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PHILOSOPHY 
Date of Last Review: November 2018 

Date of Next Review: December 2019 

Legislative Links: National Quality Standards 2013, Education and Care Services National Regulations (NSW) 2014 

Sources: What makes a good play area for children? Wood & Martin; The University of Western Australia. 

Promoting independence and agency; NQS PLP e-Newsletter No.64 2013; Early Childhood Australia. 

Belonging, Being & Becoming - The Early Years Learning Framework for Australia 2010; Australian Government 

Department of Education and Training. 

 
 

 

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.  

The natural environment in which the tree grows represents the beautiful natural play spaces we take such pride in at 

our centre.  We believe that ŎƻƴǘŀŎǘ ǿƛǘƘ ƴŀǘǳǊŜ Ŏŀƴ ƭŜŀŘ ǘƻ ŀ ƴǳƳōŜǊ ƻŦ ōŜƴŜŦƛǘǎ ŦƻǊ ŎƘƛƭŘǊŜƴΩǎ ǿŜƭƭōŜƛƴƎ ŀƴŘ ƭŜŀǊƴƛƴƎΣ 

such as improved cognitive function, increased creativity, and improved interaction with others. We believe that 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 the child as a tree, capable of learning and growing on its own, making its own choices as to which way it 

bends its branches. We believe that children are capable, competent, curious, creative, active and self-motivated. We 

ōŜƭƛŜǾŜ ƛƴ ǇǊƻƳƻǘƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ǎŜƴǎŜ ƻŦ ŀƎŜƴŎȅ ŀƴŘ ŜƴŎƻǳǊŀƎƛƴƎ ǘƘŜƳ ǘƻ see themselves as competent members of 

society.  

The strong roots of belonging represent 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 our rich soil of Principles ςseeing 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, inclusion and diversity, 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 ongoing learning and reflection. 

Our trunk of being represents 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 now, to build 

and maintain relationships with others, to face challenges and enjoy the simple pleasures of day to day life. 

The branches of becoming ǊŜǇǊŜǎŜƴǘ ǘƘŜ ŦƛǾŜ ōǊƻŀŘ ŘƛǊŜŎǘƛƻƴǎ ƛƴ ǿƘƛŎƘ ƻǳǊ ŜŘǳŎŀǘƻǊǎ ŦŀŎƛƭƛǘŀǘŜ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ŀǎ 

guided by the Early Years Learning Framework and the Queensland Kindergarten Guidelines. These include Identity, Our 

world, Wellbeing, Active learning and Communication. 

This learning is enriched by the Sunlight of play and real life experiences. We understand and value play and real 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, 

resilience and a sense of agency. 

The Watering can of Practices ǊŜǇǊŜǎŜƴǘǎ ǘƘŜ ǇǊŀŎǘƛŎŜǎ ƻŦ ƻǳǊ 9ŘǳŎŀǘƻǊǎ ǿƘƛŎƘ ŜȄǘŜƴŘ ŎƘƛƭŘǊŜƴΩǎ ƎǊƻǿǘƘ ŀƴŘ ƭŜŀǊƴƛƴƎ ς 

holistic approaches, responsiveness to children, intentional teaching, learning through play, continuity of learning and 

transitions, assessment for learning, learning environments, cultural competence. 
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CODE OF ETHICS 
Date of Last Review: July 2018 

Date of Next Review: December 2019 

Legislative Links: National Quality Standards 2013, Education and Care Services National Regulations (NSW) 2014 

Sources: Early Childhood Australia Code of Ethics 2006 

 

Rationale: 

Why do we need this? 

Aim: 

¢Ƙƛǎ /ŜƴǘǊŜ ŀƛƳǎ ǘƻ ǳǇƘƻƭŘ ŜǘƘƛŎŀƭ ǎǘŀƴŘŀǊŘǎ ŀǎ ƻǳǘƭƛƴŜŘ ƛƴ 9ŀǊƭȅ /ƘƛƭŘƘƻƻŘ !ǳǎǘǊŀƭƛŀΩǎ /ƻŘŜ ƻŦ 9ǘƘƛŎǎ нллсΦ 

This Code of Ethics 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 professionals in Australia. 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: 

¶ Act in the best interests of all children. 

¶ 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 family, ŎƘƛƭŘǊŜƴΩǎ services 

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 incorporate this perspective in all our 

interactions with children. 

¶ /ǊŜŀǘŜ ŀƴŘ Ƴŀƛƴǘŀƛƴ ǎŀŦŜΣ ƘŜŀƭǘƘȅ ŜƴǾƛǊƻƴƳŜƴǘǎΣ ǎǇŀŎŜǎ ŀƴŘ ǇƭŀŎŜǎΣ ǿƘƛŎƘ ŜƴƘŀƴŎŜ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎΣ 

development, engagement, initiative, self-worth, dignity and show respect for their contributions. 

¶ Work to ensure 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 nature of childreƴΩǎ ƭŜŀǊƴƛƴƎ ŀƴŘ ǘƘŜ ǎƛƎƴƛŦƛŎŀƴŎŜ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ŎǳƭǘǳǊŀƭ ŀƴŘ ƭƛƴƎǳƛǎǘƛŎ 

identities. 

¶ Work to ensure children are not discriminated against on the basis of gender, age, ability, economic status, 

family structure, lifestyle, ethnicity, religion, language, culture, or national origin. 

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

¶ IƻƴƻǳǊ ŎƘƛƭŘǊŜƴΩǎ ǊƛƎƘǘ ǘƻ ǇƭŀȅΣ ŀǎ ōƻǘƘ ŀ ǇǊƻŎŜǎǎ ŀƴŘ ŎƻƴǘŜȄǘ ŦƻǊ ƭŜŀǊƴƛƴƎΦ 

In relation to families, all staff will: 

¶ Listen to and 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 relationships based on mutual 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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¶ Respect the uniqueness of each family and strive to learn about their culture, structure, lifestyle, customs, 

language, beliefs and kinship systems. 

¶ 5ŜǾŜƭƻǇ ǎƘŀǊŜŘ ǇƭŀƴƴƛƴƎΣ ƳƻƴƛǘƻǊƛƴƎ ŀƴŘ ŀǎǎŜǎǎƳŜƴǘ ǇǊŀŎǘƛŎŜǎ ŦƻǊ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ŀƴŘ ŎƻƳƳǳƴƛŎŀǘŜ ǘƘƛǎ 

in ways that families understand. 

¶ Acknowledge that each family is affected by the community contexts in which they engage. 

¶ Be sensitive to the vulnerabilities of children and families and respond in ways that empower and maintain the 

dignity of all children and families. 

¶ Maintain confidentiality and respect the right of the family to privacy. 

 III. In relation to colleagues, all staff will: 

¶ Encourage colleagues to adopt and act in accordance with this Code, and take action in the presence of 

unethical behaviours. 

¶ Build collaborative relationships based on trust, respect and honesty. 

¶ Acknowledge and support the personal strengths, professional experience and diversity which my colleagues 

bring to their work. 

¶ Make every effort to use constructive methods to manage differences of opinion in the spirit of collegiality. 

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

¶ Collaborate with our colleagues to generate a culture of continual reflection and renewal of high quality 

practices in early childhood. 

 In relation to communities, all staff will: 

¶ Learn about the communities that we work within and enact curriculum programs which are responsive to 

those contexts and community priorities. 

¶ Connect with people, services and agencies within the communities that support children and families. 

¶ Promote ǎƘŀǊŜŘ ŀǎǇƛǊŀǘƛƻƴǎ ŀƳƻƴƎǎǘ ŎƻƳƳǳƴƛǘƛŜǎ ƛƴ ƻǊŘŜǊ ǘƻ ŜƴƘŀƴŎŜ ŎƘƛƭŘǊŜƴΩǎ ƘŜŀƭǘƘ ŀƴŘ ǿŜƭƭōŜƛƴƎΦ 

¶ Advocate for the development and implementation of laws and policies that promote child-friendly 

communities and work to change those that work against child and family wellbeing. 

¶ Utilise knowledge and research to advocate for universal access to a range of high-quality early childhood 

programs for all children. 

¶ Work to promote community understanding of how children learn in order that appropriate systems of 

assessment and reporting are used to benefit children. 

 In relation to students, I will: 

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

¶ Acknowledge and support the personal strengths, professional knowledge, diversity and experience which 

students bring to the learning environment. 

¶ Model high-quality professional practices. 

¶ Yƴƻǿ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ƛƴŘƛǾƛŘǳŀƭ ƛƴǎǘƛǘǳǘƛƻƴǎ ŀƴŘ ŎƻƳƳǳƴƛŎŀǘŜ ƻǇŜƴƭȅ ǿƛǘƘ ǘƘŜ 

representatives of that institution. 

