS and create a safe sleeping enviranmen

1 Comfort is provided to each child consistent to that used ambp e.g. Pat on back, sing lullabies,
rubbing/stroking their forehead, or no contact at all

1 Cots/sleep mats are provided for children to sleep in

1 Soft relaxation music is provided for crgén to listen to when sleeping

1 Teething necklaces to be removedadl sleep times (Nursery and Infants)
Junior Kindy

1 Sleep/rest times are adapted to meet the needs of individual children
9 Staff consult parents when deciding what approach to take rdigarsleep or rest for their child, and all the
factors that deternne a positive sleep/rest period, e.g. length of sleep, comforters, family consideration, etc.

POLICIES AND PROCEDURES MANUAL

I



KOOKABURRA CHILDCARE CENTRE

T {GFFF INB aSyairidragsS G2 OKAtRQa ySSR I ¥R Chidreh BlayOl NB
take comforters to bed for reassurangaslongd (G KS@ QNB Ay O2yedzyOGAzy 6A0GK

1 Comfort is provided to each child consistent to that used at home, e.g. pat on back, sing lullabies,

rubbing/stroking their forehead, ano contact at all

Mattress bedsare provided for children to sleegn

Children who do not sleep have the choice of indoor or outdoor play

Soft relaxation music is provided for children to listen to while sleeping or resting doing quiet activities

{t SSLKNBalG LISNA2R& YIFeé& 06S NBO2NRSR F2N LI NByidQa Ay

Kindergarten
1 Resttimes are adapted to meet the needs of individual children
1 Staff consult parents when deciding what approach to take regarding rest for their child
{ Staff are sensitivetochiMBy Q&4 Yy SSRa | yR (I leSify OHeNtBey dretiret flalsideR isINR | ( S
required, the child is encouged to take a nap on a mattrebed
Children who do not sleep have the choice of indoor or outdoor
Soft relaxation music is provided forilthien to listen to while resting
Relaation activities are implementedotencourage quiet time alone
wSad LISNAR2Ra YIFIe 06S NBO2NRSR 2y RIFe aKSSG T2NJ LJ NBy

=A =4 =4 =4
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KOOKABURRA CHILDCARE CENTRE

POLICY 2.285UN PROTECTION

Date of Last ReviewAugust2018

Date of Next ReviewDecember2019

Legislative LinksEducation and Care Services National Reiguia [NSW] 2014, Part 4.2 and Part 4.3

Sources: Sun smart outside, summer 2006ww.sunsmartcom.au/browse.asp?containerid=15%%ancer Council of
Australia,www.cancer.org.au

Rationale:
Australia has the highest incidence of skin cancer in the world with 380 000 Australians diagnosed with skin cancer each
year and 1 000 deaths recorded each year. There are four factors, often occurring se&oukly, which contribute to
these statistics:

1 The population is predominantly faskinned

1 Ultraviolet light from the sun is of sufficient intensity to induce skin cancer in this susceptible population

1 For most of this century, social values have supgibthe belief that a suntan is healthy aattractive

91 Lifestyle, work, school and recreational habits expose people to the sun for long periods.
Skin damage, including skin cancer, is the result of cumulative exposure to the sun. Much of the damag#dudogurs
childhood and adolescence. Reseastlygests that sunburn is a contributor to skin cancer and other forms of skin
damage such as wrinkles, sunspots, blemishes and premature aging. Most skin damage and skin cancer is, therefore,
preventable.

Educdion and Care Services National Regulatistases:
A service must ensure that outdoopacesprovided at the education and care service premiseduide adequate
shaded areas tprotect children from overexposure taltraviolet radiation from the sun.

Aim
The aims of the Sun Protection Policg & promote among children, staff and parents:
1 Positive attitudes towards skin protection
9 Lifestyle practices which can help reduce the incidence of skin cancer and the number of related deaths
1 Personal responiility for and decision making about skiropection
1 Awareness of the need for environmental changes in schools to reduce the level of exposure to the sun.

Implementation
Families will
1 Dress children appropriately for the outdoor environment i.e. shisith sleeves that cover their shoulders,
appropriate hats (legionnaires or wide brim)
1 Apply sun screen provided by the centre or your own sunscreen when dropping your child into tle®woutd
environment.
When enrolling a child, parents/carers will be:
1 Informed of the sun Protection Policy
1 Requested to:
0 provide appropriate clothing for their child/ren
0 practice skin protective behaviour themselves as positive role modethflairen

1 Kookaburra hats will be provided to children upon enrolment.
1 Additiond hats are available for purchase from the centre at any time.

Children wilt
91 Children will wear hats which protect the face, neck and ears when outside
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Wear sunscreen progted by the centre or their own sunscreand reapply throughout the day as necesyg

Staff will:

|l

=A =4 =4 =4

Be expected to practice skprotection behaviour such as wearing protective hats and applying 30+ sunscreen.

It is recommended that staff apply sunscredrttee same time as children are having sunscreen applied.
Direct children to usshaded areas wherever possible

If weather becomes too hot during outdoor play, staff willdieect play inside or in undercover areas
wSalLlS oG SIFOK OKAfRQa Of20KAYy3 LINBFSNByOSa gKAft Al
30+ Broad spectrum, water resistasunscreen will be applied to children each morning and throughout the
day when playing outdoors. Staff must assure that any chilerigm sensitive skin have their own sunscreen
supplied by the parents.

Management wilkensure that there is adequatghade shelters and shade treés provide protection for children and
adults from the sun.

POLICIES AND PROCEDURES MANUAL
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KOOKABURRA CHILDCARE CENTRE

POLICY 22 APPROPRIATE CLOTHING

Date of Last ReviewAugust2018

Date of Next ReviewDecember2019

Legislative LinkstWork Health and Safety Regulation 20Nhtioral QualityStandards 2013 Element 2.1.2
Source:Sun smart outside, summer 2008yw.sunsmart.com.au/browse.asp?containerid=155&ncer Council of
Australia,www.cancer.org.au

Rationale
/| KAt RNByQa LIKeaAOrt O2YFT2NIl O2yiNARoOdzGiSa G2 GKSANI KSIE
dressed in and have available spare clothing whiclomsfortable andappropriate for prevailingonditions.

Aim

Kookaburra Child Care Cemtaims to promotehealth andwellbeing and thereforeK A f RNBYy Q& |y R Tl YA A
clothing needs and jeferences should be metto promo@ KA f RNBy Qa O2YF2NI X al ¥Sdé | yR
ofthe SNIIA OS5 Qa NI KdxAt NENESydisafei@el NI G K

When at the centre, staff and children are requested to:
1 Wear hats when outdoors in the surhats that protect the face, neck and ears
91 Limit jewellery as much as possible and be aware of scratdtsaag hazards (loose/dangling jewelleryot
appropriate)
Families will
1 Dress children each day &ppropriate clothing for prevailing conditiong. sun safe, cool clothes in hot
weather, warm clothes in cool weather, comfortable for the child
1 Provie childreneach daywith at least 2 sets of spare clothimchich is also appropriate for prevailing
conditions.
91 Provide children with shoes and socks in cold weather.
Saff will:
Children are dressed in light weight clothing for sleep and rest time
Educae childrenandfamll S& | 602 dzi F LILINBLINALF GS Of 20 KAy3 (2 LINRGSC
Encourage children to wear safe and comfortable clothing
Encouragechildrento wear pants under skirts and dresses
Encourage children to wear shoes and socks whincibld

=A =4 =4 -4 -4
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POLICZ2.23 WATER SAFETY

Date of Last ReviewAugust2018

Date of Next ReviewDecember2019

Legislative LinksEducation and Care Services National Regulations [NSW] Part 4.2
Sourceshttp://www.betterhealth.vic.gov.au/bhcv2/bhcarticles.nsf/pages/Water_safety for_children
http://www.kidsalive.com.au/articles/

Rationale
Drowning is the greatest cause of accidental death in children undeimfiwustralia. Each week, on average, one child
RNRgyad [SGQa Lizi 'y SyR (2 OKAftRK22R RNRgyAy3d F2N I22

Aim
To ensure the safety of all children when interacting with water.

Implementation:

Staff will:

Directly supervise children at all times.

Fill roughs or portable pools to a safe levdless than 30cm deep.

Empty all containers and troughs after use.

Ensure children do not drink the water from pools, troughs, containers, hoses or sprinklers.

Ensue children do not drink rain water. E.g. puddldsoplets, containers.

Ensure water is safe for children to interact with during play.

Conduct playground checks before children enter the playground to ensure no containers or puddles of water

are accessie to children unless directly supervised.

Ensue cleaning buckets are emptied immediately after use and are not left in areas accessible to children.

1 Consider water hazards when conductiwater activities or &cursiors using appropriate risk assessment
formsand put in place control measures to elirate or minimise risk as much as possible.

=A =4 =4 -4 -4 4 -4
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KOOKABURRA CHILDCARE CENTRE

POLICY 2.2%WORKPLACE HEALTH AND SAFETY

Date of Last ReviewAugust2018

Date of Next ReviewDecember2019

Legislative Linkswork Health and Safety Act 2011

SourceGuild Watch: A Risk Management Guide for Ghdde (undated)

Rationale:
KookaburraChild Care Centrerotects the health and safety of children, staffiidents, volunteers, familiesnd visitors
to the Centre

Aim:

By keeping informed about th€urrentWorkplace Health and Safety.egislationand ersuring appropriate codes of
practice are followed Kookaburra protects the health and safety of children, ststfidents, volunteers, familieand
visitors to the Centre

Implementation:

Managementis responsible for the implementation and monitoring tbfs policy. The health and safety duties of
management at all levels will be detailed, and business procedures for training andfraakport should be followed.
In fulfilling the aims of this paly, management is committed to regular consultation wétmployees to ensure the
policy operates effectively and that health and safisyues are regularly reviewed.

Recognising the hazards occurring in the childcare industry, this company will takepeaeticable step to provide and
maintain a safe and hdéthy work environment for all employees.

1 Information about thecurrent Workplace Health and Safety legislatame held at the Centre and may be read
by staff and parents of children attending ther@re.

Ensure maintenance tfie workplace in a safe arftealthy condition.

Making and monitoring arrangements for the safe use, handling, storage and transport of substances.
Provide adequate facilities to protect the welfare of all employees.

Provide information and training whenever appropriate to ensurefstah identify: Key elements of the OH&S
act

=A =4 =4 =

1 The Centres Health and Safety Procedures and Policies
1 Safe and healthy workplace practices
1 How to report hazards
1 How to comment on safe work actices and procedures
91 Staff will be encouraged to report incidensading to high stress levels and positive steps will be taken to
understand and minimise stress suffered by individual staff members.
1 The staff, to ensure they are in a clean and safed@t@n, will check play areas and equipment regularly.
1 All new equimnent will be checked against Australian Safety Standards.
1 The Centre is a nesmoking area. This includes all indoor and outdoor play areas and anywhere that is within
sight of the childra.
1 No child, parent, staff members or potential staff members véliexcluded from the Centre due to living with
HIV/AIDS
1 Information about a child, parent or staff member living with HIV/AIDS will be kept strictly confidential at all
times in accordancwith Health Department advices.
1 Staff will follow universal hygiemgrocedures to eliminate any risk of HIV/AIDS transmission in the Centre.

Management:
1 Isresponsible for the effective implementation of the Workplace Health & Safety Policy

POLICIES AND PROCEDURES MANUAL
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1 Must observe, implement and fulfil its responsibilities under the Acts and Regunfathat apply to the
childcare industry

1  Will develop and maintain a policy relating to Occupational Health and Safety

1 Must ensure that the agreed procedures for regular congigta between management and those with
designated and elected health and sgfeesponsibilities are followed

1 Must make regular assessments of health and safety performancedpeation with those with designated
and elected health and safety functions

1  Will ensure that health and safety practices followed in the Centre complykigalth Regulations, Education
and Care Services National Regulations, Australian Standards and Occupational Health & Safety Act, and will
allocate sufficient resources in th@aual budget to ensure a healthy and safe environment

1 Will ensure that equiprant and substances are used, stored and transported safely and without risks to health,
and appropriate training on the safe use, storage and transportation of substances ereiliv

1 Must be informed of incidents and accidents occurring on the businesgipes or to the business employees
so that health and safety performances can accurately be gauged

f  Shall take all reasonable practicable steps to ensure that persons atof&artg 2 NJ LJX | OS dzy RSNJ
O2y iNBf I 6K2 | NB V28, aré RoSexp®s6d ib 2k t6 tNa healdh Wrishfetyarssing from
the conduct of the employers undertaking.

1  Will ensure that appropriate workers compensation cover is availab#d temployees of the service, and that
employees understand the importancé reporting and documenting injuries or illnesses that occur during the
course of their work, during authorised breaks or when travelling to and from work. Employees will also be
informed about the time deadlines for completing workers compensation forans, such forms will be
available for easy access of employees

9 Display Workers Compensation Act notice where all workers can see it

1 Maintain the workplace in a safe condition, imding entrances and exits

1 Will provide appropriate medical and first aid gees for the employees, and adequate facilities for their
welfare

1  Will ensure that injured employees are provided with appropriate rehabilitation and health services and that
a flexible rehabilitation program is implemented in the Centre

9 Identify all hazeds encountered

9 Assess the risks to health, safety, and wellbeing associated with each hazard

1 Regularly review the controls in place, to ensure continued effectiveness in mirgnisks to the health and
safety of all staff

1 Recording hazards identifiethe controls in place, all incidents and injuries, safety training provided etc.

1 Provide staff with information on how to report and control any incidents or hazards

Employees:
Anemployee shall, at all times while at work, take all reasonably practicdyes:

1 To ensure that the employee does not take any action, or make any omission that creates a risk, or increases
an existing risk, to the health or safety of the employee, threo persons (whether employees or not) at or
near the workplace

1 In respectof any duty or obligation imposed on the employer by or under this Act or the regulations; to co
operate with the employer to the extent necessary to enable the employer to fiadftlduty or obligation

91 For their own health and safety and that of othefteated by their actions at work

1 To comply with the safety procedures and directions agreed between management and employees with
nominated or elected health and safety functions

1 To not interfere with or misuse items or facilities provided in the intere$tsealth, safety and welfare

1 To record all injuries or illness (to children and adults) in the Centres Accident/lliness register. Details entered

will include: date, time, placef incident, injury or condition, brief description of events, adult witresssand
any anticipated treatment outcome
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To record all incidents with the potential to cause injury or illness

To use all equipment appropriately ensuring they follow instructiand training
Adhere to instruction and training on how to minimise and eohhazards
Identify and report all potential hazards

=A =4 =4 =

Management seeks cooperation from all employees in realising our health and safety objectives and creating a safe
work envionment. All employees will be advised, in writing, of agreed changed andgmmsents for their
implementation.

Information on OH&S will be accessed in languages other than English whenever the need arises.
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POLICZ.25:HAND WASHING

Date of Last ReviewOctober2018

Date of Next ReviewDecember2019

Legislative LinksNationalQuality Standards 2013

Source:Guide to the National Quality Standards 20$88aying Healthy in Childcardreventing Infectious Diseases in
Child Care % Edition

Rationale

Maintaining high standards of hygiene is essential in preventing the sprdateofious diseases and ensuring good

health. Effective hygiene practices assist significantly in reducing the likelihood of children becoming ill due to cross
infection or as a result of exposure to materials, surfaces, body fluids or other substantesathaause infection or

illness.

In their settings, educators and @®NRA Y | 6§ 2NE LINBY23GS O2ydAydzide 2F OKAf RNEB
ownershipof routines and schedules with children, families and the community

Aim
To maintain high stndards of hygiene in the Centre by promoting effective handwashing practices in all children and
adults who enter the service.

Implementation

Staff will demonstrate at all timesffective handwashing practicéxy following the Procedure for Handwashiagd
also promote themin all children and adults who enter the service.
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PROCEDURERS5: HANDVASHING

HOW TO WASH HANDS

Use Liquid soap amdinning water

Wash your hands thoroughly while counting slowly fromhQlL
Rinse your hands while slowly countingrfrd-10

Turn off the tap with your elbow or a paper towel.

Dry your hands thoroughly with clean paper towel.

=A =4 =4 4 =4

WHENTO WASH HANDS

1 On arrival (tlis reduces new germs being introduced into the Centre)
f .ST2NB KIFIyRAYy3 F22RX AyOfdzZRAYy3I || oloeéQa o620G¢t S
1 Before eating

1 Before and after changing a nappy

1 After removing gloves

9 After going to the toilet

9 After cleaning up blood, faeces, urine or vomit

1 After wiping a nose

1 Before giving medication

1 After handing garbage

1 After playing outside

1 Before going home (this prevents tag germs home)

POLICIES AND PROCEDURES MANUAL



KOOKABURRA CHILDCARE CENTRE

POLICY 262 MANUAL HANDLING

Date of Last ReviewOctober 2018

Date of Next ReviewDecember2019

Legislative LinkstWork Health and Safety Regulation 2011

SourceGuild Watch: A Risk Management Guide for Child Care (undated)

Aim

Kookabura child care centre is committed to ensuring the health and safety of all staff, contractors and visititiis. To
end, the following obligations and responsibilities in relation to manual handling must be followed.

Implementation
Employer/ Management Bsponsibilities:
1 Provide instruction, training, and equipment necessary to enable staff to carry out manudirftptassks in a
safe manner
1 Develop safe manual handling work practises in consultation with all staff
91 Identify all manual handling risks andrry out a risk assessment of each task including development of a risk
control action plan

Employee Responsilities:

9 Participate in the risk management process for manual handling tasks as per manual handling training and
instruction

9 Staff to follow irstructions to carry out work in a safe manner

Be aware of and follow principles of safe manual handksgs as per manual handling training and instruction

1 Full participation is required in regards to watching manual handling videos and reading of dtiform
provided

9 It is up to the individual staff to ensure they follow all procedures and tasks corrastlgpecified by
management, if staff do not use equipment appropriately they risk losing their cover entitlements.

]
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POLICY 2Z2HAZARBREPORTING

Date of Last ReviewOctober 2018

Date of NextReview Decembe 2019

Legislative linksWork Health and Safety Regulation 2011

SourceGuild Watch: A Risk Management Guide for Child Care (undated)

Aim

Kookaburra child care centre is committed to ensuring the health and safetystéffllcontractors and visitors. To this
end, the following obligations and responsibilities irat&n to hazard/incident reporting must be followed.

Implementation
Employer/Management Responsibilities:

|l
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To provide instruction, training and support ttaf to ensure procedures for reporting incidents and hazards
are followed at all times

To ensure prents are aware foprocedures to reporhazard

Develop suitable incident and hazard reporting forms and notification procedures for both staff anechildr
Take necessary action following reporteazards to ensuracidents are avoided andskis minmised

Where necessary, with relevant staffrduct a risk assessment of thazard

All OH&S issues to be discussed and recorded at staff meetings.

Employee Responsibilities:

1

=

Identify and report any incidents and hazards that affect the healtifiety and wellbeing of staff, children or
visitors to OH&S officer and Director

Follow instructions on how to control identified hazards and work in a safe manner

Staff to ensure they are scanning environments at all times for safety hazards

Complete enironment check using appropriate forms Daily and Monthly and use these to report hazards to
management. (Daily WHS Checklist & Monthly Hazard and Maintenance €fheckli

Staff must wear fully enclosed shoes whilst at Kookaburra.

Other Responsibilities (Rants, students, volunteersyisitors etc.)
1 To report any incidents anldazards tostaff andmanagement and takergy necessary action to minimisee

risks to staffand children at Kookaburra.

POLICIES AND PROCEDURES MANUAL



KOOKABURRA CHILDCARE CENTRE

POLICY 2.28NIMALS AND PETS POLICY

Date of Last ReviewOctober 2018
Date of Next ReviewDecember2019
Legislative LinksEducation and Care Services NatidRafulation®013, Guide to the National Quality Standards 2014

Sources: Education and Care Services NatioRalgulations 2013, Guide to the National Quality Standards,2014
ncac.acecqa.gov.au/educatogsources/.../KeepingetsnCCDec2010.pdf

Rationale

Pets help children from a young age to learn to careotber living things. They cateach a sense of responsibility,
caring and toleranceThey can offer mangpportunities for developing observational skills and bamsitural science
experiences.

Aim

Our service aims to provide a safe and hygiemizironment thatminimises the risk of a childeing harmed by an
animal. We also aim to educate children in the proper care of animals

Implementation

1 Dogs, cats or any other family pets will only be allowed at the centre for educational purposes antspare
guardians anahildren will be given the opportunity to opt out of the experience.

1 Accredited animals trained to assist a person with a disability to alleviate the effect of that disability will always
be welcome.

1 Children must be closely supervisetien accessing anysiting animal learning experiences. E.g. petting zoos

1 Any animal or pet kept at the service will be regularly fed, cleaned, vaccinated, have flea treatment applied to
them and be regularly wormed. Any animal in a cage or tank wik fita cage or tankleaned regularly.

1 Animal or pets will never be taken into the food preparation area nor will they be allowed near the eating or
sleeping area during times when these areas are in use.

1 Anyone who has handled an animal or pet will imna¢ely wash their hads after they have finished handling
the animal or centre pet.

1 All animal learning experiences will have a signed permission slip.

1 All learning experiences that involve animals will have a risk assessment done before the activity
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CATEGORY: PHYSICAENVIRONMENT

POLICY 3.BUILDINGS, GROUNDS AND EQUIPMENT SAFETY AND
HYGIENE

Date of Last ReviewOctober 2018

Date of Next ReviewDecember2019

Legislative LinksEducation and Care S4ces National Regulations 2013 QA 2 and (FAdBcation and Care Séces
National Regulations [NS(J14 Part 4.3 Division 1

Source:Education and Care Sgces National Regulations 2Q1Staying Healthy in Childcar& Edition 2005,
Australian Standard AS46@004 Playground Equipmentyvw.standards.org.auWorkplace Health and safety Act
(QLD) (2011)

Rationale:

Management and staff at this centre have a responsibility to ensure buildings; grounds and equipment are safe and
hygienic. Child safety is enhanced when procedurexctordance with the recognised health and safety authorities
are adhered to and systenase in place to monitor standards and staff adherence to these policies.

Aim:
1 For staff to follow guidelines and procedures developed to ensure buildings, granddsquipment is
maintained for safety and cleaned for hygiene
1 For staff to receive traing during professional development meetings for them to successfully adhere to
these procedures
1 For management to modify this policy in accordance with current métion sourced from recognised
health authorities.

Implementation:
Parents will:
1 Be enouraged to give advice about their views on the safety of buildings and equipment.
1 Receive information on health and safety within the centre in the form of infolonalyers, pamphlets,
booklets etc.
f Be cautioned of safety concerns with the use of lagiad & A 3y ad adzOK | & a{ t ALILISNE

Staff will:
1 Ensure that set cleaning routines are followed.
1 Complete the opening checklist daily to ensure the grounds apipenent are safe for use.
1 Report signs of wear or maintenance required for any equipnagt fences and record details in the
maintenance book.
Ensure electrical cords and appliances are not accessible to children
Cover sandpit areas at the end of eaadydnd check each morning for foreign objects and vermin.
Clear tables and sweep floord@f meals and remove any slipping or tripping hazards
Insert safety plugs into power points that are accessible to children when not being used and will not use
double adaptors and power boards in areas accessible to children.

= =4 =4 =4

Management will:

1 Provide suitable training for staff relating to health and safety of buildings, equipment and grounds
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Ensure efficient maintenance and repairs are carried out where necessiny tihe appropriate

tradesperson

Maintain supply of cleaning and hygiene prathi

Maintain a record of maintenance required, repairs completed and dates of completion. Work in progress
should also be documented.

Maintain the safety of all electrical dgh LIY Sy & (G KNR dzZAK2dzi GKS OSyGNB dzaiy3
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POLICY 2.CLEAMND SAFE ENVIRONMENTS

Date: October 2018

Review Date December2019

Legislative LinksEducation and Care B&4ces National Regulations 2013 QA 2 and (Ad8¢caton and Care Services
National Regulations [NSV2014 Part 4.3 Division 1

SourcesEducation and Care Bfces National Regulations 2013

Rationale

Aneducation and cee service must ensure that themises and akquipment and furniture used iprovidingthe
education and care service are safe, clead in good repair.

Aneducation and care service mustseme that the servichas

(a) Laundry facilities or access to laundry facilities; or

(b) other arrangements for dealing with gl clothing, nappieand linen,including hygieniéacilities for storage prior
to their disposal or launderingthat are adequate and appropriate for the needs of the service.

The service musensure thattaundry and hygienic facilitiere located and maintained in a way thddes not pose a
risk to childen.

Aim
Kookaburra Child Care Centre commits to providing clean and safe environments for all children, families, staff,
students, volunteers and visitors.

Implementation
Management will:
1 Ensure correct cleaning equipmemdchemicals aravailable at all times
Ensure cleaning equipment and chemicals are appropriately labelled
Ensure appropriate safe storage areas are available for cleaning equipment and chemicals
Train all staff, students and volunteers in cleaning anddianing procedure
In an endeavour to control pests, have the centre treated by a pest control operator annually, unless required
more frequently.

= =4 =4 =4

Staff, Students and Volunteers will:
1 Follow all cleaning procedures and checklists to ensure environmeatseiing keptlean and safe.
1 Ensure cleaning equipment and chemicals are stored safely in designated areas.
1 Ensure correct cleaning equipment and chemicals are used for each purpose according to centre procedures.
1 Clean high use areas at least daily insigdhe folloving:
1 Wipetabletopsand other surfacesegularly withFlorosan
Sweep and mophe floors in each classrooand Centre common areakily.
Clean he playground paths and soft fall area daily. A leaf blower is available for this in the géetkn
Outdoor equipment should be washed before using indoors.
If Indoor equipment is used outdoors, equipment should be washed before returning indoors.
Wipe meal tables, high chairs and food trollé&gdore and after meals.
Wash/ K A f R NJaylesh daiyidzidtisoapy water or in the dishwash&OTEChildrenare also
encouraged tavash their cups afteeach mealn soapy water.
Eating area floorare swept clean and hosed if necessas/soon as possible after meals.
Paper towels usetbr clearingare to be discarded immediately.
1 Any toys that have been mouthed should be placed out of reach of children and washed in hot soapy
water before returning to use.

=A =4 =4 4 -4 A
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Laundry

1 Soakbibs and teaowelsfor 1 hour before laundering

1 Towels and sheetselonging to the centreare laundered afteeach use.

1 Soileditemsarerinsed in the sluice theroaked irdetergentfor two hours before being laundered. Any item
that comes into contact with blood is also soaked @tergentfor two hours.

1 / KAt RNE ¢laihas will BerpfacdRiplastic bags after being rinsed with detergent and clean water and
stored in designated area for soiled clothes in each room to be given to parents/guardians at pick up so they
can launder them at home.