¶ Provide ongoing constructive feedback and assessment that is fair and equitable. 

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

¶ Maintain confidentiality in relation to students. 

 In relation to the employer, all staff will: 

¶ Support workplace policies, standards and practices that are fair, non-discriminatory and are in the best 

interest of children and families. 
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¶ Promote and support ongoing professional development within my work team. 

¶ Adhere to lawful policies and procedures 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: 

¶ Base our work on contemporary perspectives on research, theory, content knowledge, high-quality early 

childhood practices and my understandings of the children and families with whom I work. 

¶ Regard ourselves as learners who undertake reflection, critical self-study, continuing professional development 

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 interests and standing of our profession. 

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

and qualifications. 

¶ Mentor other early childhood professionals and students. 

¶ Advocate in relation to issues that impact on my profession and on young children and their families. 

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

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

¶ Recognise that research includes routine documentation and investigations of childrenΩǎ ƭŜŀǊƴƛƴƎ ŀƴŘ 

development, as well as more formal research projects undertaken with and by external bodies. 

¶ .Ŝ ǊŜǎǇƻƴǎƛǾŜ ǘƻ ŎƘƛƭŘǊŜƴΩǎ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǊŜǎŜŀǊŎƘΣ ƴŜƎƻǘƛŀǘƛƴƎ ǘƘŜƛǊ ƛƴǾƻƭǾŜƳŜƴǘ ǘŀƪƛƴƎ ŀŎŎƻǳƴǘ ƻŦ ƳŀǘǘŜǊǎ 

such as safety, fatigue, privacy and their interest. 

¶ Support research to strengthen and expand the knowledge base of early childhood, and where possible, 

initiate, contribute to, facilitate and disseminate such research. 

¶ Make every effort to understand the purpose and value of proposed research projects and make informed 

decisions as to the participation of ourselves, colleagues, children, families and communities. 

¶ Ensure research in which we are involved meets standard ethical procedures including informed consent, 

opportunity to withdraw and confidentiality. 

¶ 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. 

¶ Represent the findings of all research accurately. 
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GOVERNANCE STRUCTURE 
Date of Last Review: July 2018 

Date of Next Review: December 2019 
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CATEGORY 1: PROGRAM 
POLICY 1.1: CURRICULUM AND PEDAGOGY  

Date of Last Review: April 2019 

Date of Next Review: December 2020  

Legislative Links: Education and Care Services National Regulations (NSW) 2014: Part 4.1 Educational Program and 

Practice 

Sources: Guide to the National Quality Standard 2013, Belonging, Being and Becoming: The Early Years Learning 

Framework for Australia 2009, My Time, Our Place: Framework for School Age Care in Australia 2011 

 

Rationale:  

Australia has a National Quality Standard linked to national learning frameworks that recognise children learn from 

birth. These framewoǊƪǎ ƻǳǘƭƛƴŜ ǇǊŀŎǘƛŎŜǎ ǘƻ ǎǳǇǇƻǊǘ ŀƴŘ ǇǊƻƳƻǘŜ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎΦ 

 

BelƻƴƎƛƴƎΣ .ŜƛƴƎ ŀƴŘ .ŜŎƻƳƛƴƎΥ ¢ƘŜ 9ŀǊƭȅ ¸ŜŀǊǎ [ŜŀǊƴƛƴƎ CǊŀƳŜǿƻǊƪ ŦƻǊ !ǳǎǘǊŀƭƛŀ όΨ9ŀǊƭȅ ¸ŜŀǊǎ [ŜŀǊƴƛƴƎ 

CǊŀƳŜǿƻǊƪΩύ  

The Early Years Learning Framework guides educators in developing quality programs for children. It describes 

the early childhood pedagogy (principles and practice) and the outcomes required to support and enhance 

ȅƻǳƴƎ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ŦǊƻƳ ōƛǊǘƘ ǘƻ ŦƛǾŜ ȅŜŀǊǎ ƻŦ ŀƎŜΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜƛǊ ǘǊŀƴǎƛǘƛƻƴ ǘƻ ǎŎƘƻƻƭΦ  

NOTE: Our Kindergarten Room works with the QUEENSLAND KINDERGARTEN LEARNING GUIDELINES (QKLG) whose 

principles and outcomes directly align with those of the EYLF. 

 

Kookaburra Childcare Centre is committed to the provision of quality early childhood education for all children. 

 

Aim: 

We aim to provide quality early childhood education by using these approved learning frameworks to guide our 

pedagogy and curriculum decision making. 

 

Implementation:  

Management will: 

¶ Provide all families with information about the content and operation of the educational program and how it 

will affect their childΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ŜȄǇŜǊƛŜƴŎŜ ǿƘƛƭŜ ŜƴǊƻƭƭŜŘ ƛƴ ǘƘŜ /ŜƴǘǊŜΦ 

The Educational Leader will: 

¶ Support educators by providing curriculum direction to ensure children achieve the outcomes of the approved 

learning frameworks. 

¶ Support educators in using an ongoing cyclŜ ƻŦ ǇƭŀƴƴƛƴƎΣ ŘƻŎǳƳŜƴǘƛƴƎ ŀƴŘ ŜǾŀƭǳŀǘƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ǘƻ 

continually develop the educational program and think critically about what is offered and why.  

¶ Support and promote consistency across the service 

Educators will: 

¶ Promote shared learning and collaboration with children and families  

¶ LŘŜƴǘƛŦȅ ŎƘƛƭŘǊŜƴΩǎ ǎǘǊŜƴƎǘƘǎ ŀƴŘ ƛƴǘŜǊŜǎǘǎ ǘƻ ƛƴŦƻǊƳ ǇƭŀƴƴƛƴƎ 

¶ Provide engaging environments and meaningful experiences for individuals and groups 

¶ Use appropriate teaching strategies for individuals and groups 

¶ Display routines and weekly plans and have curriculum documents, keeping online documentation of children's 

play and learning up to date and encourage and support families to engage with it 

¶ Observe, gather and interpret information about children and document ŀǎǎŜǎǎƳŜƴǘǎ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ 

developmental needs, interests, experiences and participation in the educational program; and assessments 

ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ǇǊƻƎǊŜǎǎ ŀƎŀƛƴǎǘ ǘƘŜ ƻǳǘcomes of the educational program in individual online portfolios 
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¶ Reflect on and assess information gathered and use the learning outcomes from approved learning frameworks 

ǘƻ ƎǳƛŘŜ ǇƭŀƴƴƛƴƎ ŦƻǊ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎΦ  

¶ Think critically about their pedagogy and work towards continual improvement by evaluating and reflecting on 

their practice regularly. 

 

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 experiences and new learning 

¶ assists children to develop relationships and concepts 

¶ Stimulates a sense of wellbeing.  

/ƘƛƭŘǊŜƴ ŀŎǘƛǾŜƭȅ ŎƻƴǎǘǊǳŎǘ ǘƘŜƛǊ ƻǿƴ ǳƴŘŜǊǎǘŀƴŘƛƴƎǎ ŀƴŘ ŎƻƴǘǊƛōǳǘŜ ǘƻ ƻǘƘŜǊǎΩ ƭŜŀǊƴƛƴƎΦ ¢ƘŜȅ ǊŜŎƻƎƴƛǎŜ ǘƘŜƛǊ ŀƎŜƴŎȅΣ 

capacity to initiate and lead learning, and their rights to participate in decisions that affect them, including their learning. 

-BEING, BELONGING & BECOMING ς Early Years Learning Framework 

We want children to experience through play - open-ended interactions, spontaneity, risk-taking, exploration and 

discovery. 

 

When it comes to play ideas and themes that may 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 and non-judgemental way. 

(E.g. physical safety of themselves or others, emotional and social wellbeing of 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 1.2: EDUCATIONAL LEADER 
 Date of Last Review: April 2019  

Date of Next Review: December 2020 

Legislative Links: Education and Care Services National Regulations (NSW) 2014 Part 4.4 Division 1 

Sources: Education and Care Services National Regulations (NSW) 2014 

 

Rationale:  

The Education and Care Services National Regulations states: 

The approved provider of an education and care service must designate, in writing, a suitably qualified and 

experienced educator, co-ordinator or other individual as educational leader at the service to lead the 

development and implementation of educational programs in the service. 

Aim: 

The Designated Educational leader will lead the development and implementation of educational programs guided by 

the approved learning frameworks. They will support educators in using an ongoing cycle of planning, documenting and 

ŜǾŀƭǳŀǘƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ǘƻ Ŏƻƴǘƛƴǳŀƭƭȅ ŘŜǾŜƭƻǇ ǘƘŜ ŜŘǳŎŀǘƛƻƴŀƭ ǇǊƻƎǊŀƳ ŀƴŘ ǘƘƛƴƪ ŎǊƛǘƛŎŀƭƭȅ ŀōƻǳǘ ǿƘŀǘ ƛǎ ƻŦŦŜǊŜŘ 

and why.  