Laundrybuckets
1 Redstripe - soiled items such as wut, urine and faeces.
1 Yellowstripe- other items, such as bibs, washers.
1 Bluestripe- kitchen items such as temwels.
1 Recordtimes on white board

Mopsand Mop buckets

1 Red Mops are for the toilets
Blue Mops are for FatiKitchen areas
Yellow Mopsare for General Cleaning
Nursery use their own mops
Mops are labelled for different cleaning use
Floor signs are to be used when mopping

=A =4 =4 -4 =
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POLICY 3.ENVIRONMENTAL SUSTAINABILITY

Date of Last ReviewNovember 2018
Date of NewReview December2019

Legislative LinkdNational Quality Standards 2041Standard 3.3
Source:Guide to he National Quality Standar@913

Rationale

Exploration of the natural environment helps children to develop an appreciation of the natural worédyareness of

the impact of human activity on the environment and to begin to think of ways in which they can contribute to a
sustainable future.

Aim:

We are committed to continually improving our footprint by implementing practices that contribute sastainable

future.

We will support children to become environmentally responsible and show respect for the environment.
Environmentally sustainable practices should be embedded into the operations of the education and care service and
involve educatos, children and farfies in order to be successful.

Implementation:
Management will
1 Make sustainable practices a part of the daily routine and operations of the centre. These include: Recycling,
Gardening, Energy conservation, Water conservation, Swudikirequipment purchses.
91 Include recycling as part of everyday practice. Recycling containers will be provided throughout the service.
1 Share ideas between educators, children and families about sustainable ideas, implementation and resources.
This can belone at parent meetigs, through emails, newsletters and conversations.
1 Provide information to families on sustainable practices that are implemented at the education and care
service and encourage the application of thesaqpices in the home environment

Staff will:

1 Encourage families and children to engage in innovative practices and appreciate the wonder of the natural
world while protecting the planet for future generations.

1 Role model sustainable practices.

9 Discuss sustainable practices with theldt@n and famikes as part of the services education and care
curriculum.

I Use a worm farm or composting bin to reduce food waste in the education and care service. Educators will
discuss with the children and families which scraps worms can eat and vanida €an be coposted. The
children will be involved in maintaining the worm farm and compost.

1 Role model energy and water conservation practices of turning off lights afwdmdglitioning when a room is
not in use, emptying water play containers onto gamchreas.
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CATEGORY 8TAFF
POLICY 2. STAFF

Date of Last ReviewNovember 2018

Date of Next ReviewDecember2019

Legislative Linkg=ducation and Care Services National Regulations [NSW] Guide to the National Quality Standards 2013
QA4

SourcesGuice to theNational Quality Standards 2013 QA 4

Rationale

Staffing arrangements create a safe and predictable environnfentchildren and support warmrespectful
relationships. Qualified and experienced edwratand ceordinators encourag® K A f R N ¢r@agméentQriithe
learning program. Positiveelationships among educatorgo-ordinators and staff members contribute to an
environmentwhere children feel emotionallgafe, secure and happy

Kookaburra Child Care Centre advocates that Early ChildBdodatia is a highly professional industry ang hold
high expectations of our staff in regards to professionalism.

Kookaburra Child Care Centesspect our daff for their currentknowledge and expertisas well asupporing their
professional develjpment.

Aim

Kookaburra aims tareate a safe and predictable environméat children and support warmespectful relationships
between management, staff, families and communities. We aim to promote a professional, collaborative working
environment whereall stafffeel respected, valued and supported in their roles.

Implementation
Kookaburra employs a team of people: Director, Assistant Director, Teachers, Group Leaders, AsEiainats
Administrative Assistant, Cooks and Gardeners working togetherdvide quality child care. Kookaburra is an equal
opportunity employer.
We also provide opportunities for students, volunteers and visitors to feel welcome, valued and supported at
Kookalurra.
All staff are committed to obtaining qualifications as reed by the Education and Ca&ervices National Regulations
as follows

 Directorg5ALIX 2YIF 2F / KAftR /I NB FYyR 9RdzOI GA2y on &SIFNRAROG |
Assistant Director; Diploma of Child Care and Education (2 years)
Teacherg Bachelor of Learning Management (Early Childhgéd)ears)
Group leadek, Diploma of Child Care and Education (2 years)
Assistant/ SNIAFAOFGS LLL Ay [/ KAftRNByQa {SNBWAOSa om &SIN
Administrative Assistang Certificate Il in Business Admimegion (1 year)
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All staff are required to have a Positive Notice from the Commission of Young Reoplehe case of Registered
Teacherg; an Exemption Notice

Staff:childratios are in acordance with the Education and C&ervices National Regulatis:

Age Group Staff Children
0-15 months 3 8

152 years 3 8-12

2 yearg, 3 years 3 16

3 years; 5 years 3 24
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2 years; 6 years 1 8

6 yearsg 12 years 1 12

Terms of Employment:

Each employee shall be provided upappointment, with a Contract of Employment/job Description, which outlines
his/her terms of employment. Award cditions and rate of pay apply.

There is a six month probation period in aatamce with the Modern Award. Staff can terminate their employment

KFEF@S GKSANI SYLX 28YSyid GSNXNAYIFIGSR Rd2NAYy3a (KAa GAYSIE o@
F2dzNJ 6SS8S14aQ y20A0S F2N (KS a2 RNy EnbliSyledd a8 Aldp be paid duiRn lieuy R/
of notice.

Administration

All staff need to be aware of centre philosophies, policies, practices and be able to communicate these to parents and
others effectively. This information is providlevith the emplyment package.

All staff must clock in on time, clock on arrivd¢parture, and meal breaks. The time clock is kept outside the staff room
door. The weekly card must be signed and have the heorked for each staff member.

Staff wages are paid weekly on Mondays into a nominated Bank account.

Accident or Injury
If an employee has an accident or is injured at Kookaburra, they must report this to the Director and write the details in
an incident report to be put into the individual file.

Absenteeism

Employees must contact the Director between to inform that they @oing to be absent, prior to the scheduled start
of work. Work missed by a staff member due to extenuating circumstances vdiddewith on an individual basis at
the discretion of the Director. A high rate of absenteeism by an employee will betegptar the Parent Committee.
Relief staff are available to cover staff ratios when a high number of staff are absent.

Programming

Each group Leader will prepare an age appropriate developmental program for the children in their care. The
Educational Le#er and managemenwill supervise and support these programs for children. Group leaders will assess

the needs of each child intheNJ Ol NB | yR 1SSL)J NBO2NR& 2F SI OK OKAfRQ&a |
pleasant, welcoming and safe enviroent. The staff will endeavour to provide a wide range of materials which
SyO02dzNF 38 OKAf RNBy Q& LI NIireddikeltivolihb@syof nogoRtactttibié pel wegldfer { G F
programing and planning. If more time is required this is negotiated case by case basis with the Director.

Professional Staff Development

Centre policy is to promote staff development. Financidistance for these seminars is available. Staff selected to
attend seminars will be at the discretion of the Director. Reteéime to attend learning experiences related to
professional development that occurs during working hours will need approvahdyarent Committee. Staff are
required to attend all staff meetings and centre functions as directed by the Director.

Staff Appraisal Process

All staff including the Director will participate in an appraisal process annually to identify argasmgfth and areas of
need and to create individual improvement goals that each staff member will work towards for continual immotve
of practice.

Dress Code:
There is a set uniform that all staff must wear while working in the Centre. This inclueé®kmuse for Group leaders,
navy blouse for Assistants and red/blue blouse for Clerks. The blouses are to be worn with tddateghorts, skirts
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or long pants. Track pants, and bike pants are not acceptable. During the winter months the Kookebjumgpsr. A

neat and clean appearance is important. Due to our climate and to provide an appropriate model to children, hats
wide brimmed, must be worn at all times during outside play. Suitable joggers wittslifpsoles are to be worn at all

times exept during sand, water play or free dress day. Excessive jewellery should be avoided, especially dangling
earrings, large rings, drbracelets which can be dangerous. Long hair must be pulled back off the face. Long fingernails
and long false nails are happropriate as they may scratch a child. Cuts, abrasions and sores, if contagious, stay home,
if not, cover with a clean waterprdalressing. Identification badges must be worn during working hours. Antiperspirant
deodorant is encouraged all year.

Leavng/ Termination of Employment:
{41 FF I NBE NBIdZANBR (G2 3IAGS | YAYAYdzy 2T K& LIPS AL 2/y2 (L
Staff are encouraged to give as much notice as possible so that there is minimal disruption tottiee Ce

Casual Staff:
The director may appoint appropriate casual staff as the need arises.

Telephone Answering Techniques:

Persoral calls for staff members may be made/taken during breaks, otherwise a message will be taken. Any enquiries
are to be directed to the Director or Assistant Director. Staff names, addresses and telephone numbers are not to be
given out.

Staff RoomProcedires:

All staff are to wash and dry own cutlery, cups, plates and containers. Replace milk, coffee, sugar and tea when empty.
Wipe table and benches after meals. Keep lockers and room tidy. Respect other privacy and need for personal space.
Each daya different group room is responsible for the cleaning of the staff room, bathroom and laundry, checklist is
provided.

Payroll:

Wages are paid weekly on Monday. Permanent staff receive four weeks paid holiday leave per year and ten sick days.
A bonus syem applies to all permanent staff, where if their work performance is exceptional, they will be paid 5%
above the Modern Award wage. Every 4 weeks permanent staff have a rostered day off. Staff take 15 minute tea breaks
and work an extra 10 minutes a day.

Corfidentiality:
At all times staff must respect the confidentiality of children, their families and staff.

Discipline:
Inappropriate and unacceptable behaviour will be dealt with on an individual basis. As a team, the entire staff attempts
to be corsistert in their type of discipline and actions. The discipline techniques used in the Centre are talking about
the problem with the child, redirection and reflection time. Smacking, verbal abuse and shouting are unacceptable
behaviour.

Staff Children:

A staf member will need approval by the Parent Committee if their child is to attend the Centre. Approval will be
granted on a trial basis, only if there is a vacancy in the Centre and the child is in an area separate from the parent. The
Parent Committeenay review their decision at any time.

Breast feeding is encouraged at the Centre and therefore staff who have children in the centre who are breastfed will
comply with centre policy. Breastfeeding times will need to coincide with allocated meal breetk@smorning tea

and lunch. To ensure a smooth running of our service breastfeeding will need to be attended in the allocated room of
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the child. This will allow for privacy and for the parent to still be able to take their break and not to be interwigtied
their own daily tasks.
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POLICY 2. STAFRMMUNISATION

Date of Last ReviewNovember 2018

Date of Next ReviewDecember2019

Legislative Links: National Quality Standards 2013 QA/@kplace Health and Safety Act 2011

SourceAustralian Government Healthsurance Commissidritp://www.medicareaustralia.gov.alStaying Healthy in
Childcare % edition 2012 Preventing infectious diseases in early childhood education and cavicese
www.health.gov.auAustralian Immunisation Handbookyw.immunise.health.gov.au

Rationale
There is increasing evidence to suggest staff workinghitdcare centres are at a greatki®f catching and/or
transmitting infectious diseases.

It is necessary for early childhood professionals to beaigate with all the vaccinations that are recommended for
adults, including vaccinations recommended doéncreased risk of exposure indtworkplace, for example, Hepatitis

A, Hepatitis B (in certain areas), HIB, Annual Flu Vaccines, Varicella (Chicken Pox), Pertussis (whooping Cough), Measles,

Mumps and Rubella and Tetanus. Staff can access #gstralian immunisation Handbook at
www.immunise.health.gov.a(accessed 27/04/07)

Cytomegalovirus, parvo virus and toxoplasmosis are also diseases/viruses that staff must be aware of, particularly if
pregnancy ideing considered.

Aim:
To have a Qsre in which staff immunisation is managed in a way that protects children, families, staff and visitors.
To be inclusive of staff who choose not to be immunised against harmful early childhood diseases.

To provide gstems and procedures designed toofect all children, families, staff and visitors attending the centre
against diseases within the community.

Kookaburra Child Care Centre requires staff to prove immunisation status on commencement. Failure tothievide
information will cause staff tde treated as not immunised. Staff who identify as not immunised will be excluded in
accordance with'Staying healthy in Childcare59 R A i A 2 ghould /amoutbreak of a disease for which the staff
member is not immuaised occurs. Should a staff membss excluded due to an outbreak of disease, they will be
consulted as to the privacy issues involved in an effort to ensure confidentially of their position.

Implementation:
Management will¢ in accordance with our obgjation under the Workplace Health ahSafety Act 2011
I Maintain a current record of vaccination status of all employees (see Procedure for updating staff immunisation
and Staff Immunisation Register). All information will be maintained confidentially within staff file.
1 Provide current nformation on vaccines and immunisatiog preventable diseases to employees at
commencement and provide additional information at regular intervals and as it becomes available
1 Provide current information on other diseaswhich may relate to working witfoung children
1 Ensure that staff who are not immunised or who cannot confirm current immunisation status are excluded
from the centre during an outbreak of disease for which they are not immunised
1 Plan and provide, pasdic educational sessions on infexis diseases and immunisation for all employees

Employees will:
T tNRPOARS LINP2F 2F Odz2NNBy Ul AYYdzyAal GA2y &aidl Gdza So3o
letter
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1 If unsure of immunity, beequired to seek this information from their medicpractitioner; this may include a
blood test to confirm immunity

1 Actively seek immunisation for all diseases currently on the vaccination schedule if not already immunised or
unsure of status if they chee to be immunised.

1 Actively seek immunisation faecommended diseases, e.g. hep A and B, annual Flu (influenza) Vaccination,
Varicella (chicken Pox), Pertussis (whopping Cough), Measles, Mumps and Rubella (MMR) and Tetanus if they
choose to be immunised.

1 Advise management at staff review and at any otlime during the year of updated information regarding
immunisation status

T '9ARS o0& G(GKS RSOAaAzZY 2F YIylI3aSySyid dGim-haaRhiyynd SEO
Childcare 8 9 RA (i A 2 ¥r by adwiae érom the Public Health Unity, shoald outbreak of a vaccine
preventable occur at the centre.

1 Abide by the decision of management to contact the Public Health Unit should a notifiable disease be suspected
at Kookaburra to ensure pagexposire prophylaxis (PEP) is administered in an efiiiciime frame.

Payment and Leave arrangements:
1 Staff will be responsible for their own costs associated with vaccination an medical consultation
1 Should staff be excluded in the event whccinepreventable disease, payment conditions will apply in
accadance with the Industrial Award or with EBA or AWA which ever applies to this worker and this workplace.
1 Should the Industrial award be silent on this issue, management reserves theaidbtarmine whether or
not payment will occur
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POLICY & OCCUPRAONAL INFECTION RISK AND PREGNANCY IN
CHILDCARE

Date of Last ReviewNovember 2018
Date of Next ReviewDecember2019

Legislative LinksWWorkplace Health and Safety A2011

Source:Australian Government Health Insurance Commissiomy.medicare.gov.auDepartment of Employment
and Industrial Relations, Workplace Health and Safety,
www.deir.gld.gov.au/workplace/business/dticare/cmv/what/index.htm Fact sheets az
www.betterhealth.vic.gov.au/bhcv2/btsubmit.nsf/topicsaz?openanda=1&v=a

Rationale
There is increasing evidence soiggest staff working in childcare centres are at a greater risk of catching and/or
transmitting infectious diseases.

It is necessary for early childhood professionals to beaigate with all the vaccinations that are recommended for
adults, includingraccinations recommended due to increased risk of exposure in the workplace.

Infectious diseases that pose a risk t@gnant child care workers or child care workers who are planning pregnancy
areq

1 Rubella

1 Varicella (chickenpox)

1 Cytomegalovirus (CMV)

1 Paravirus B19 (Slapped cheek syndrome)

Aim:

To provide a workplace where pregnant staff and others are not exposesk®to their health and safetyiaing from
infectious diseases.

To provide systems and procedures designed to protect the childrenstaff attending the centre againsliseases

within the community.

To provide a supportivenvironment for pregnant stff.

To provide sound management of workplace pregnancy issues resulting in commitment and integration to work and
family issues.

Implementation:
Management will¢ in accordance with our obligation under the Workplace Health and Safety Act in this stae
Staying Healthy in Childcare"4dition 2005.
1 Maintain a current record of vaccination status of all employees. All informatidinbe& maintained
confidentially within your staff file.
91 Provide current information on vaccimgpreventable diseases to employees
1 Providing current information on occagional infection risks which may relate to working with young children
and affect pegnant child care workers or those who may be considering pregnancy
1 Encourage workers to advise Management when they are considering pregnancy or are newly pregnant to
enmurage those staff members to seek medical advice and to ensure that they are @ivirafection risks
1 Ensure that pregnant child care staff and staff considering pregnancy are moved from nappy change positions

Risk Control:
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Rubellag Vaccine is recommended. Rubella can cause birth abnormalities to the unborn child. If an outbreak
is reported, norimmunised staff must be excluded and seek medical advice.

Varicella (chickenpoxg Vaccine is recommended. The spread of this highly comtiagiisease is by breathing

in virus particles. An infected person is contagious 5 days before theaggsears. If an outbreak is reported,
non-immunised staff must be excluded and seek medical advice.

Cytomegalovirus (CMVA)Vaccine not available. Theread of this virus is through droplets including blood,
urine or faeces or via mucus membranes e.guth and genitals. Women of childbearing age should take care
when handling nappies and be diligent about correct hand washing techniques as well as mapgy change
procedures. Child Care staff considering pregnancy should seek medical advicea@hs#hfEwill be moved

from nappy change areas when management is advised that they are considering pregnancy or are pregnant.
Parvovirus B19 (Slappedeek syndrome); Vaccine not available. Spread by exposure to airborne droplets
form the nose and thrat of infected peopleg mainly younger children e.g. early childhood and school age.
The time of exposure to developing symptoms can range from 4 to 28 &aff must strictly adhere to hand
washing and nappy change procedures and not share drinkingtimmgeutensils. In the event of an outbreak,
pregnant child care staff should contact their doctor. Blood tests can determine whether the person iseammun
or infected.

Employees will:

il

Advise Management as soon as practicable when pregnant. Planningam@gshould also be discussed to
assist management to plan group changes etc.

If unsure of immunity, be required to seek this information from their msatpractitioner; this may include a
blood test to confirm immunity

Actively seek immunisation fotlaliseases currently on the vaccination schedule if not already immunised or
unsure of status

Actively seek immunisation for recommended diseases, eeg.Adand B, annual Flue (influenza) Vaccination,
Varicella (chickenpox), Pertussis (Whooping Cougbasids, Mumps and Rubella (MMR) and Tetanus

Advise Management at staff review and at any other time during the year of updated information regarding
immunisation status.

Abide by the decision of management regarding exclusion as per Exclusion @&tagnig Healthy in Childcare

5" Edition 2012or by advice from the Public Health Unit, should an outbreak of a vaccpreventable
outbreak occur at theentre.

Abide by the decision of management to contact the Public Health Unit should a notifiablsadimeauspected

at Kookaburra to ensure pagtexposure prophylaxis (PEP) is administered in an efficient time frame.

Payment and Leave arrangements:

f
f

Staff will be responsible for their own costs associated with vaccination and medical consultation

Shoudl staff be excluded in the event of a vaccipereventable diseases, payment conditions will apply in
accordance with the Industrial Award or with EBAAIYA which ever applies to this worker and workplace.
Should the Industrial award be silent on thisue, management reserves the right to determine whether or
not payment will occur.
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KOOKABURRA CHILDCARE CENTRE

POLICY 4.PROFESSIONAL DEVELOPMENT

Date:November 2018

Review DateDecember2019

Legislative LinksNational Quality Standard 2011 QA 4
Source:Guide to the National Qality Standard\CECQA (2011)

Rationale

Professional development refers to the ongoing, formal preparation that gives child care staff the knowledge and skills
they need to best serve children and families.

PLIRFAOAY 3 YR YFAYQL AAjgidresporsiaity af eddtht@s,oordidators, $hB @bBinaked
supervisor and the approvagatovider, and includes a rangd professional development strategies that challenge and
extend current thinking.

Aim

To implement a process for determmigi relevant and effective professidndevelopment opportunities, and
NEBOASGAY3T |yR dzLJRFGAY 3 LINBFSaairzylt RS@GSt2LIYSyd LI+ ya
interests and goals.

Implementation:
Management will:
1 Provide alktaff with professional development deem@ssential to their role. This includes: child protection,
Safe Sleeping Guidelines, Fire training, First Aid, Asthma management and Anaphylaxis management
1 provide all new staff with support to developcammitment to ongoing learning
1 All staff shall have the opportunity to develop their skills and knowledge through the provision of training
opportunities, whether this is in the form of external training courses, internaeivice sessions or onén
courses.
1 The Centre Director shall makgailable information about relevant training sessions.
1 The Centre Director in collaboration with the staff will plan and maintain staff professional development
plans to reflect the needs and intettsof the centre and staff.

Staff will:
I Gain and maintain the following essential qualifications and training: child protection, Safe Sleeping
Guidelines, Fire training, First Aid, Asthma management and Anaphylaxis management
I Attend at least one externadtaining session per year which is natrh the essential list of training above.

9 identify their own needs and pursue areas that will further their personal and professional
development.
I Shareinformation gained at these with other staff members
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KOOKABURRA CHILDCARE CENTRE

POLICY 4.5TAFF GRIEVANCE

Date of Last ReviewNovember 2018

Date of Next ReviewDecember2019

Legislative LinksEducation and Care Services National Regulations [[88Y8]National Quality StandardsCECQA
(2011) QA 7

Source:Guide to the Natinal Quality Standard8CECQA (2011)

Rationale

Grievance procedure is the process by which solutions are sought to resolve disputes in a fair, equitable and prompt
manner. Grievanceshould be resolved as informally and quickly as possible by thegpamigved. When grievances
cannot be resolved informally, a formal grievance process must be provided.

Aim:
The Centre aims to assist all staff in all areas of their work commisn&nbm time to time an issue of staff dispute
and disagreement may adsThe following procedures apply to deal with such occurrences.

Implementation:
Not all disputes can be handled in one particular format and judgement needs to be made on whatl@astige is
appropriate to suite each individual dispute.

GRIEVANCER®CEDURE

Procedure for Resolving Staff Conflict
In the event of an employee disagreeing with or being in dispute with a colleague or supervisor, a number of steps
should be taken togsolve the issue.

91 If the behaviour of another staff member is interfegimnvith your work then advise that person of the
problem direct and try to work out a mutual resolution

1 Inthe event that a resolution cannot be found, the employee must formally mééttive Director, raise the
issue and seek resolution using, as a yacdstommon sense and compromise

1 If the dispute is of an extremely sensitive nature or involves the Director, contact the president of the parent
committee and a Staff Grievance Repaiist be completed

1 Inthe event that a resolution still cannot be fourathd the employee wishes to pursue the issue, a staff
grievance report must be completed, detailing the issue and point of concern and the Director/Employer
notified with arequest for a meeting.

On receipt of the report, the Director/Parent committee mesinvene a formal meeting to review the original

discussion between the parties concerned and /or the supervisor and again seek resolution. Copies of the employees
reportarlR 5 ANBOG2NR&kt I NByid O2YYAGGESSQa | RR BneRmzdl p&tesiand € A y 3
filed in the staff file.
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FORM 4.5: STAFF GRIEVANCE
Staff should read the grievance policy and follow the recommended steps. When these op&orns affective, this
report can be completed and given to the Director for appriae action.

Name of Staff Reporting:

Position:

Details of the issue (attach another page if necessary)

When did the issue arise?

How often does/did this issue occur? (E.g. once/daily/weekly/monthly)

What action has been taken to date?

What agreements have been reached?

Signed: Date: / /
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KOOKABURRA CHILDCARE CENTRE

POLICY 4.6TAFF STUDYING

Date of Last ReviewDecember 2018

Date of Next ReviewDecember2019

Legislative LinksEducation and Care Services National Regulations [NSM] 20
Sources: Education and Care Services National Regulations

Rationale

Kookaburra is committed to employing staff with approprigtgalifications and to support every staff member at our
Centre to obtain an appropriate qualification. The Centre alorth appropriate organisations will promote learning

opportunities, for all staff so they can become Early Childhood Professionalr¢hadmpetent in this field and provide

children with all they need to learn and grow.

Aim:

The Centre endeavours to suppavorkers in their efforts to become early Childhood Professionals. They will be
encouraged to complete their training, gaining kneddge and skills to provide children with care, support and
developmentally appropriate programs.

Implementation:
Managemen will:
1 Comply with all relevant regulations and guidelines
1 Have open communication with Educators studying along with their traipiagiders
1 Give all Educators the support that they might need in the workplace during their course of study
1 Ensure qualiéd carers along with management pass relevant skills and knowledge on to each studying
Educator
1 Ensure all Educator are provided witllevant feedback about tasks that they are required to complete in the
centre as part of their course of study

1 Be aware bthe expectations perceived by the Educator
1 Require Educators to complete units of study as per time line established when studyrisenced
Staff will:
1 Supply the centre with a copy of enrolment into relevant course of study
1 Supply the centre with cops of their results of assessment as they become available
1 Be forthcoming and have open communication with management in regard thutas being studied
1 Be aware of their obligations in relation to completion of units and time constraints of the couisg be

undertaken
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KOOKABURRA CHILDCARE CENTRE

POLICY 4.B3TAFF PARKING AGREEMENT

Date of Last ReviewDecember 2018
Date of Next ReviewDecember2019
Sources: Licence Agreement 2010

Implementation

All staff using the church grounds to park their vehicles must adhere to the liegmeement between the centre and
the church.

The agreement states that all vehicles must use the driveway to entegrthends (no driving over lawns) and park in
an orderly fashion on the right hand side of the driveway with maximum of eight vehiclesswtherwise agreed upon.

A larger number of car parking bays may be used when large functions are held providikgpdkaburra gives the
P'YAGAY 3 | KdZNOK 2yS Y2y iKQa oNRGGSY y20A0S YR OZdEFANNI (
GAOGK Fye 2F GKS OKdzZNODKQa S@Sydao

The Uniting Church holds no responsibility in respect of all expenses, costs, daimands, actions, suits, judgements
and liabilities in any way whatsoever arising directly or indirectly from the use of churchdgréamparking whether in
respect of personal injury to, or any kind of other loss suffered by any person whomsoever.

Any staff who choose to use the church grounds for parking does so at own risk.

Staff parking in car park at the front of the centre éodeave the last three parks reserved for Director, and two 6pm
lock up late staff.
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KOOKABURRA CHILDCARE CENTRE

POLICY 4.8TUDENTS, VOLUNTERNR3>WORK EXPERIENCE

Date of Last ReviewDecember 2018

Date of Next Review: Decembe2019

Legislative LinksNational Quality Standard013 QA4
SourcesGuide to the National Quality Standards 2013

Rationale

The centre endeavours to support students, volunteers and work experience people in their efforts to become Early
Childhood Professionals. They will be encouraged to completettia@iing gaining the knowledge and skills to provide
children with care, spport and developmentally appropriate programs.

Aim:

To provide every student, volunteer and work experience person at our Centre with learning opportunities, support and
commurication throughout their practical experience time, so that when tleeyer the Early Childhood Profession,
they are competent in this field to help provide children withthky need to learn and grow.