 

Implementation:  

Management will: 

¶ Designate a suitably qualified and experienced Educator to the position of Educational Leader 

¶ Display the designated Educational Leader in the foyer. 

¶ Work collaboratively with the Educational Lead to ensure positive outcomes are achieved  

The Educational Leader will: 

¶ Liaise with educators during regular intervals to answer questions and provide advice ad support to do with 

the educational program. 

¶ Conduct / schedule monthly Lead educator meetings  

¶ Liaise with Centre Director to implement the Educational Program, manage the QIP and ensure compliance 

with NQS.  
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POLICY 1.3: ENROLMENT, ORIENTATION AND TRANSITION 
 Date of Last Review: April 2019 

Date of Next Review: December 2020  

Legislative Links: Education and Care Services National Regulations (NSW) 2014 

Sources: Guide to the National Quality Standards 2016, Supporting Children to Settle into Child Care, Phillip Rowell, 

Putting Children First : Issue 20, December 2006, NCAC. 

 

Rationale:  

Effective orientation and transition experiences for children are characterised by environments where staff 

demonstrate empathy towards children and their families and where a flexible, consistent and individualised approach 

ƛǎ ŀŘƻǇǘŜŘ ǘƻ ƳŜŜǘ ŎƘƛƭŘǊŜƴ ŀƴŘ ŦŀƳƛƭƛŜǎΩ ƴŜŜŘǎΦ  

Allowing adequate time and opportunities for the development 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 to progress into the next age 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 children and families: 

Management will: 

¶ 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 

and care program etc. 

¶ SƘƻǿ ŦŀƳƛƭƛŜǎ ǿƘŜǊŜ ǘƘŜȅ Ŏŀƴ ŦƛƴŘ ƛƳǇƻǊǘŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ǎǳŎƘ ŀǎΣ ŎƘƛƭŘǊŜƴΩǎ ǇƻŎƪŜǘǎ ƛƴ ǘƘŜ ƘŀƭƭΣ ǘƘŜ ǿŜŜƪƭȅ 

menu, emergency evacuation plan etc. 

¶ Introduce families to StoryPark and provide them with the information they need to get started. 

¶ Take families through the arrival and departure process including specific processes for signing in and out, 

incidents and illnesses, medications, breakfast and wet or soiled clothing. 

¶ Explain our online enrolment process and requirements prior to the child attending (including what to bring 

each day) 

¶ 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. 

¶ Encourage families to visit our Centre website, to view our policies, parent handbook and other relevant 

information. 

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

¶ Answer any questions the families may have. 

¶ Encourage families to share their specific needs and wishes for their child which may be related to things such 

as culture, diet, language, ability etc. 

¶ 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 Centre: 

The Director will: 

¶ Discuss possible transition of child/children Lead Educator 

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

 

The current Lead Educator will:  
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o Discuss possible move with family 

o Explain the orientation process to family 

o Talk to the child about transitioning 

o Introduce child and family to new carers  

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

family requests 

o Work together to help the child and their family through the orientation process with Lead Educator 

from the new room.  

 

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:  

¶ Begin to build a positive, trusting relationship with the child and their family. 

¶ Give a tour of the room e.g. toilets, bag storage, notice boards, play areas, eating areas  

¶ Provide family with relevant information e.g. room routine, educational program 

¶ Discuss any concerns the families might have regarding theƛǊ ŎƘƛƭŘΩǎ ƴŜŜŘǎ 

¶ Introduce all staff members in the room and explain their qualifications and role in the care and education of 

the children. 

 

In regard to orientation of children and families to school: 

Management will: 

¶ Provide information about local schools  

¶ Provide options and resources for families who feel that their child will not be ready for school 

The Kindergarten Teacher will: 

¶ Write transition statements in collaboration with families and children 

¶ Encourage families to provide the transition statŜƳŜƴǘ ǘƻ ǘƘŜ ǎŎƘƻƻƭ ǘƻ ƘŜƭǇ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƴŜǿ ǘŜŀŎƘŜǊ ƎŜǘ ǘƻ 

ƪƴƻǿ ǘƘŜ ŎƘƛƭŘΩǎ ǎǘǊŜƴƎǘƘǎΣ ƴŜŜŘǎ ŀƴŘ ƛƴǘŜǊŜǎǘǎ ƳƻǊŜ ǉǳƛŎƪƭȅ ǎƻ ǘƘŜȅ will have a smooth transition. 

¶ Talk with children and families about what they can expect at school 

Educators (Including the Kindergarten Teacher) will: 

¶ Provide support and advice to families about their child and attending school 

¶ Provide information about each child that their family may present to the school to help them get to know and 

understand the child 

¶ Answer questions that families may have about school and transitions 

¶ Make connections with local schools to build transition partnerships 

 

9ŀŎƘ ŎƘƛƭŘΩǎ ƻǊƛŜƴǘŀǘƛƻƴκǘǊŀƴǎƛǘƛƻƴ ǇǊƻŎŜǎǎ ǿƛƭƭ ōŜ ƛƴŘƛǾƛŘǳŀƭƭȅ ŘŜǎƛƎƴŜŘ ōȅ ŜŘǳŎŀǘƻǊǎ ƛƴ ŎƻƭƭŀōƻǊŀǘƛƻƴ ǿƛǘƘ ŦŀƳƛƭƛŜǎ ŀƴŘ 

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

to their individual needs.  
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POLICY 1.4Υ th{L¢L±9 D¦L5!b/9 hC /IL[5w9bΩ{ .9I!±Lh¦w 
 

Date of Last Review: April 2019  

Date of Next Review: December 2020 

Legislative links: Education and Care Services National Regulations (NSW) 2014 Part 4.5 

Source: Early Childhood Australia Inc. (2007). The code of ethics. Retrieved May 2, 2007, from 

http://www.earlychildhoodaustralia.org.au/code_of_ethics/early_childhood_australias_code_of_ethics.html; Porter, 

L. (2003). Young childrenΩǎ ōŜƘŀǾƛƻǳǊΥ tǊŀŎǘƛŎŀƭ ŀǇǇǊƻŀŎƘŜǎ ŦƻǊ ŎŀǊŜƎƛǾŜǊǎ ŀƴŘ ǘeachers (2nd ed). NSW: 

MacLennan & Petty; UNICEF (n.d.). Fact sheet: A summary of the rights under the Convention on the Rights 

of the Child. Retrieved April 4, 2007, from http://www.unicef.org/crc/files/Rights_overview.pdf, 

http://www.ectarc.com.au/cybertots/toolbox12_11/shared/resources/html/res_behavmanplan.htm 

Rationale: 

Kookaburra Child Care Centre recognises and ǳƴŘŜǊǎǘŀƴŘǎ ǘƘŀǘ ŀ ŎƘƛƭŘΩǎ ōŜƘŀǾƛƻǳǊ Ƴŀȅ ōŜ ŀŦŦŜŎǘŜŘ ōȅ ǘƘŜƛǊΥ 
o age and development;  
o 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;  
o 9ŘǳŎŀǘƻǊǎΩ caregiving strategies and practices, which includes how those strategies are implemented;  
o relationship with other children and stakeholders, such as students, volunteers and visitors; and 
o External factors, such as family, home life, school or peer group experiences, or media coverage of 

traumatic events. 
 
Families and educators display respect and empathy towards children when they label behaviour and not the individual 
child. This means that behaviours are managed, not children.  
Educators, other children and families should refrain from lŀōŜƭƭƛƴƎ ŀ ŎƘƛƭŘΩǎ ƛƴŀǇǇǊƻǇǊƛŀǘŜ ƻǊ ƴŜƎŀǘƛǾŜ ōŜƘŀǾƛƻǳǊ ŀǎ 

ΨƴŀǳƎƘǘȅΩ ƻǊ ΨōŀŘΩΦ {ƛƳƛƭŀǊƭȅΣ ǘǊŀŘƛǘƛƻƴŀƭ ƭŀōŜƭǎ ǎǳŎƘ ŀǎ ΨƎƻƻŘ ōƻȅΩ ƻǊ ΨƎƻƻŘ ƎƛǊƭΩ ƛŘŜƴǘƛŦȅ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ōǳǘ ƴƻǘ ǘƘŜ Ǉƻǎƛǘive 

behaviour.  