Objectives: Staff will:
1 Have open communicationithh students, volunteers and work experience people along Wwithir practicum
teachers
1 Give all students, volunteers and work experience people the support that they might need in the workplace
during their placement
1 Pass relevant skills and knowledge @efich student, volunteers and work experience people
1 Ensure dlstaff are provided with relevant feedback about tasks that the student is required to complete in the
centre as part of their practicum
1 Have the time and capabilities to support each studeotunteers and work experience people
Staff will give a briefundown of room before morning start.

]

Students, volunteers and work experience people will:

Make a time to have a prplacement interview with Director

Enjoy being with the children

Learn alout the children through observation and practical experience

Develop skills and abilities needed to care for and educate children

Learn about working as part of a team in the Early Childhood Profession

Learn strategies employed when working in a teamigmment

Learn skills already acquired by qualified stathim Centre

Become familiar with families and children in the Centre

Keep staff aware of all written work required of the student, volunteers an work experience people.

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

Absence from Student REement

Students are required to inform the Centre and their chosen training organisation if they will be absent from their
placement for any reason.

LT FoaSyd FNRBY | LI IFOSYSyd FT2N G662 2N Y2NEbeBapienS Odzi A €
If the absence is due to another reason, it must be approved by the centre Director and the training organisation.
Missed time should be made up immediately following the block placement after the negotiation with the centre.
Repeated abseres maydad to a student to repeat the entire placement.

POLICIES AND PROCEDURES MANUAL



KOOKABURRA CHILDCARE CENTRE

CATEGORY GHILDREN
POLICY.5 SUPERVISION OF CHILDREN

Date of Last ReviewDecember 2018

Date of Next ReviewDecember 209

Legislative LinkdNational Quality Standards 20T3A2

Source GuildInsurance; Guild Watchg Risk Management Guide for Child CaBaiide to theNational Quality
Standards 2013

Rationale:

Supervision is perhaps one of the key requirements in the prevention of accidents and injury throughout the Centre.
Childcare staffaquire the skills to be able to assess potential risks during supervision and be able to implement
changes to supervision to avoid accident or injury. New and relief staff should be informed of potential supervisory
risks according to each individual chitda confidential and sensitive way.

Aim:

To ensure the potential for accidents and injury to children is reduced
For staff to be aware of the variables relating to supervision

To ensure safety of children when participating in excursions

For staff toevaluate supervisory practices

=A =4 =4 -4

Implementation:
Parents will:
1 Hand children over to a staff member on arrival and ensure a staff member is informed when departing
1 Inform staff if someone other than those who are authorised to will be collecting the ahd ensure they
have photo ID.
f 9yadaNB G(KS Wl Azi@2NAECRQLIBWEZ2WNNYIGGAZ2Y Aa dzLJ G2 RIGS
1 Inform staff of any current or pending court orders affecting the child and provide the centre with a
photocopy of the court order to be kept withthe ¢hRQa Sy NRf YSy (i T2 N¥Y
1 Adhere to correct sign in and out procedures
1 Ensure that front gates and playground gates are closed after entry or exit

Staff will:
1 Never leave a child unattended on the nappy change mat
1 Ensure infants are securely buckled intghthairs and the drop side of cots must be raised when children

are in cots

1 Never leave a child unattended to eat or drink, including from bottles (choking is often silent)

Ensure that all children are within sight and/or hearing of staff at all times

1 Ersure that where multiple areas are available to children at tamea time (indoor/outdoor activities) all
areas are supervised

1 Position themselves (do not sit back to the children) and arrange equipment, furniture and activities
appropriately

1 Communicateeffectively by informing other staff if they are leaving an area

.S I 6IFNBE 2F (GKS WwwStSFHaAaya 2F / KAf RNBYyQ LINROSRdAzNE |

1 Be flexible to allow for small groups of children who may require supervisicnaeggoup of children who are
still eating their lunch

=

==
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KOOKABURRA CHILDCARE CENTRE

POLICS.2: IMMUNISATION OF CHILDREN

Dateof Last ReviewDecember 2018

Date of Next ReviewDe@mber 2019

Legislative LinksNational Quality Standards 2013 QA 2,

SourceAustralian Government Hédth Insurance Commissidtp://www.medicareaustralia.gov.auStaying Healthy in
Childcare # edition 2005, Australian Immunisation Handbookyww.immunis.health.gov.ay No Jab No Pay
immunisation requirementéustralian Government Department of Social Servit&sApril 2016; Vaccination Matters,
Queensland Government, March 2016.

Rationale
Immunisation is the safest and most effective way of pringdprotection against early childhood diseases. After
immunisation, children are far less likely to catch the diseases if there are cases within the community.

If enough people in the community@immunised, the infections can no longer be spread fpmrson to person and
the disease dies out altogether. This is how Smallpox was eliminated from the world and Polio has disappeared from
many countries.

¢t2 KStLI AYONBI &S ! tes éninderiof Gdvernmentbelzyits ark anly avyilabidtilies whose
children meet the immunisation requirements.

From 1 January 2016, families with children who are not immunised (and do not have an approved
exemption) will not receive the FTB Parend of year supplement and child care subsidies.

Vaccire objection (previously known as conscientious objection) is no longer an exemption category.
Families with children that do not have an approved exemptiolor example a medical exemption
(medical contraindication or natural immunity certified by an gaheractitioner) or, in very limited
OANDdzya il yoSaz | t1{aBootBlijibleNnd rective &eadd¥HaliF B ¥rt A end of
year supplement for that child (except for childterder 12 months for the FTB Part A supplement).
Under the reformgamilies need to have their children meet immunisation requirements to be eligible
to receive the FTB Part A supplement for that child. This means, for any year a child is not up to date
with their immunisations, the end of year FTB Part A supplementatilbe paid for that child. The
supplement, which is worth up to $726 per child, is payable at the end of the financial year.

These arrangements are in addition to tHealthy Start for Schobkalth check requirement for four
yearold children, which applies where a parent or carer also receives irsuppert.

Australian Government Department of Social Services

Chidren in a child care setting are particularly at risk of infection because:

They have close physical contact with a wide range of children and adults for long periods of time.
They may havaad little previous exposure to many common infectious diseases

They have increased contact with materials that may be infectious

They are continually being introduced to new children from a variety of cultures

They have ageharacteristic behaviours whiacontribute to the spread of infection

The risk of infection gabe increased in group situation. Hygiene procedures in group settings require more thorough
attention than may be required in home setting.

Nonimmunised children arparticularly at risk in child care settings if there is an outbreak of a communidagase.
Aim:

To have a centre in which all children are fully immunised against all harmful early childhood diseases.
POLICIES AND PROCEDURES MANUAL
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KOOKABURRA CHILDCARE CENTRE

To provide systems and procedures designed tmtqut the children attending the centre against diseases within the
community.

To hdp families obtain assistance with the cost of childcare through the Governinitiatives and Benefits.

We willrespect that some parents may have abjection to immunising their childn this case, we wilnsurefamilies
understand thatif there isan outbreak of an infectious disease in the service, their chilgst be excluded from the
service at full feesintil the infection is no longer occurringramilies will be made aware that make up days (such as
those given for public holidays) wNIOTbe provided in this case

Implementation:

|l

P2y SYNREYSYGZ Fft FlLYAfASE 6 A 6inmuniSationEsiprgStaident i 2
from Medicare to centre management.

Any child who is not up to date with their immisation will be cosidered norimmunised.

If an incident of any communicable disease the National Immunisation Program Schedabgzursin the
service,non-immunised children will be excluded from theervice at full feedor the period of time as
recommended byQLDDepatment of Health

Management will:

1

=

]

Maintain a current record of vaccination stags of all children. Alinformation will be maintained
confidentially within enrolment records

Ensure that staff are diligent and thorough in maintaining a hygienic settialj areas of Kookaburra

Ensure that all children are shown and encouraged to follow good hygiene pecip

Ensure that children who are neimmunised or whose immunisation status cannot be confirmed are excluded
from the centre during an outbreak ofstaseon the National Immunisation Program Schedule

Maintain strict adherence to the exclusions policy

Noatify the Health Department should notifiable infectious diseases be reported.

Maintain an accurate and up to date illness register.

Staff will:

f
f
f

Ensure that they are diligent and thorough in maintaining a hygienic setting in all areas of theasiilcentre
Ensure that children are shown and encouraged to follow good hygiene principles

Advise Management should they become aware of a situatidh sigard to the safety and wellbeing of any
child should a serious or potentially serious infectidisease be suspected.

Ensure that their own safety and wellbeing is a priority when attending to the health and safety of children in

their careg e.g. @rrect hand washing, nappy changing procedures, using gloves to attend to body spills etc.

POLICIES AND PROCEDURES MANUAL

LIN



KOOKABURRA CHILDCARE CENTRE

POLICY.8 INTERACTIONS WITH CHILDREN

Date of Last ReviewDecember 2018

Date of Next ReviewDecember 209

Legislative LinksEducation and Care Services NatibRegulations 201, National Quality Standards 2DQA5
SourcesGuide to the National Qualitgtandards 202 QA5

Rationale

Having supportive relationships with the nominated supervisor, educatoi@dauators and staff members enables

children to devidp confidence in their ability to express themselves, work through differences, leathimgsvand take

calculated risks.

9 RdzOl (1 2 NBNRAIVYIRI 20B Q AY G SNI OlA2ya 6AGK OKAfRNBY O2y@gSe
individuals9 RdzOI G2 NA | NB | OGA@Ste Sy3l 3S Rmaking withkherh TRéydalgouse f ST N.
0KSANI SOSNERIFIE® AY(iSNIOGA2ya 6AGK OKAfRNBY RddzZNAYy3a LIl &z
to enrich their learning. Edators and ceordinators support children as they begin to empathise with others, to
appregate their connectedness and interdependence as learners and to value collaboration and teamwork.

Positive and responsive ot@one interactions with babies andddlers are important to both their current wellbeing

and their future development. Havingaire relationships with educators encourages babies and toddlers to thrive, and
provides them with a secure base for exploration and learning. As children grodegeldp they continue to rely on

secure, trusting and respectful relationships with theltdin their lives.

- Guide to the National Quality Standards Z01

Aim

To ensure that all interactions with children being educated and cared for at the centresrectful and positive and
that there are opportunities for children to build positive arespectful relationships with each other and with staff
and volunteers at the centre.

Implementation:
All Staff will interact with individual children in a way tha

Encourages them to express themselves and their opinions

Allows them toundertake experiences that develop sedliance and selésteem

Maintains at all times the dignity and rights of each child

Gives each child positive guidance and encouragemenatdsvacceptable behaviour

Has regard to the family and cultural values, agd physical and intellectual development and abilities of each
child

=A =4 =4 -4 -4

All staff will take reasonable steps to ensure that children being educated and cared for at the servicevatedp
opportunities to interact and develop respectful and positive relaships with each other, and with staff and
volunteers at the centre.
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KOOKABURRA CHILDCARE CENTRE

POLICY 5.4: NAPPY CHANGE AND TOILETING

Date of Last Review: January 2019

Date of Next ReviewDecember2020

Legislative LinksNational Quality Standards 2018 QA5

SourcesStaying Healthy in Childcare 200%, Bdition, Guide to th&lational Quality Standards 2018

Rationale:

ly STFSOGABGS yIF LR OKFy3aAy3d | yR 24 eddiahd/camidid@corsideted. A 3 2y
l @3ASyS FyR {IFFSie NBIdZANBYSyidia FINB AYLRNIFIyG O2yaiRs
developing toileting abilities should be guided with a sensitive approach from staff. Staff should have a aaimy ass
attitudetoli 2 A€ SG GNIAYAy3 YR g2N] Ay O2yadzZ GFdA2y 6A0GK LI NE
creating a positive experience through singing, talking and interacting with infants and toddlers.

Aim:
f  To ensure that toiletingand nappy changih LIN2 OSRdzZNB& | NB LR &AGASS SELISN
individual needs
1 To ensure that staff are aware of and implement correct hygiene principles to reduce the spread of disease.
1 To enable staff to observe and assess readinessditetttraining and discuss with families appropriate
strategies.

Implementation:
Parents will:
T /2yadzZdGd 6AGK adGFFTF FyR LINPGARS AYyTF2NNIGAZ2Y 2y GKSAI
consistency between home and the centre.
1 Provde required nappies each day for their infant/toddler and a spare set of clothes for older children in case
of toileting accidents
1 Provide own wipes and creams.
/| KFy3dS GKSANI OKAfRQa &a2AfSR ylFLILR 2y FNNAGIE AF (K
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Staff will:
1 Camsultwith parents about toileting readiness and implement routines consistent with home practices.
9 Offer parents relevant toilet training literature.

l RKSNB (2 GKS O2NNBOG yIF LR OKFy3dIAy3d LINRPOSRIMBE 4KS)

procedure located near the nappy changing area.

Encourage children to use simple hygiene practises during supervision of toileting and nappy change.

Model simple hygiene practices during toileting by washing (demonstrating) their hands with the childre

Bemonitored regularly to ensure compliance to correct procedures.

Ensure toileting will occur at any time throughout the day and all children will have access to toilets at all times

while being monitored.

1 Report cases of cross infection to the Dimgcthat may relate to ineffective toileting and nappy change
procedures.

T ¢F1S Ayid2 O2yaiARSNIiGA2y SIOK OKAfRQA AYRAGARIZ f SY:
including cultural expectations/needs.