For example, when a child completes a task directed by an adult, such as washing their hands before a meal, staff/carers 

ǎƘƻǳƭŘ ƛŘŜƴǘƛŦȅ ǘƘŜ ōŜƘŀǾƛƻǳǊ ǘƘŀǘ ǊŜƛƴŦƻǊŎŜǎ ǘƘŜ ŀŎƘƛŜǾŜƳŜƴǘ ŀƴŘ ƴƻǘ ƭŀōŜƭ ǘƘŜ ǿƻǊǘƘ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΦ LƴǎǘŜŀŘ ƻŦ ΨƎƻod 

ōƻȅκƎƛǊƭΩΣ ǘƘŜ ǎǘŀŦŦκŎŀǊŜǊ Ŏŀƴ ǊŜǎǇƻƴŘ ǿƛǘƘ άǘƘŀƴƪ ȅƻǳ όŎƘƛƭŘΩǎ ƴŀƳŜύ ŦƻǊ ǿŀǎƘƛƴƎ ȅƻǳǊ ƘŀƴŘǎ ǿƛǘƘ ǎƻŀǇ ōŜŦƻǊŜ ƭǳƴŎƘέ ƻǊ 

άǘƘŀƴƪ ȅƻǳ ŦƻǊ ǊŜƳŜƳōŜǊƛƴƎ ǘƻ ŎƭŜŀƴ ȅƻǳǊ ƘŀƴŘǎ ōŜŦƻǊŜ ȅƻǳ ŜŀǘέΦ 

While educators ŀǊŜ ŀǿŀǊŜ ŀƴŘ ǊŜǎǇŜŎǘ ƛƴŘƛǾƛŘǳŀƭ ŎƘƛƭŘǊŜƴΩǎ ŀƴŘ ŦŀƳƛƭƛŜǎΩ ōŀŎƪƎǊƻǳƴŘǎ ŀƴŘ ōŜƭƛŜŦǎΣ ƛǘ Ƴŀȅ ōŜ ƴŜŎŜǎǎŀǊȅ 
to balance the individual needs of stakeholders with ŜŘǳŎŀǘƻǊǎΩ knowledge of developmentally appropriate practices 
and current best practice recommendations from recognised authorities. 
 
The Occupational Health and Safety Act states that employers have a duty of care to their employees to ensure that the 
working environment supports emotional and mental wellbeing. 
Staff/carers who are implementing behaviour guidance strategies and/or plans for children that display inappropriate 
behaviours, (especially if the behaviour is aggressive towards other children or adults) need continued support and 
assistance. Staff/carers can experience levels of stress or anxiety, which may lead to sickness or apathy in the workplace. 
{ŜǊǾƛŎŜǎ ƘŀǾŜ ŀ Řǳǘȅ ƻŦ ŎŀǊŜ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ŜƳǇƭƻȅŜŜǎΩ ƳŜƴǘŀƭ ŀƴŘ Ŝmotional wellbeing is considered, as well as the 
ŎƘƛƭŘΩǎ ƴŜŜŘ ŦƻǊ ǇƻǎƛǘƛǾŜ ōŜƘŀǾƛƻǳǊ ƎǳƛŘŀƴŎŜ ǎǘǊŀǘŜƎƛŜǎΦ 
 

Aim: 

¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘŜ ǎŜǊǾƛŎŜΩǎ .ŜƘŀǾƛƻǳǊ DǳƛŘŀƴŎŜ tƻƭƛŎȅ ƛǎ to: 

¶ ŜƴŎƻǳǊŀƎŜ ŀŎŎŜǇǘŀōƭŜ ŦƻǊƳǎ ƻŦ ōŜƘŀǾƛƻǳǊ ōȅ ǳǎƛƴƎ ǎǘǊŀǘŜƎƛŜǎ ǘƘŀǘ ōǳƛƭŘ ŎƘƛƭŘǊŜƴΩǎ confidence and self-esteem; 

¶ Provide children with support, guidance and opportunities to manage their own behaviour; and promote 
collaborative approaches to behaviour guƛŘŀƴŎŜ ōŜǘǿŜŜƴ ǘƘŜ ǎŜǊǾƛŎŜΩǎ ǎǘŀƪŜƘƻƭŘŜǊǎ and/or external agencies.  

http://www.earlychildhoodaustralia.org.au/code_of_ethics/early_childhood_australias_code_of_ethics.html
http://www.unicef.org/crc/files/Rights_overview.pdf
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¶ Recognise that children have the same rights as adults; and 

¶ Recognises, values and celebrates the differences and similarities that exist in all persons. 
 

Families and staff/carers should use appropriate strategies to guide children to recognise, manage and learn from their 
behaviours and express their emotions in positive, non-threatening and productive ways. 
 

Implementation  

Children will: 

¶ Be involved in establishing play and safety limits, which reflect recommended best practices, and the 
consequences involved when limits are not adhered toΦ bƻǘŜΥ 5ŜŦƛƴƛƴƎ ƭƛƳƛǘǎ ƛƴ ǘŜǊƳǎ ƻŦ ŀ ΨǇƻǎƛǘƛǾŜΩ ƛƴǎǘŜŀŘ ƻŦ 
ŀ ΨƴŜƎŀǘƛǾŜΩ ŀǎǎƛǎǘǎ ŎƘƛƭŘǊŜƴ ǘƻ ǊŜƳŜƳōŜǊ ǿƘŀǘ ǘƻ Řƻ ǊŀǘƘŜǊ ǘƘŀƴ ǿƘŀǘ ƴƻǘ ǘƻ ŘƻΦ CƻǊ ŜȄŀƳǇƭŜΣ ΨŎƘƛƭŘǊŜƴ ǿŀƭƪ 
ƛƴǎƛŘŜΩ ƛǎ ǇǊŜŦŜǊŀōƭŜ ǘƻ ΨŎƘƛƭŘǊŜƴ Řƻ ƴƻǘ Ǌǳƴ ƛƴǎƛŘŜΩΦ 

¶ Be involved in establishing play and learning spaces in the environment which includes areas where children 
can find solace, peace and relaxation. For example, a child who recognises that they are becoming frustrated 
with other children can retreat to an area that is calming and allows them to refocus. 

¶ Be provided with opportunities to seek information that can assist them in dealing with their emotions. 
 
Families will:  

¶ 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 formal meetings. 

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

¶ Receive information relevant to behavioural issues as information becomes available  

¶ Help to maintain lines of open communication and expectations with educators and management about 

behaviour guidance for their child. 

¶ Have access to behaviour guidance information through management. 

 

Staff will:  

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

¶ collaborate with famƛƭƛŜǎ ǘƻ ŜƴǎǳǊŜ ŎǳƭǘǳǊŀƭ ōŀŎƪƎǊƻǳƴŘ ŀƴŘ ōŜƭƛŜŦǎ ŀǊŜ ǊŜǎǇŜŎǘŜŘ ǿƘŜƴ ƎǳƛŘƛƴƎ ŎƘƛƭŘǊŜƴΩǎ 
behaviour 

¶ use language that promotes empathy and understanding; 

¶ ŀŎǘƛǾŜƭȅ ƳƻƴƛǘƻǊ ŎƘƛƭŘǊŜƴΩǎ ōŜƘŀǾƛƻǳǊǎΤ 

¶ encourage empathy towards others; 

¶ avoid making comparisons between children and families; 

¶ ōŜ ŀǿŀǊŜ ƻŦ ǎƛǘǳŀǘƛƻƴǎΣ ƎǊƻǳǇ ŘȅƴŀƳƛŎǎ ŀƴŘ ǎŎŜƴŀǊƛƻǎ ǘƘŀǘ Ƴŀȅ ŎƻƴǘǊƛōǳǘŜ ǘƻ ŎƘƛƭŘǊŜƴΩǎ ōŜƘŀǾƛƻǳǊǎΤ ŀƴŘ 

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

¶ wŜǎǇƻƴŘ ǘƻΣ ŀƴŘ ŀŎƪƴƻǿƭŜŘƎŜ ŎƘƛƭŘǊŜƴΩǎ ŜƳƻǘƛƻƴǎΣ ǎǳŎƘ ŀǎ ƘŀǇǇiness, anger, pleasure, fear, anxiety, 
frustration, sadness, and pride and acknowledge that the emotions experienced by children are significant. 

¶ wŜǎǇƻƴŘ ŀǇǇǊƻǇǊƛŀǘŜƭȅ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ŎŜƴǘǊŜΩǎ ǊŜŎƻƳƳŜƴŘŜŘ ƎǳƛŘŜƭƛƴŜǎ ŦƻǊ ŎƘƛƭŘǊŜƴΩǎ ƛƴŀǇǇǊƻǇǊƛŀǘŜ 

behaviours. 

¶ Understand that children may not have developed the appropriate strategies to express emotions due to their 

age and/or stage of development. 

¶ Demonstrate an understanding and empathy towards children who display behaviours that are not always 

consistent with their development and/or general disposition. 

¶ Use positive behaviour guidance strategies to encourage preferred behaviour. 

¶ Work in collaboration with children to set play and safety limits and consequences 

¶ Help children to understand why certain behaviours may be positive or negative and therefore appropriate or 

inappropriate in the child care environment. 

 

Management will: 
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¶ Provide continued support and assistance to staff and families who are implementing behaviour guidance 

strategies and/or plans for children that display inappropriate behaviours, (especially if the behaviour is 

aggressive towards other children or adults) 

¶ Be involved in consultations with staff and families when planning, implementing and evaluating Behaviour 

Management Plans for specific behaviours.  

¶ aŀƛƴǘŀƛƴ ǘƘŜ ŎŜƴǘǊŜΩǎ ǊŜǎƻǳǊŎŜǎ to provide current information on behavioural issues.  

¶ Access external support agencies if required.  

 

Positive Behaviour Guidance Strategies 

Model Appropriate Behaviour: set limits and expectations and stick to them. 

Reward Appropriate Behaviour: praise and acknowledge preferred behaviour. Ignore negative behaviour, however if a 

ŎƘƛƭŘΩǎ ǎŀŦŜǘȅ ƛǎ ŀǘ Ǌƛǎƪ ƛƴǘŜǊǾŜƴŜ ƛƳƳŜŘƛŀǘŜƭȅΦ  

Eye contact: DŜǘ Řƻǿƴ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ƭŜǾŜƭΦ 5ƻ ƴƻǘ ȅŜƭƭ ŀŎǊƻǎǎ ǘhe room - 9ȄŎŜǇǘ ŦƻǊ ǘƘŜ ŎƘƛƭŘΩǎ ƴŀƳŜ ŀƴŘ άǎǘƻǇέ ƛŦ 

immediate action is required.  

Loud and soft reprimands: use the tone of your voice to show children how you feel. Not in a frightening negative way. 

Thinking time: withdrawal from activity to a quiet spot with the offer of support. ά[ŜǘΩǎ ŦƛƴŘ ŀ ǎǇŀŎŜ ŦƻǊ ȅƻǳ ǘƻ ŎƭŜŀǊ ȅƻǳǊ 

ƘŜŀŘΦ ²ƻǳƭŘ ȅƻǳ ƭƛƪŜ ƳŜ ǘƻ ǎƛǘ ǿƛǘƘ ȅƻǳΚέ  

Communication skills: Communicate clearly to the children and listen actively.  

Encouragement: Focus on the strengths, assets, effort, improvement and enjoyment.  

Choice Followed By consequences: Give limited choices to the child. Ensure all choices are positive for the child and 

others. E.g. you can wash your hands by yourself or I can help you wash your hands. 

.ǳƛƭŘ ǇƻǎƛǘƛǾŜ ǊŜƭŀǘƛƻƴǎƘƛǇǎ ŀƴŘ ŎƘƛƭŘǊŜƴΩǎ {ŜƭŦ 9ǎǘŜŜƳΥ Establish positive relationships with the children. Help every 

child to feel valued, wanted and respected  

 

Behaviour Guidance Plans 

A behaviour guidance plan may be implemented by educators in collaboration with management and families to 
observe, plan, implement, evaluate and document strategies that reflect when a child is non-compliant to the 
established limits of play and interactions. For example, swearing; hitting, smacking, or kicking 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 documented over a period of time that suggests a pattern is emerging; 

¶ include inappropriate behaviours that occur consistently; 

¶ include inappropriate behaviours that occur with consistent triggers; 

¶ identify that the behaviour could possibly harm another child or adult; 

¶ define the context within which the behaviour occurs; and 

¶ Utilise external support services if necessary. 
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FORM 1.4: BEHAVIOUR GUIDANCE PLAN 
Name of child: ___________   Age: ___  

Start date: _______ Review date: _______ 

Background  

/ƘƛƭŘΩǎ ōŀckground Behaviour indicators 

Information relating to the child's background is recorded here. 

These might include: family information, place in family, culture, 

family structure, additional needs, disability, and medical history.  

In here you would record specific behaviours that the child is 

demonstrating. You must list the exact behaviour, not your 

interpretation of it. For example, 'hitting' rather than 'being naughty'. 

 

 

 

 

 

 

 

 

 

Antecedent events Prioritise behaviour 

These are factors that may be contributing to the child's behaviour, 

for example: death in the family, moving house, losing a pet.  

In most cases, a child will be demonstrating more than one behaviour 

that is inappropriate. In this section, you would allocate a priority to 

each behaviour, according to its severity. 

 

 

 

 

 

 

 

 

 

Behaviour Management Plan 
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Intervention Strategies Support - internal 

In this section you should explain the 

justification behind the plan - that is, why 

you want to change the child's behaviour. 

You must also list the specific actions you 

will take to guide the child's behaviour. 

 

 

 

 

 

 

 

 

This section will detail the exact strategies 

you're going to use for the actions listed 

under 'intervention'. You should also detail 

whether the strategy involves other children, 

the child's family or other staff. 

This refers to the support required by people 

within the Centre and also to members of 

the child's family. 

Aims Limits Support - external 

In this section you should detail exactly what 

modified behaviour you are aiming for. For 

example: Peter will stop smacking other 

children.  

 

 

 

 

 

 

 

 

 

 

 

In here you would detail any limits that exist, 

or need to be put in place. When developing 

limits, consider the child's age and abilities. 

Limits must also be consistent. 

This section is used to detail any external 

support involved in the plan - for example, 

agencies or support services. 

 

 

Evaluation 

Behaviour 
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In here, you would identify how you're going to monitor changes in the child's behaviour. You would also keep records of changes in the 

behaviour, detailing exactly how it was/is changing. 

 

 

 

 

 

 

 

 

 

Plan 

This is where you would evaluate the success of the whole Behaviour Management Plan. You would detail any changes that have taken place, 

and any follow-up actions required. 

 

 

 

 

 

 

 

 

 

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

the community. 

9ŘǳŎŀǘƻǊΩǎ bŀƳŜ 9ŘǳŎŀǘƻǊΩǎ {ƛƎƴŀǘǳǊŜ 

tŀǊŜƴǘΩǎ bŀƳŜ tŀǊŜƴǘΩǎ {ƛƎƴŀǘǳǊŜ 

bƻƳƛƴŀǘŜŘ {ǳǇŜǊǾƛǎƻǊΩǎ bŀƳŜ Nominated SuperǾƛǎƻǊΩǎ {ƛƎƴŀǘǳǊŜ 
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POLICY 1.5: MEDIA AND TECHNOLOGY 
Date of Last Review: April 2019 

Date of Next Review: December 2020 

Legislative links: Education and Care Services National Regulations (NSW) 2014 Part 4.7, Subdivision 4 

Source: http://www.classification.gov.au, Using Social Media in your Service, Rural Connect ς Services Supporting 

Services, Project Update Issue 6, 2013. 

 

Rationale: 

Media 

Australian Classification of media and technology states that: 

¶ General (G) rated content is very mild in impact. The G classification is suitable for everyone. G products may 

contain classifiable elements such as language and themes that are very mild in impact. However, some G-

classified films or computer games may contain content that is not of interest to children. 

¶ 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 children find confusing 

or upsetting and may require the guidance of parents and guardians. They may, 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 under 15 without guidance from parents or guardians. 

¶ Any other classification is inappropriate for young children. 

 

Social networking 

The world of social media offers many opportunities to support communication between education and care services, 

families and associated professional organisations.  While there are many advantages in utilising these mediums, there 

can also be an element of risk, which if managed well can result in rewarding and efficient benefits. 

Although recognising there are many advantages in using social media networks within service operations, it is 

important to approach usage with caution, by carefully and thoroughly managing its usage. Protecting service, family 

ŀƴŘ ŎƘƛƭŘǊŜƴΩǎ ǇǊƛǾŀŎȅ ƛǎ ƻŦ ǳǇƳƻǎǘ ƛƳǇƻǊǘŀƴŎŜΣ ǿƛǘƘ ŀǇǇǊƻǇǊƛŀǘŜ ǎŜǘǘƛƴƎǎ ŎŀǊŜŦǳƭƭȅ ƛdentified to meet this aim. 

 

Aim:  

Kookaburra Child Care Centre supports the use of technology and social media to effectively communicate with families.  

Children will be encouraged to learn about and use a range of media and technology for educational purposes. The 

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

Australian Classification of media and technology states that: 

¶ General (G) rated content is very mild in impact. The G classification is suitable for everyone. G products may 

contain classifiable elements such as language and themes that are very mild in impact. However, some G-

classified films or computer games may contain content that is not of interest to children. 