¢ alyl3aS (2AftShappdi A\dASOGARSYy Gt d&%IRHm SyO02dzNF I3Ay 3T OKAf RNJ
and praising children for attempts and achievements

1 Ensure nappy changing is an occasion for playful interaction e.g. singing song rhymes or talking with the
children

1 Ensureclothing is always worn over nappies to further reduce the risk of spreading infectious disease

1 Regularly check the bathroom to ensure that there is sufficient toilet paper, soap and paper towel

=
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POLICIES AND PROCEDURES MANUAL



KOOKABURRA CHILDCARE CENTRE

1 Discuss bathroom rules within the program and in consultatiith the children develop bathroom rules ( to
be written with the children) on a poster in the bathroom (Age Appropriate)
1 Provide visual aids to show families/visitors the steps of washing hands correctly

Management will:
1 Regularly monitor staff compligeto correct procedures.
1 Record and monitor cases of cross infection that may relate to ineffective nappy changing and toileting
procedures in the record book
1 Implement and record strategies to improve practise, all adjustments made to toileting ary mhpnge
policies and procedures, the date of these changes and in consultation with parents and staff

POLICIES AND PROCEDURES MANUAL



KOOKABURRA CHILDCARE CENTRE

PROCEDURE 5.4.1: NAPPY CHANGE

Preparation

1. Wash hands

2. Place paper on the change table

3. Puton disposable gloves
Changing

4. wSY2@S (K S naPpy antipRiéean thé Biniunder the sink but if soiled put into a lidded bin and
take out to the industrial bin. Place any soiled clothes in a plastic bag (as soon as practicable after returning
the baby to play, these should be rinsed with detergent anttan watr, then placed in a fresh plastic bag
for parents to pick up in the afternoon)
/ £SlIy GKS OKAfRQa o2(iG2Y
Remove paper and put in a lidded bin
Remove gloves and put them in the bin
Place clean nappy on the child
. Dress the child
10. Take the childaway from thechange table
11.2  aK &@2dzNJ KFyRa FyR G4KS OKAfRQ&a KIFyRA
Cleaning

© o ~NWv

12. Clean the change table with Florosan and clean paper towel after each nappy change
13. Wash your hand

PROCEDURE 5.4.2: TOILETING

Preparation

1. Wash hands
2. Put ondisposable gloves
Changig

3. Assist the child to remove clothes if needed. Place any soiled clothes in a plastic bag (as soon as practicable
after returning the child to play, these should be rinsed with detergent and clean water, then placed in a
fresh plagic bag for parents to pik up in the afternoon)
Assist the child to use the toilet and wipe their bottom if needed
Assist the child to flush the toilet if needed
Remove gloves and put them in the bin
Assist the child to put on clean clothes if needed
8. Washyour hands and assist thchild to wash their hands if needed
Cleaning

No o ks

9. Clean the toilet with Florosan and paper towel if needed
10. Wash your hands
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KOOKABURRA CHILDCARE CENTRE

CATEGORY BAMILIES
POLIC®.1: INFORMATION FOR FAMILIES

Date of Last Reviewhnuary 2019

Date of Next Review December2020

Legislaive Links:National Quality Standards 28A5

Sources: Guild Watch: A Risk Management Guide for Child Care (undated)

Rationale
TheEducation and Care Servigrist ensure that the following written information about the child care centre is given
to parents.

Aim
Kookaburra Child Care Centiens to provide most of this informatidn the Parent Informatiofook. Any information
related to updates or notificabns are communicated to parentga Story park & Xplor.

1 Days and times when the centre is ope

f TheCentSQ&a L2t AO& YR LINIOGAOS Ay NBtlIlGA2Yy (G2Y
Medical conditions

The fees payable for the provision of child care;

The delivery and collection ghildren;

Excursions;

Incidents,Injuries,trauma andillness

infectious diseaseand exclusion

The adnmistration of medication for children

Hygiene, safety, emergency and evacuation procedures

Staffing, staffing levels antbn-contacttime

Participatonr2 ¥ a0 dzRSyda |yR @GAaAG2NRE Ay (G(KS OSy NS¢
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1 Parents rights, including for example, the tigd:
1 Information about parent participation
1 Information about procedures for dealing with concerns of parents; and
I The address and telephormaumber of the nearest appropriate office of the Department of
Communities, which is (07) 49672344
1 Parents responbkilities relating to:
1 Fees payable for the provision of child care, which must be two weeks in advance to secure
@2dz OKAf RQa rdJof ednplé, i youl gays$5@eSmgdk for child care, the balance
on your account must read $100cr.

1 Delivery anctollection of children

1 Notification of changes in information recorded about a child

1 Compliance with the relevant health and hygiene policiethe centre

T [FoSttAy3a ft OKAfRNBYyQa 06St2y3aAy3dr LINRPJARAY
f KSLIAYy3I e2dz2NJ OKAf RQa (2ea 4G K2YS IyR y2i 0N

1 The weekly menu
1 Information about the Educational Program implementedabkaburra
1 Any changes to Policies or Procedures
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POLICY.B: PARTNERSHIPS WITH FANANBESOMMUNITIES

Date of Last Review January 2019

Date of Next ReviewDecember 2020

Legislative LinksNational Quality Standards 28QA6

Source:NationalHealth Polig for Children and Young People, Guide tolsional Quality Standards 281

Rationak:

Familiesaretheprimd® Ay ¥t dzSy O0S Ay GKSANI OKAf RNByQa tA@Sa FyR |2
and care of their children, and the experiences in which their children should be able to participate. Effective refationship
between educators and failiés are fundamental to the quality of education and care that children receive.

lft FLIYAEASE INB RAFFSNBYyGd / KAt RNBY gAtf KIS RADSNAS
feature prominently in their lives. Nominated supsovs, educators and eardinators need to think broadly about how

families can belefined.

Educators and cordinators can nurture the important attachment relationship that exists between the family and child

when they seek to involve all those who engportant to families and children at the service. For example, they recognise

theA YLR2 NI yOS 2F SEGSYRSR FLEYAfASAZ | AYyaKAL GASazZ O NBNE

Effective collaboration with families regarding the education and care their chilgeeive occurs when constructive
strategies for ongoing twavay communication ar established by the service. Families can provide invaluable
AYVF2NXIGA2Y | 62dz2i OKAft RNBYyQa AyiGSNBadGtar aGNBydisdsa | yR
educators and ceordinators to develop improvement plans that are pradtimad focused on meeting the needs of all
children and their families.

The child, the family and the service do not exist in isolation. They are all part of a much widarnitymin most
communities, the service is one of a range of services that sufoities with children. When nominated supervisors,
educators and ceordinators develop links, share information, and work in collaboration with other community
organisatians they are better able to achieve the best outcomes for children and familigsthsiservice.

- National Quality Standards 2013

Aim:
This childcare centre aims to:
1 /2YYdzyAOFGS NB3IdzAf F NI @ gAGK FIl YAEASE dide¥eloanehtNE Ay F 2 NJ
1 Strengthen partnership between staff and families
1 Increase the oppdunities where staff and families can communicate and share information
1 Build effective partnerships with the local community and relevant support agencies

Implementation:

Parents will:
1 Be reminded about opportunities for sharing information through nietters, signs/posters etc.
1 .S @IftdzSR Fta I OKAfRQa FANRBRG GSIFOKSNJFYR @AGEFHE &2dz

1 Be invited to all centre events e.g. open night, curriculum evgsiparent committee meetings
1 Be made aware of the Grievance procedure @ached) for handling conflict assues of concern with staff

Staff will:
1 Plan for and deliver a discussion on classroom routines, goals and objectives for iit¢he bf each year in
a parent night.
f Ensure they are approachable to families RA & Odza aA 2y 4 ye& GAYS Fo2dzi S
wellbeing
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1 Follow the Grievance procedure for conflicts with parents/families of children in their care at the centre
1 Encourge families to attend and partake in centre events
f  Encourage familiesto® | LI NI 2 F ( jo@rdewt ti@fCantréRr@ &haré I8drnid’ stoyies from
home and the community
1 Build and maintain partnerships with the local community and relegaipiport services
T 9yO02dzN} 3S OKAfRNBY FyR TFlrankyf ASaQ Sy3al3ISySyid gAGK GF

Management will:

1 Support staff in their endeavour to provide an open communication policy at the centre

1 Accept all Grievance Reports and act on these as per the Grievaseadpre for conflicts or areas of concern
between staff and parents

1 Provice reminders in newsletters and Parent Handbook that parents are always welcome to contact
management regarding any issues of concern

1 Communication with parents/families directly thugh individualised phone calls, newsletters, formal letters
and informal onversations during centre events and special days.

91 Build and maintain partnerships with the local community and relevant support services

EFFECTIVE COMMUNICATION
Through effectivecommunication staff will:
1 Share and record relevairiformation gathered from general discussions and staff meetings
1 Review the recorded information for future reference
1 Maintain close communication with their team members, discuss common goals and fdfownd
acknowledge the input of all staff
1 Reflect onand evaluate discussions and assess with implementation of changes identified to improve
relationships and interactions with the staff, the children and families.
1 Ensure that new staff are encouragedparticipate in discussions and to contribute ideas
1 Identify and record staff or students who may be experiencing difficulty in communicating with staff, families
and children
1 Allocate time to discuss duties, podisiand procedures with staff experiengidifficulties in interpretation and
implementation with assistance from the Director
1 Ensure that any processes are recorded and sufficient time is allocated for follow up with the staff member
Recognise the commuration skills and strengths of colleague
1 Be aware of and encouraged to implement the Grievance Process, should conflict arise, Staff must:
o Encourage each staff member to reflect on their own practices when completing the staff self
assessments
o Record refection, praise, strategies and any ethinformation to be shared with staff members in the
staff communication books/diaries
o0 Be aware of and encouraged to implement the grievances process should a conflict arise.

=
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POLICY.8 FAMILY GRIEVANCE

Date of Last Review:January 2019

Date of Next Rview: December2020

Legislative LinksNational Quality Standards 28A7
SourcesGuide to theNational Quality Standards 281

Rationale

Grievance procedure is the process by which solutions are sougbstdve disputes in a fair, equitable and prompt
manner. Grievances should be resolved as informally and quickly as possible by the parties involved. When grievances
cannot be resolved informally, a formal grégce process must be provided.

Aim

Kookabura Child Care fosters positive relations betwedirmanagement, parents and staff. Every parent has the right

to a positive and sympathetic response to their concerns. Solutions are sought to resolve all disputes, issues or concerns
that impact or affect he dayto-day weltbeing of the centre in a faiprompt and positive manner.

Implementation:
1 Every parent is provided with clear written guidelines detailing grievance procedures
1 All confidential conversations/discussions with parents will take place in a quiet area away from children, other
parents and staff who are not involved.
1 Where possible parent names will remain confidential. The option to remain anonymous will be at the
discretion of each parent.

Grievance procedure Parents

A grievance procedure is the process by which solutions argrgdo resolve disputes in a fair, equitable and prompt
manner. Grievances should be resolved as informally and quickly as posdidegdayties involved. When the persons
directly involved cannot resolve grievances informally, a formal grievance gracagsplemented.

Not all disputes can be handled in one particular format and judgement needs to be made on what particular style is
appropriate to suit each individual dispute.

Procedure for dealing with parent/staff conflict.
I The parent should dises the problem with the relevant staff member concerned
91 If the parent still feels further action is necessary after discussion téhrelevant staff member they should
take the matter up with the Group Leader.
9 If the parent is still unhappy, or the iraticomplaint is with the Group Leader, the Group Leader can offer to
take the matter to the centre Director
Or
1 The parent can makenaappointment to discuss the matter with the Director of
The parent can make an appointment to discuss the matter with #ref® Committee
1 the parent can complete a Grievance Report form and lodge this with the Director
And
1 The Director will discuss theatter with the Group Leader will convey that finding to the parent concerned
Or
1 The Director will discuss the matter witheghParent and advise the Parent and the Group Leader of their
decision.
And

=
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1 The director will advise the Parent Committee of the discussions and outcomes period of time will be held with

all parties involved tomsure that the dispute is resolvedto evefy& Q& &l GAaFI OGA2y | yR &
ensure that there is no recurrence of the problem

Procedure for Dealing with parent/management conflict:
1 The parent can make an appointment to discuss the matter thiéhDirector/ Parent Committee
1 The parent ca complete a Grievance Report Form and lodge this with the Director.

Procedure for Dealing with Verbal Abuse and Explicit Language:

Kookaburra has a zero tolerance procedure for incidents where a Parent, er wthmber of the public, is verbally
abusiveto a staff member through the use of explicit and defaming language.

The staff member is not to enter into the conversation.

The staff member is to complete an incident form and outline the conversation. pladrhagainst the parent will be
lodged wih the local police.
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FORM &: FAMILYGRIEVANCE

Families should read the grievance policy and follow the recommended steps. Where these options are not
effective/available, (i.e. unable to speak to staff or mgement) this report can be completed.

Famiy MemberName: Date:
Contact Number:
Details of the issue (be concise):

How often does/did this issue occur2dEOnce/daily/weekly/monthly)
Which staff are involved?

What action has been taken to date?

What agreements/resolutions have been reached?

Do you have a suggested resolution for this matter?

You may beantacted by phone or letter, or asked to come in and see the Director to assist in the resolutfon of t
matter.

Signature: Date:
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POLICY 7.1: RESPONSIBLE PERSON

Date of Last Review: January 2019

Date of Next ReviewDecember2020

Legislative Links=ducation and Care Services National Law Ad,2B0ide to the National Quality Standards 2@A4
SourcesEducation and Care Services National Law Act 2010, Guide to the National Quality Framé®ork 20

Rationale
The Approved provider must ensure that a person in-tteglay charge of the service édways present at a centre
based service that the service is educating and caring for children.
A person in dayo-day charge of the service is definedthe Education and Care Services National Law Act 2010 as:
1 The approved provider or a person with nagement or control
1 The Nominated Supervisor of the service
1 A person in day to day charge of the service.
1 Being in dayto-day charge of a service domset place any additional legal responsibilities on a person under
the National Law.
Aim
To determine, ahays display and keep a record of the appropriate person intdalay charge of the service present
at the service.