¶ 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 children find confusing 

or upsetting and may require the guidance of parents and guardians. They may, 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 under 15 without guidance from parents or guardians. 

¶ Any other classification is inappropriate for young children. 

http://www.classification.gov.au/
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Implementation:  

Media 

¶ Only G rated content may be used or PG rated with parent/guardian permission. 

¶ All media and technology will be assessed for its educational value and only used for educational purposes. 

¶ Media and technology may be used for entertainment purposes only in circumstances approved by the 

Director. E.g. rainy days & special experiences etc. 

Social networks 

¶ Staff and families should understand the boundaries when using Facebook and maintain respect for others. 

¶ Facebook should be used for general communication only. Any important information should be 

communicated to management and staff via phone or email including grievances, absences, family matters of 

concern, medications, etc. 

Privacy and Confidentiality 

¶ Written permission from families will be sought on enrolment before using information about or photographs 

of children on social media or other media. 

¶ No private emails, private phone numbers, private mobiles and private address to be shared on Facebook. 
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CATEGORY 2: HEALTH AND SAFETY 
POLICY 2.1: ARRIVAL AND DEPARTURE 
Date: April 2019 

Review Date: December 2020 

Legislative Links: Education and Care Services National Regulations (NSW) 2012 

Source: Education and Care Services National Regulations under the Education and Care Services National Law 2011. 

 

Rationale:  

We encourage families to stay for a period of time to settle your child into the centre and also to stay at departure time 

ǎƻ ǘƘŀǘ ȅƻǳ Ŏŀƴ ŘƛǎŎǳǎǎ ŀƴȅ ƛƳǇƻǊǘŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ȅƻǳ ŎƘƛƭŘΩǎ ŎŀǊŜ ŀƴŘ ŜŘǳŎŀǘƛƻƴ ǿƛth our Educators. 

( Please understand that these times can be busy for Educators as we endeavour to make time to speak to each parent 

or caregiver whilst still engaging with children in play and learning.  

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

Children may be accepted into a combined group for a period of time both in the morning and evenings. These groups 

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

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

Strict guidelines are necessary to ensure that parents and relatives are aware of the process for signing children in and 

out, so that an accurate record of attendance of each child is available.  

 

Aim:  

¶ 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 continuity of care for each child 

¶ ¢ƻ ŜƴŀōƭŜ ǇŀǊŜƴǘǎ ŀƴŘ ŎŀǊŜƎƛǾŜǊǎ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ŘƛǎŎǳǎǎ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ŎŀǊŜ ŀƴŘ ŜŘǳŎŀǘƛƻƴ ǿƛǘƘ ŀƴ 9ŘǳŎŀǘƻǊ 

at arrival and departure times.  

Implementation:  

For each child in attendance at the Centre, there must be an accurate record of attendance that show the  

¶ /ƘƛƭŘΩǎ Ŧǳƭƭ ƴŀƳŜ 

¶ 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:  

¶ A person who brings the child to the centre records the 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 arrival. It is their responsibility to memorise 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 are authorised to sign the child in or out.  

¶ 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 the chilŘ ƻǾŜǊ ƻƴ ŘŜǇŀǊǘǳǊŜΦ tŀǊŜƴǘΩǎ ŀǊe encouraged to 

ǳǎŜ ǘƘƛǎ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ŘƛǎŎǳǎǎ ǘƘŜ ŎƘƛƭŘΩǎ Řŀȅκ ŀƴȅ ƳŜǎǎŀƎŜǎΦ 

¶ ²ƘŜƴ ŀ ŎƘƛƭŘ ƛǎ ŘǊƻǇǇŜŘ ƻŦŦ ƻǊ ƭŜŀǾŜǎ ǘƘŜ ŎŜƴǘǊŜΣ ǘƘŜ ǇŜǊǎƻƴ ǿƘƻ ŘǊƻǇǎ ƻŦŦκŎƻƭƭŜŎǘǎ ǘƘŜ ŎƘƛƭŘ ƛǎ ǘƘŜ ŎƘƛƭŘΩǎ 

parent or a person who is authorised ƛƴ ǿǊƛǘƛƴƎ ōȅ ǘƘŜ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘǎ ǘƻ ŎƻƭƭŜŎǘ ǘƘŜ ŎƘƛƭŘΦ tŀǊŜƴǘΩǎ ŀǊŜ ǊŜǉǳƛǊŜŘ 

ǘƻ ŀǳǘƘƻǊƛǎŜ ŀƭǘŜǊƴŀǘŜ ǇŜǊǎƻƴǎ Ǿƛŀ ǘƘŜƛǊ ·ǇƭƻǊ ŀŎŎƻǳƴǘ όŀǳǘƘƻǊƛǎŜŘ ǇŜǊǎƻƴǎ ǿƛƭƭ ōŜ ŎƻƴǎƛŘŜǊŜŘ Ψ·ǇƭƻǊŜǊǎΩύ 
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¶ Should a person be listed as an authorised contact, however has not beeƴ ǎŜǘǳǇ ŀǎ ŀƴ Ψ·ǇƭƻǊŜǊΩ ǘƘŜ ǇŀǊŜnt will 

ōŜ ŎƻƴǘŀŎǘŜŘ ŀƴŘ ǊŜǉǳƛǊŜŘ ǘƻ ŜƛǘƘŜǊ ǎŜǘ ǘƘŜ ǇŜǊǎƻƴ ǳǇ ŀǎ ŀƴ Ψ·ǇƭƻǊŜǊΩ ƻǊ ƳŀƪŜ ŀƭǘŜǊƴŀǘŜ ŀǊǊŀƴƎŜƳŜƴǘǎ ǘƻ ŎƻƭƭŜŎǘ 

the child.  

¶ LƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ Řŀȅ ǿƛƭƭ ōŜ ǇŀǎǎŜŘ ǘƻ ǘƘŜ ǇŜǊǎƻƴ ǿƘƻ ŎƻƭƭŜŎǘǎ ǘƘŜ ŎƘƛƭŘ 

If a person should arrive at the centre to collect a child and there is no information on the enrolment form authorising 

the person, the child must not be handed over to that person.  

In this instance the parents should be contacted immediately and advised the name of the person who is attempting to 

ŎƻƭƭŜŎǘ ǘƘŜƛǊ ŎƘƛƭŘΦ Cƻƭƭƻǿ ǇŀǊŜƴǘΩǎ ƛƴǎǘǊǳŎǘƛƻƴǎΣ ōǳǘ ŀƭǎƻ ǎŜŜƪ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ǇŜǊǎƻƴ ōŜŦƻǊŜ ŀƭƭƻǿƛƴƎ ǘƘŜƳ ǘƻ 

collect the child.  

If a parent phones or informs us in person that someone else is to collect, identification should be sought from the 

person collecting the child. This person must be over 16 years of age.   
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POLICY 2.2: FOOD AND DRINK SAFETY 
Date of Last Review: June 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2014, Part 4.2 Division 1, National Quality 

Standards ς {ǘŀƴŘŀǊŘ нΥ /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ 

Sources: 

¶ Staying Healthy 5th edition (NHMRC) 2012 

¶ Food Standards Australia www.foodstandards.gov.au 

¶ Prevention of childhood burns and scalds - Information for parents and caregivers (Kidsafe) 

http://www.kidsafesa.com.au 

¶ QIAS Food Safety Fact Sheet 2006 

¶ Get Up & Grow: Healthy Eating and Physical Activity for Early Childhood, Food Safety- Allergies, choking and 

food handling (Australian Government Department of Health) 2011. 

 

Rationale: 

Food is an excellent place for germs to growτin the right conditions, the number of bacteria in food can double every 

30 minutes. Germs that do not grow in food can still be passed from person to person in food. 

Germs that are common on our skin and in the environment can cause food poisoning if they grow to large numbers in 

food. (NHMRC 2012) 

For these reasons, food safety is an important part of infection control in education and care services. 

The best ways to prevent diseases spreading through food are hand hygiene; not sharing food, plates or utensils; 

preparing and storing food properly; and keeping food preparation areas clean. Disinfectants are not routinely needed 

in food preparation areas if surfaces are thoroughly cleaned with detergent in hot water and allowed to dry. (NHMRC, 

2012)  

For very young children, some foods be considered to be unsafe due to the risk of choking e.g. apple peels, raw carrot, 

nuts, and chunky food. 

Allergies and intolerances must also be considered when deciding whether or not a food is safe for a child. (Australian 

Government Department of Health, 2011) 

 

Children are more likely than adults to become ill from eating unsafe food. In early childhood settings, the larger the 

number of children being fed, the larger the risk of contamination. This is because it is more difficult to handle larger 

quantities of food safely. (Australian Government Department of Health, 2011) 

 

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

the temperature of the food and drinks (Australian Government Department of Health, 2011). See table:  

ά{!C9 ½hb9{έ 

 HOT FOODS/MILK CHILLED, FROZEN FOODS/MILK 

 

aƻǊŜ ǘƘŀƴ слΩ/ [Ŝǎǎ ǘƘŀƴ рΩ/ 

 

ά5!bD9w ½hb9{έ 

рΩ/ ς слΩ/ 

BETWEEN THESE TEMPERATURES BACTERIA GROWS VERY QUICKLY  

 

Cross Contamination 

http://www.foodstandards.gov.au/
http://www.kidsafesa.com.au/__files/f/2287/Burns_and_Scalds.pdf
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Childcare 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 prepare 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 of cross infection is minimised e.g. through thorough hand washing, use of an apron 

cleaning work surfaces etc. (NHMRC, 2012) 

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 

or dǊƛƴƪǎ ŀǘ слΩ/ ƛǘ Ŏŀƴ ǇǊƻŘǳŎŜ оrd degree burns in under 1 second (Kidsafe, Prevention of childhood burns and scalds - 

Information for parents and caregivers).  

Therefore, ŦƻƻŘ Ƴǳǎǘ ōŜ ƘŜŀǘŜŘ ǘƻ ŀōƻǾŜ слΩ/ ǘƘŜƴ ƭŜǘ Ŏƻƻƭ ǘƻ ōƻŘȅ ǘŜƳǇŜǊŀǘǳǊŜ όорΩ/ ς прΩ/ύ ōefore immediately 

serving to children. All food trays are equipped with a food thermometer and all staff 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 to be carefully prepared, stored and heated. 

.ǊŜŀǎǘ Ƴƛƭƪ Ŏƻƴǘŀƛƴǎ ǘƘŜ ƳƻǘƘŜǊΩǎ ŀƴǘƛōƻŘƛŜǎΣ ǿƘƛŎƘ ƘŜƭǇ ǇǊŜǾŜƴǘ ƛƭƭƴŜǎǎ ƛƴ infants. Encourage and support mothers of 

infants up to 12 months old to provide expressed breast milk, or to visit the education and care service to feed their 

infants. 

Formula or breast milk needs to be kept refrigerated or frozen. Keep a non-mercury thermometer in your fridge so that 

you can check that the temperature is below 5°C. !ƭƭ ōƻǘǘƭŜǎ ƴŜŜŘ ǘƻ ōŜ ƭŀōŜƭƭŜŘ ǿƛǘƘ ǘƘŜ ŎƘƛƭŘΩǎ ƴŀƳŜ ŀƴŘ ǘƘe date 

the bottle was prepared or brought in by the parent. (NHMRC 2012) 

 

Water 

Water is offered to children at most meals, as well as at any time throughout the day. For children under 12 months the 

water is previously boiled, then chilled in the refrigerator each day before being offered. For children over 12 months, 

water is given from the tap. (NHMRC 2012) 

 

Children cooking 

Children love to cook. Cooking is a safe and enjoyable activity for all and children will be encouraged to participate in 

cooking for educational and leisure purposes under the direct supervision of Educators. (NHMRC 2012) 

 

Aim 

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

¶ To maintain a safe and hygienic area for food and drink preparation and storage  

¶ To ensure food and drink is fresh and clean 

¶ To ensure food and drink is presented in a clean and attractive manner, and is also appealing for the children to 

consume.  

¶ To ensure staff, children and families are aware of and implement appropriate food handling and storage 

practices. 

¶ To provide on-going professional development and training opportunities for staff 

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

 

Implementation 

Families will:  

ω Be encouraged to implement appropriate food handling and storage practices in the home according to current 
information by recognised health authorities. 
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¶ Keep the Centre informed about any allergies or intolerances your child may have and keep the Centre up-to-
date on any changes. 

¶ Clearly label all food and food containers with thŜƛǊ ŎƘƛƭŘΩǎ ƴŀƳŜΦ  

¶ Follow centre allergy restrictions e.g. nut free, egg free 

¶ /ƻƴǎǳƭǘ ŜŘǳŎŀǘƻǊǎ ŀōƻǳǘ ōǊƛƴƎƛƴƎ ƛƴ ŦƻƻŘ ŦƻǊ ǘƘŜƛǊ ŎƘƛƭŘΩǎ Ŏƭŀǎǎ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ƛǘ ǿƛƭƭ ōŜ ŀǇǇǊƻǇǊƛŀǘŜ ŦƻǊ ŀƭƭ ŎƘƛƭŘǊŜƴ 
in the class e.g. birthday cakes 

Staff will:  

¶ Undertake appropriate training for food handling/ food safety supervisor training organised by management. 

¶ Follow all guidelines for food preparation and handling outlined in Procedure 2.2 Food and Drink Safety. 

¶ Promote safe food practices with children and families. 

¶ Educators will follow the food safety procedure for cooking with children.  

¶ .Ŝ ŀǿŀǊŜ ƻŦ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ŎŜƴǘǊŜΩǎ ŘƻŎǳƳŜƴǘŜŘ ŦƻƻŘ ǎŀŦŜǘȅ ǇǊƻƎǊŀƳΦ 

Management will:  

¶ Maintain a documented food safety program monitored by Queensland Health. 

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

¶ Ensure that most of the staff have a current Food Handlers Certificate 

¶ Ensure that staff working in the preparation of food have appropriate 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 regarding food safety is available to families 

¶ Ensure that Centre restrictions on food due to allergies are clearly communicated to all staff and families. 
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PROCEDURE 2.2: FOOD AND DRINK SAFETY 
Date of Last Review: May 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2014, Part 4.2 Division 1, National Quality 

Standards ς {ǘŀƴŘŀǊŘ нΥ /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ 

Sources: 

¶  Staying Healthy 5th edition (NHMRC) 2012 

¶ Food Standards Australia www.foodstandards.gov.au 

¶ Prevention of childhood burns and scalds - Information for parents and caregivers (Kidsafe) 

http://www.kidsafesa.com.au 

¶ QIAS Food Safety Fact Sheet 2006 

¶ Get Up & Grow: Healthy Eating and Physical Activity for Early Childhood, Food Safety- Allergies, choking and 

food handling (Australian Government Department of Health) 2011. 

 

Serving meals and snacks 

(NHMRC 2012) 

¶ Clean tables with Florosan 

¶ Ensure long hair is tied back and free from loose ends hanging around your face.  

¶ Wash your hands thoroughly with soapy water before preparing or serving food or drinks. If you are interrupted 

to care for a child while preparing food or spoon feeding an infant, be sure to wash your hands again before you 

continue 

¶ /ƘŜŎƪ ǘƘŀǘ  ŀƭƭ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ƘŀƴŘǎ ŀǊŜ ǿŀǎƘŜŘ ōŜŦƻǊŜ ǘƘŜȅ Ŝŀǘ ƻǊ ŘǊƛƴk  

¶ Encourage children to turn away from food or drink and cover their mouths when coughing or sneezing and then 

wash their hands 

¶ ²ƘŜƴ ǎŜǊǾƛƴƎ Ƙƻǘ ŦƻƻŘ ŎƘŜŎƪ ǘƘŜ ǘŜƳǇŜǊŀǘǳǊŜ ƛǎ ŀōƻǾŜ слΩ/ ǿƘŜƴ ǎŜǊǾƛƴƎ ŀƴŘ ǘƘŜƴ ŀƭƭƻǿ ŦƻǊ ŦƻƻŘ to cool down 

to body temperature όорΩ/ ς прΩ/ύ ōŜŦƻǊŜ feeding to a child immediately. This can be tested with the food 

thermometer on your serving tray. 

¶ If children are sharing food from a common bowl or plate, make sure they understand that they need to use 

tongs, spoons or other appropriate utensils to take the food they want to eat. Remind them that they cannot 

touch food that is being shared 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 taking food from a common bowl or plate. 

¶ Do not allow children to share individual eating or drinking utensils, ƻǊ ǘŀƪŜ ŦƻƻŘ ŦǊƻƳ ƻǘƘŜǊ ŎƘƛƭŘǊŜƴΩǎ plates or 

bowls. 

¶ Use a separate spoon for each child you feed 

¶ Throw out all leftovers. Tell parents what food their child left, but do not return the leftover food to parents. 