Implementation:

1 The Director as th Nominated Supervisor is the person in dayday charge of the service when present at
the service.

1 When the Director is not present at the service, then the Assistant Director as a Certified Supervisor will be put
in day to day charge of the service awdl be the person in dago-day charge of the service present at the
service.

91 If both the Director ANDhe Assistant Director are not present at the service, then The Lead Educator on the
Early Shift who is a Certified Supervisor will be placed in ddsytaharge of the of the service and will be the
responsible person.

91 If both the Director, the Assistamirector AND the Lead Educator on the Early Shift are not present at the
service then The Lead Educator on the Late Shift who is a Certified Supeillise placed in day to day charge
of the of the service and will be the responsible person.

1 The Perso in dayto-day charge of the service on duty will be displayed in a prominent position where it may
be viewed by all staff, families and visitors ketcentre at all times.

1 The person in dajo-day charge of the service register will be completed ascaneof the person in dato-
day charge of the service at all times during operation.

1 Each nominated supervisor and person in -tiaglay charge must hee adequate skills and experience to
manage a service in accordance with the National Law and Regulaimhdave completed the child
protection training required in Queensland.

Each person in dayp-day charge (PIDTDC) of the service must give writteseartt to being a PIDTDC.
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POLICY.Z: PARENT COMMITTEE

Date of Last ReviewJanuary2019

Date of Next Revew: December2020

Legislative LinksWWorkplace Relations Act 1996, Workpé Relations Regulations 2006,

Sources: Workplace Relations Act 1996, Workplace Relations Regulations 2006, Early Childhood Education Award
(Modern) Part 3(3.1 & 3.2),

Rationale
Approved pgrovider means a person who holds a provider approfala community organisation, our Service is managed
by a Parent Committee. Our Parent Committee is our approved provider.

Aim
The Parent Committee holthe highest level of governance in our ongsation and therefore must uphold an ethical
code of conduct.

Implementation
General:
A member of the Parent Committee at Kookaburra Community Childcare Centre must adhere to all centre policies and
procedures.
Members of the parent committee must recage that the Centre Director is responsible for the day to day running of
the centre.
Gonduct at Meetings
Committee members are required to ensure meetings are a place where all can be heard and all opinions are considered.
Parent committee meetings ate be a sharing of wisdom and members from the wider community are encouraged to
attend.
It is encouraged that all decisions are discussed to a point of general consensus rather than vote and promote an
adversarial approach.
A relaxed and open approach tommittee meetings is encouraged.
Conduct in the Dispute Resolution Process:
Committeemembers should encourage both parties to talk with each other about the dispute early before there is
an escalation of the dispute.
If a staff member or parent approaeb the committee with a complaint about another staff member or parent, the
committee nust decide how the matter is to be handled. They can assign one person to the situation to begin to explore
how the situation could be resolved.
The first step would béo ask the complainant if they have spoken with the other party and to encouragénttiéd
communication if necessary. If this is not appropriate, the committee member should attempt to find out what they can
about the situation and arrange for the gaas to speak with each other with a third party to facilitate the discussion.
Atalli AYSa | NB | ff LI NIGheSaice@dicyT2ft 26 (KS OSyiNBQa
At all times members should:

1  Maintain confidentiality until the dispute is resolved

1  Approach the person o can best address your concern. This will usually be the other pdisaantly involved.

If necessary request a meeting or time to call so that the matter can be fully discussed.

1  Work with the Director and Committee to resolve the dispute if it is nagilnle to resolve your concern with
the person directly involved.
Use ajpropriate language and demeanour at all times while discussing issues with others involved.
To take all possible actions to resolve the dispute including the use of mediation ifsteque

1
1

Responsibilities of committee:

1 Commit to using the centre griemae procedure
1 Maintain a neutral stance in helping solve disputes if called upon to do so
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1 Stand down from the dispute resolution process if there is a conflict of interest particugn the situation
involves family members or close friends.

1 Contact pyur ECECC, MAS, or an outside (alternative dispute resolution) consultant for assistance in difficult

situations

Try to help all parties to see the possibilities for the resolutiodigputers

Keep a written record of all disputes and outcomes

Advise theparties to the dispute of their right to have an independent third party accompany them to any

meetings to provide them with support.

=A =4 =4

Eligibility for Admission to the Parent Committee

An association member will be deemed not suitable ddmission to the committee if they fail to adhere to centre
policies and procedures.

All members must be eligible to hold a working with children blue card.

All committee members must be an unpaid mesnlof the association.

In the event that there is application, for admission to the committee, by an ineligible person the president will forward
a letter to the applicant outlining the reason for ineligibility and recommending a withdrawal of the afiqti

POLICIES AND PROCEDURES MANUAL



KOOKABURRA CHILDCARE CENTRE

POLICY.3: INCLUSION, ANFIAS AND PRAMING EQUITY

Dateof Last ReviewFebruary 2019
Date of Next Review December2020

Legislative LinkdNational Quality Standards 281
Source:NAEYC, 1995: Responding to Linguistic and Cultural Diy&sitpmmendation for Effective Early Childhood
Educationywww.naeyc.ordDau, Elizabeth, 2001, The ABlias Approach in Early Childhoodw.pearsoned.com.au

Rationale:

& ¢ KHidren and families in early childhood programs reflect the ethnic, cultural, and linguistic diversity of the nation.
CKS ylIGA2yQa OKAftRNBY Fitf RS&aSN@EsHe tb their &amiles, Eom@uities, Rkd2 2 R ¢
racial, ethnic, ad cultural backgrounds. For young children to develop and learn optimally, the early childhood
professional must be prepared to meet the diverse developmental, cultural, linguistic, and edatatesds. Early
childhood educators face the challengeotho 6 Sa i G2 NBalLl2yR (2 (KS&aS ySSRaové o
and Cultural Diversity, Recommendations for Effective Early Childhood Edugatiomaeyc.org

The staff, parents and management of this centredorse the concept of a crossiltural and nordiscriminatory
curriculum, and believe that this perspective should be implememitedughout all centre programs

We believe that educational progrY YS & Ydza i & dzLILJ2dwEm andKpBide O Kallyi darndunity, StiinE

and linguistic origins.

Aim:
At this centrewe promote inclusion, equity and arltias. We celebrate diversity in our staff, families and community.
Peoplewill not be disciminate against on the basis of their race, ethnicity gielh, gender, disability or family structure.
1 To incorporate an arbias approach in all interactions with children, their families and fellow staff.
1 To welcome each and every child and themnily to the centre and its programs
I To ensure that the progims appropriately meet their individual physical, cognitive, social, emotional and
creative needs.
1 To encourage every child to develop to their fullest potential
1 To ensure that theorograms recognise and respects individual difference, and teaches chidh@ut other
people and the world without receiving clichéd information
1 To develop educational and developmental programs that supports the goals of thkiasnfrogram
I To regulaly assess the physical environment for inclusiveness and undertake to gblanges in the
environment where appropriate.

Parents will:
f LYF2NY adl¥F 2F GKS FlLYAfte FyYyR OKAfRQ& LINAYLINE fy
disabilties or special needs on enrolment or whenever identified.
1 Be encouragedo contribute to the centre programs by sharing information and celebrations from their
culture.
1 Be invited to attend the centre to share opportunities for celebrating special allawents.

Staff will:
1 Ensure that through their programs, boys andgjfirhve equal right to develop to their full potential, all children
will have an equal right to develop to their full potential regardless of their race or culture and all childiren w
have an equal right to develop their full potential irrespective ditlabilities or disabilities.
1 Use empowerment as a prime teaching technique
1 Use equipment and materials that are adiscriminatory, culturally inclusive and relevant and that lelea
children to explore issues of human diversity and -@criminatory(anti-biased) ways of being
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1 Model antibiased ways of being
Interact with children without bias or prejudices
1 Use critical thinking and activism to help children to explore-ligalinequities that arise out of real life
situations that interest them
1 Empaver the children to think critically about their social world and take action against inequalities and
injustices
1 Ensure that their language and daily practice are inclusive anetismniminatory education and professional
development experience
1 Adjust heir responses and behaviours accordingly to comply with centre policies
9 'GAfAaS LI NByildiQa SELSNIAAS sAGK NBIFNR G2 GKS Odz
continuity of care
1 Explore languages other than English to ensure thsit fiome languages are appreciated
1 Provide inclusive resources and materials
1 Ensure the physical environment of the centre reflects the commitment to a cdssral and non
discrininatory perspective.
1 Show respect for the various ways that families ctmetheir children and be aware of the range of child
rearing practices and attitudes of different cultures and groups within Australian society.
1 Incorporate into the program the goals that other professionals (paediatricians, psychologists or other
therapists) have identified in consultation with the family for children with additional needs
Implementation
1 Make observations in each area of develmgnt ¢ social/lemotional, cognitive, language, physical and
health/wellbeing.
Collect information aboutthef¢A £t RNBy Qa Tl YAt & oF O]l INRdzy R Ay diSNBaia
Set up appropriate experiences, activities or routines;
Identify any adult eactions which may occur; and
Identify potential interaction with other children
Evaluate your observations.

=
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Management will:

1 Support staff in professional development opportunities to ensure the provision of -ctdsgal non
discriminatory programs

91 Ersure that staff feel valued, accepted and supported in their efforts to provide an inclusive and indiedualis
program for children

1 Ensure that all children and families feel welcome and appreciated and respected whatever their
socioeconomic status, culte, colour of skin, race, ability, family type, belief system or lifestyle.

I Assess centre documents and conmitations to ensure that it is inclusive and takes into account the language
needs of parents

1 Ensure all enrolment policies to be inclusive.

91 Provide the opportunity for parents to contribute to the afiias policy and review the policy annually

1 Ensure hat all equipment and resources purchased are inclusive regarding gender, race, religiore, cultu
ability and family structure

1 Obtain parents ideas and help in providing for children with special needs, perhaps with extra equipment or
changing the envirament to suit the children, so that they are included fully within the programs

1 Show acceptancef all parents and family members. Use interpreters if needed to communicate more
effectively

1 Show the diversity of families using the service within the progrémough photographs, displays, posters,
newsletters or through encouraging interactions beewefamilies

9 Take positive action to resolve any exclusion of parents by other parents or staff
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1 Whenever possible, ensure a diversity of staffing to ensure thiatmodels are inclusive to a broader society

POLICY.Z: HARASSMENT IN THE WORKPLACE

Dateof Last ReviewFebruary 2019

Date of Next Review December2020

Legislative linksNational Quality Standards 281

Source Bullying and Harassment in the Workmagww.unionsafe.labor.net.au

Aim:
Kookaburra Child Care Centre is committed to providing a workplace that is free from harassment. To create a
harmonious workplace, working relationships and standarddealfaviour between staff are important workplace
issues. In conjunction with our Policy on Inclusion, Biis and Promoting Equity our aim is in building an environment
that encouraged cooperative and inclusive behaviour and positive, mutually respeelitibnships amongst the
community of Kookaburra. This follows that we expect:

91 All people should be treated with respect; and

1 All staff should develop an awareness of the effects of their behaviour on others

1 All staff have a fundamental obligation to et behaviour that is considered acceptable role modelling for

the children in our care.

Harassment in the workplace is inappropriate and unacceptable behaviour, and that staff found to have either
committed or condoned such behaviour in the workplacaynbesubject to disciplinary action.

A bully is a person who
1 Has never learnt to accept responsibility for their behaviour
1 Enjoys the benefits of living in the adult world, but who is unable and unwilling to accept the responsibilities
that are a prereqisite for being part of the adult world.
i Abdicates and denies responsibility for their behaviour and its consequences (abdication and denial are
common feature of harassment)
1 Isunable and unwilling to recognise the effect of their behaviour on others
Does rot want to know of any other way of behaving
1 Is unwilling to recognise that there could be better ways of behaving.

=

What is Harassment?

Harassment is defined as the repeated less favourable treatment of a person by another or others in the workplace
which may be considered unreasonable and inappropriate in workplace practice. It includes behaviour that could be
expected to intimidate, offend, degrade, humiliate undermine or threaten.

Harassment in the Child Care Workplace can alguelgetrated aginst families of children attending the service.
Harassment is physical or psychological behaviour or conduct where strength (including strength of personality) and/or
a position of power is misused by a person in a position of authorityya person \Wwo perceives that they are in a
position of power or authority.

Harassment is normally associated with an ongoing systematic pattern of behaviour. An isolated incident of behaviour

is not considered harassment, but may of course lead tmadieing taka against the perpetrator based on that single
incident.
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Harassment may be perpetrated by an individual who may be a work colleague, a Director or Management. A bully is
equally likely to be male or female.

Harassment may be overt or cate
Overt Haassment
Examples of overt harassment may include:

Abusive behaviour towards another employee such as threatening gestures or actual violence
Aggressive or abusive or offensive language, including threats or shouting

Demeaning remarks

Constat unreasonal# and unconstructive criticism

=A =4 =4 =

Covert Harassment
Examples of covert harassment may include:

9 Deliberate exclusion, isolation or alienation of the employee from normal work interaction, such as
intentionally excluding the employee from meegjm

1 Placing uneasonably high work demands on one employee but not on others

1 Allocation of demeaning jobs or meaningless tasks only

1 Unreasonably ignoring the employee

T ! YRSNXYAYAY3I Fy2G0KSNI SYLX 28SS3 AyOf dzRAY DerSy 02 dzNF FA Y :

Directors and Management are expected to offer constructive advice, assistance and comment as part of their role in a

way that does not demean or humiliate.

Effects of harassment

Bullying promotes negativity in the workplace and can also result in absmm, educed staff productivity and
motivation, and loss of experienced and skilled staff through resignation. Harassment may also have significant social
and health costs for individual staff, including loss of confidence, increased anxiety, depriessiafsleep, headaches

and increased blood pressure. Harassment can also affect others in the workplace in a similar way, even when they are
only witnesses to the harassment and are not subject to the harassment themselves.

In addition to productivityand staf turnover issues, harassment has a seriously negative effect on the service through
both management time in dealing with the problem and potential legal implications.

Responsibilities of Staff

Staff will:
§ Ensure that their actions do not negagly affed i ' y2 0 KSNJ adl FF YwdeW@isgNDRa OF NBSI
1 Report any incidences of harassment to the Director
1 Not condone harassment that may be happening to a colleague
1 Be aware that harassment or condoning harassment may cause disciplinary adtiernrnsigated
1 Attempt to resolve the issue with the person whom they feel is perpetrating the behaviour
1 For formal complaint, lodge the Grievance Report with the Director

Responsibilities of Director
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Provide a safe work environment free from harassment

Acknowlalge and respect complaints of harassment

Investigate complaints of harassment in a timely and thorough manner
Follow process for dealing with the complaint

Identify training needs

=A =4 =4 4 =4

Strategies fo dealing with incidents:

In incidents of harassment there Wbe victims and bullies. We recognise that there may also be followers and
promoters who support or provoke harassing behaviour.

When a harassment incident occurs verbal or written reportd e obtained from all those involved, including
witnesses.

Arange of strategies will be considered according to the particular incident investigated. As a general rule the victim
will be involved in decisions about strategies used for a particularentid

In addition to punishing the bully in accordance withiséing sanctions, we will make every attempt to provide help
toward modifying harassing behaviour.

Recording and Monitoring Harassment:
All incidents of harassment will be recorded by the Director.

There will be frequent monitoring of the situation urailsuccessful outcome is achieved.
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POLICY.3: PHILOSOPHROLICAND PROCEDUREVIEW

Dateof Last ReviewFebruary 2019

Date of Next ReviewDecember2020

Legislative LinksEducation and Care Services National Regulations [NS\8] [8@fional Qubty Standards 208
SourcesEducation and Care Services National Regulations [NS\W®] g@fional Quality Standards 281

Rationale
Welldocumented policies and procedures, wealhintained records, shared values, cledirection and reflective
practices @able the service to function as a learning community.

Aim

ThePhilosophy, and oupoliciesand proceduresre developedand reviewel regularlyin open collaboration with the
Director, Parent Committee, Teachers, Group leaders, Assistants, Cooks argl Gtemccasion specialists and
departmental information are utilised in the policy production.

Implementation
1 PhilosophyPoliciesand Proceduremust acknowledge all sources.
1 PhilosophyPoliciesand Proceduremust be purposeful and practical to maiirtathe high quality standard of
child care practices at Kookaburra Child Care Centre.
1 ThePhilosophyPoliciesand Procedureare reviewed annually or as required due to changes in the Centre and
must be dated with the last time of review.
1 Staff meetingsand Parent Committee meetings are held in accordance with the review procedures.
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PROCEDURE PHILOSOPHROLICAND PROCEDUREVIEW

Our PhilosophyRoliciesand Procedureshould be reviewed regularly to accommodate changes in practice, legmslatio
standards and current trends.

Our review process involves all stakeholders having the opportunity to proypdé. Information will be gathered from
staff meeting, group leader meeting and parent committee meeting minutes, feedback from families @denin

records.

The following questions will be considered when reviewdhgosophyPoliciesand Procedures

1.

What are the current trends, beliefs and information from within the sector? Will any of these changes impact
on the practices within our centrend thereby affect ouPhilosophyPoliciesand Procedure3

Have there been any legislative changes? If sottase changes covered by currdpliilosophyPoliciesand
Procedure8

What is the current advice and information coming from registered auties? Is this in line with current
practices and policies?

How effective is the current practice of yoservice? Is there anything that we could improve?

Have there been any changes to your service since Rhiosophy,Policiesand Procedureswvere last
reviewed/written? Why did they occur and how will this be reflected our PhilosophyPoliciesand
Procedires?

Have you looked aPhilosophy,Policiesand Procedure$rom other organisations or sample policies from
NCAC? Is there any ideas from thesd thia could add to ouPhilosophyPoliciesand Procedure®

How practical is youPhilosophyPoliciesand Procedure®8 Is it easy to understand and follow? Is it consistent
in language and layout? Is it an accurate portrayal of the day to day practicarisgmvice?
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POLICY.@: CONTINUING IMPROVEMENT

Dateof Last ReviewFebruary 2019

Date of Next ReviewDecember2020

Legislative LinksEducation and Care Services National Regulations [NS\8] [#@fional Quality Standards 281
SourcesEducation andCare Services National Regulations [NSW82Rational Quality Standards 281

Rationale

Effective evaluation and sealview enables a service to continuously improve their policies, procedures and practices.
This approach enables the nominated supenmvieducators and coordinators to improve their practice, which
contributes directly to immved learning outcomes for children.

- Guide to the National Quality Standards 2013

Aim

We are fully committed to continuing improvement at Kookaburra. Each steffilber is required to undertake self
assessment and reflection regularly.

All staff are required to contribute to our Quality Improvement Plan when improvement strategies ardigtband at
regular staff meetings.

We also encourage families and childterbe involved in our continuing improvement by asking for their feedback on
and input into our practice.

Any identified actions to be taken will be transferred to the Qualityriorpment Plan.

Areas to include in seldssessment and reflections:
91 Policyand procedure adherence
1 Practice in regard to specific NQF quality areas
1 Work place health and safety adherence
1 Record keeping practice

Strategies that may be utilized:
1 Reflectons and Evaluations on programming and practice
Policy review procedure
Suneys
Parent meetings
Staff meetings
Anecdotal notes and observations
Check lists

=A =4 =4 4 -4 A
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POLICY 7.7: NOTIFICATIONS TO AUTHORITIES

Date of Last ReviewFebruary 2019

Date of NextReview December2020

Legislative LinksEducation and Care Services National Regulations [NSW] 201&dlQicality Standards 2018
Sourcehttp://www.acecga.gov.au

Rationale
The Regulatory Authority as well as other relevant Authorities are notified of any relevant charigesoperation of
the service, of serious incidents and of any complaints whielgakh breach of legislation.

Aim
Notifications to the Regulatory Authority
Approved providers have existing obligations to notify the Regulatory Authority of any Complaints or

Incidents and should continue to submit notifications online using the NQA IT System or by contacting
Regulatory Authority.

For the purposes of the definition of serious incident in section 5(1) of the Law, each of the following is
prescribed as a serious incidentd

(a) the death of a childd

(i) while that child is being educated and cared for by an education and care service; or

(i) following an incident occurring while that child was being educated and cared for by an education and
care service;

(b) any incident involving serious injury or trauma to a child occurring while that child is being educated and
cared for by an education and care serviced

(i) which a reasonable person would consider required urgent medical attention from a registered medical
practitioner; or

(i) for which the child attended, or ought reasonably to have attended, a hospital,
Example.
A broken limb.

(c) any incident involving serious illness of a child occurring while that child is being educated and cared for
by an education and care service for which the child attended, or ought reasonably to have attended, a
hospital;

Example.

Severe asthma attack, seizure or anaphylaxis reaction.

(d) any emergency for which emergency services attended;

(e) any circumstance where a child being educated and cared for by an education and care serviced
(i) appears to be missing or cannot be accounted for; or

(i) appears to have been taken or removed from the education and care service premises in a manner that
contravenes these Regulations; or

(iii) is mistakenly locked in or locked out of the education and care service premises or any part of the
premises.

(H any change to the address of the approved provider or the principal office of the approved provider, or the
contact details of the approved provider;

(g) the appointment of receivers or liquidators or administrators to the approved provider or any other
matters that affect the financial viability and ongoing operation of the education and care service.

(h) any change to the hours and days of operation of the education and care service;
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(i) any incident that requires the approved provider to close, or reduce the number of children attending, the
education and care service for a period;

()) any circumstance arising at the service that poses a risk to the health, safety or wellbeing of a child or
children attending the service;

(k) the attendance at the approved education and care service of any additional child or children being
educated and cared for in an emergency in the circumstances set out in regulation 123(5), includingd

() any incident where the approved provider reasonably believes that physical abuse or sexual abuse of a
child or children has occurred or is occurring while the child is or the children are being educated and cared
for by the education and care service;

(m) allegations that physical or sexual abuse of a child or children has occurred or is occurring while the
child is or the children are being educated and cared for by the education and care service (other than an
allegation that has been notified under section 174(2)(b) of the Law).

(n) A complaint that alleges:

(i) A serious incident has occurred or is occurring while a child is being educated and cared for by a
service

(i) The National Law and/or National Regulations have been contravened.

You must notify the regulatory Authority within 24 hours of becoming aware of a serious incident.

Notifiable Infectious Diseases

Management must record all cases of iliness at tbetie. This should include illnesses across all groups and should
include staff and volunteers in attendancethe centre. State Health Departments will have their own laws as to how
YIye OFrasSa 2F | OSNIFAY RAAaSI dobaaadiolet what Beridel Sf&nveSShould iftbed 2 dzi
evident from the records maintained that the possibility of antbreak is occurring, contact the State Health
Department personnel to discuss your documented information. Should a notifiable disease frdist thelow be

identified or suspected, notify the State Health Department immediately. At all times ensutehbagprivacy of

individuals involved is respected.

NHMRS recommended notifiable diseases

AIDS Haemolytic Uraemic Syndrome Mumps
Anthrax Haemophilus influenza type b infectio Ornithosis (Psittacosis)
(invasive only)
Arbovirus infections: Haemorrhagic &ver Pertusss Plague
Barmah Forestirus (Quarantine) Hepatitis A Poliomyelitis
Dengue virus Hepatitis B Pneumococcal infection
Japanese encephalitis Hepatitis C (invasive)
Murray Valley encephalitis Hepatitis D Q fever
Ross River virus Hepatitis E Rabies (refer to Lyssavirus)
Kunijin virus Hepatitis other
Other arbovirus infections HIV infection
Botulism (foom borne) Influenza(laboratory confirmed) Rubella/congenital rubella
Brucellosis Legionellosis Salmonellosis
Campylobacteriosis Leprosy Shigellos
Chlamydia trachomatis genital Leptospirosis Shigalike toxin producing E.coli
infection VTEC/SLTEC
Cholera Listeriosis Syphilis/congenital syphilis Tetanus
Tuberculosis
Cryptosporidiosis Lyssavirus: Australian Bat lyssavirus Typhoid
Rabies
Diphtheria Malaria Yellow fever
Donovanosis Measles
Gonococcal infection Meningococcal infection
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POLICY 7.8: DEBTS

Date of Last Reviewluly 2019

Dae of Next ReviewDecember2020

Legislative LinksEducation and Care Services National Regulations [NSW] 2aichall®uality Standards 2013
Sourceshttp://www.careforkids.com.au/childcarenews/2013/june/18/unpaidiebt.html

Rationale

Most early child care service providerdlweek to avoid the emotionally challeing step of excluding a child from
care in the event of nopayment, however when nepayment starts to effect the viability of the business or reach
unmanageable levels then providers need to take action.

Aim
Koolaburra Child Care Centre will support fiéies as much as possible to keep payments on time, and control debts
before taking steps such as exclusion.

Implementation
To ensure all families/ staff are following the procedures associated with outstandirig @éhin in the Centre.

Attimesthroug 2 dziT G KS &SI NJ FIYATtASE INBE 2FFSNBR GKS 2LJJ2 NIidzy A
resources, these are then charged to parent accounts. Kookaburra reserves the right to refuse families from ordering
such items if their parent account do nieive a zero balance. Once their account is rectified and displays a zero

balance families can proceed with ordering items.

Parents will:
1 Upon Enrolment pay the required two weeks in advance to avoid falling méaus
1 Continue to pay their accounts tvoid falling into arrears
1 Contact the Centre Director if they have fallen into financial hardship to arrange payment options.
Management will:
1 Deal with accounts and parent finances confidentially
§ Deal with accourtt in arrears on an individualba3i2 f f 26 Ay 3 GKS WRSIfAYy3a gAGK R
below
1 The Director, in conjunction with the Parent Committee, reserves the right to exclude a family from care at
Kookaburra if their account falls into arrears fgperiod of greater than fouweeks. Care may recommence
when appropriate payments have been made if a position is still available.
Procedure:
1. Families will receive a note on their parent account informing them that their account is in arrears, and will
be provided with instructions oivhat amounts they are required to pay.
2. Families that are in arrears more than 4 weeks of their gap fee are contacted to make payment within 1 week
or set up on a payment plan. Conditions of payment plan include:
i. Going on direcdebit
ii. Pay the weekly chitthre charge along with an additional amount (agreed upon by both
parties)
iii. No additional days/ charges (e.g. book club)
iv. No more than 1 default payment on direct debit (without due cause)
3. If account is still unpaid, families wike given notice (1 week) th#heir child care place has been cancelled
and they will be required to make payment of their accounts (within the specific time frame outlined in the
notice). If accounts are not rectified, unpaid debts will be forwardedi&t / SY i NS Qa RSoid O2f €
representatives and all associated costs will be added to the outstanding debt.
4. Once outstanding debts are cleared care may recommence if a position is still available.
5. Families with a history of overdue accounts and/or bad defatl be required to pay feevia Direct Debit
only.
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