Receiving and Storing Food 

(Food Standards Australia)  

Facilities must take all practicable measures to ensure they only receive food that is safe and suitable for human 

consumption. This means that they must make sure that the food they receive: 

1. Is protected from contamination 

¶ check that food is covered or packaged when it arrives and that the packaging or covering is not damaged;  

¶ /ƘŜŎƪ ǘƘŜ ΨōŜǎǘ ōŜŦƻǊŜΩ ƻǊ ΨǳǎŜ ōȅΩ ŘŀǘŜ ς if the ΨǳǎŜ ōȅΩ ŘŀǘŜ Ƙŀǎ ǇŀǎǎŜŘ ǘƘŜ ŦƻƻŘ Ƴŀȅ ƘŀǾŜ ǎǇƻƛƭǘΦ CƻƻŘ Ŏŀƴƴƻǘ 

ōŜ ǳǎŜŘ ƻǊ ǎƻƭŘ Ǉŀǎǘ ƛǘǎ ΨǳǎŜ ōȅΩ ŘŀǘŜΤ ƳŀƪŜ ǎǳǊŜ ǎƻƳŜone is at work to inspect the food when it arrives and to 

place it directly into the freezer, refrigerator or other appropriate storage area. 

http://www.foodstandards.gov.au/
http://www.kidsafesa.com.au/__files/f/2287/Burns_and_Scalds.pdf
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¶ Check that delivery vehicle is clean and goods have not been exposed to chemicals. 

2. Can be identified while it is on the premises 

Although most, if not all of the food you buy will be labelled with the name of the product and the name and address 

of the manufacturer, importer or packager of the food, you may also have unpackaged or unlabelled food on your 

premises and will need other ways of proving what this food is and where it came from; to do this you may want to use 

your supplier invoices, or keep some other record of your suppliers and what you buy from them and the food you have 

on your premises. 

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

¶ if it is chilled ς at a temperature of 5°C or below; 

¶ if it is hot ς at a temperature of 60°C or above; 

¶ if it is frozen ς frozen hard and not partly thawed. (thawed or partly thawed food must not be refrozen but may 

be refrigerated and used as refrigerated goods) 

Dry Storage 

¶ make it difficult for pests to get into storage areas by sealing all holes, cracks and crevices where pests may breed 

or enter; 

¶ store opened packaged products in clean, sealed food grade containers or adequately reseal the package; 

¶ look for signs of pest infestation where dry products are stored, for example: droppings, eggs, webs, feathers 

and odours; 

¶ check that your dry storage area is cleaned regularly and is not overcrowded; 

¶ ŎƘŜŎƪ ǘƘŀǘ ȅƻǳ ǳǎŜ ǘƘŜ ƻƭŘŜǎǘ ǎǘƻŎƪ ŦƛǊǎǘ ŀƴŘ ǘƘŀǘ ƛǘ ƛǎ ǎǘƛƭƭ ǿƛǘƘƛƴ ΨōŜǎǘ ōŜŦƻǊŜΩ ƻǊ ΨǳǎŜ ōȅΩ ŘŀǘŜǎΤ 

¶ check that packaging is not damaged; 

¶ check that chemicals such as cleaning products are stored away from food; 

¶ check that all food is stored off the floor; 

¶ ǎǘƻǊŜ ŦƻƻŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ǎǇŜŎƛŦƛŎŀǘƛƻƴǎΤ 

¶ Have the premises treated regularly by a licensed Pest control operator. 

Cold Storage 

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

¶ check and record the temperature of food inside the refrigerator using a thermometer τ it should always be 5°C 

or colder; 

¶ all foods need to be stored in clean and covered food grade containers or wrapped in a protective covering, such 

as plastic; 

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

food cold; 

¶ make sure that raw food is separated from ready-to-eat food; 

¶ check that water and condensation from raw foods will not drip onto ready-to-eat food; 

¶ Make sure food does not stay in refrigeration for periods of time that may render the food unsuitable. Identifying 

and date marking the food will allow you to use the oldest stock first; 

¶ Řƻ ƴƻǘ ǳǎŜ ŦƻƻŘ ǘƘŀǘ ƛǎ Ǉŀǎǘ ƛǘǎ ΨǳǎŜ ōȅΩ ŘŀǘŜ ŀƴŘ ŎƘŜŎƪ ŦƻƻŘ ǘƘŀǘ ƛǎ Ǉŀǎǘ ƛǘǎ ΨōŜǎǘ ōŜŦƻǊŜΩ ŘŀǘŜ ǘƻ ŜƴǎǳǊŜ ƛǘ ƛǎ ƴƻǘ 

damaged or deteriorated; 

¶ check that the inside of cold storage equipment is clean and free from mould; 

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

¶ Frozen food needs to be stored frozen hard (not partially thawed), to stop bacteria from multiplying; make sure 

food is stored and covered in clean containers. It should be clearly labelled and dated to allow for stock rotation; 

¶ ŘƻƴΩǘ ƻǾŜǊŎǊƻǿŘ ŦǊƻȊŜƴ ǎǘƻǊŀƎŜ ŀǊŜŀǎΤ 

¶ makŜ ǎǳǊŜ ǘƘŀǘ ǇŀŎƪŀƎƛƴƎ ƛǎƴΩǘ ŘŀƳŀƎŜŘΤ 

¶ keep freezers clean; 

¶ Check the food in your freezer regularly to see if food is contaminated, damaged, deteriorated or perished. 

Separating raw and cooked foods 

If foods have been properly cooked/reheated, any germs that were in the food will have been killed. It is important not 

to let raw food come in contact with cooked food, because the raw food may have germs in it. 

To prevent cross-contamination between raw and cooked foods: 

¶ keep raw and cooked foods separate, even in the fridge 

¶ keep cooked food above uncooked food in the fridge 

¶ Use separate utensils (such as cutting boards and knives) for raw and cooked food. 

Preparing Food 

¶ Staff will wear clean aprons when working in the kitchen, or have a clean top to change in to after finishing in the 

kitchen 

¶ The kitchen should be fly and vermin proof 

¶ Wash your hands thoroughly with soapy water before handling food 

¶ /ƻƻƪ ŦƻƻŘ Ƙƻǘ όƻǾŜǊ слΩ/ύ ŀƴŘ ǎǘƻǊŜ ŦƻƻŘ ŎƻƭŘ όǳƴŘŜǊ рΩ/ύ 

¶ Avoid reheating food at all, but if required reheat food once only ǘƻ тлΩ/ ŦƻǊ н ƳƛƴǳǘŜǎΣ ŀƭƭƻǿ ǘƻ Ŏƻƻƭ ŀƴŘ ǎŜǊǾŜ 

to the child, and then throw away all leftovers. 

¶ Freeze leftovers which have not been exposed to the danger zone or served for eating in containers that are 

labelled with current date 

¶ Use a food thermometer to ensure that cooked or reheated food reaches the correct temperature. Keep a non-

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

 

Milk/formula for babies 

(NHMRC 2012) 

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

.ǊŜŀǎǘ Ƴƛƭƪ Ŏƻƴǘŀƛƴǎ ǘƘŜ ƳƻǘƘŜǊΩǎ ŀƴǘƛōƻŘƛŜǎΣ ǿƘƛŎƘ ƘŜƭǇ ǇǊŜǾŜƴǘ illness in infants. Encourage and support mothers of 

infants up to 12 months old to provide expressed breast milk, or to visit the education and care service to feed their 

infants. 

Formula or breast milk needs to be kept refrigerated or frozen. Keep a non-mercury thermometer in your fridge so that 

you can check that the temperature is below 5°C. All bottles need to be labelled with the ŎƘƛƭŘΩǎ name and the date the 

bottle was prepared or brought in by the parent. 

If you are involved in handling, preparing or serving milk/formula for babies, remember to wash your hands with soapy 

water before doing the following:  

 

Breast milk:  

Staff will ensure that families have clearly labelled bottles of breastmilk before accepting them for use at the centre. 

Storage times for breast milk range from:  

¶ 3-5 days in fridge 
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¶ 2 weeks in freezer compartment inside of fridge 

¶ 3 months if freezer has separate door to fridge  

¶ 6-12 months in deep freezer  

 

When thawing frozen breast milk, always use the oldest milk first. Thaw 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 test that is at a safe 

temperature before offering 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 mothers to supply breast milk 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 fresh formula for each feed and give it to the 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 away any formula that is left over. Do not freeze or reheat leftover made-up formula. 
Families are requested to supply bottles and formula (correct quantities already measured into separate containers), 
ŀƴŘ ǎǘŀŦŦ ǿƛƭƭ ǇǊŜǇŀǊŜ ōƻǘǘƭŜǎ ŀŎŎƻǊŘƛƴƎ ǘƻ ŜŀŎƘ ōŀōȅΩǎ individual needs. 
Preparation includes:  

¶ Boil water for 5 minutes then allow it to cool 

¶ Pour appropriate level of water into bottles 

¶ Add powdered formula  

¶ Shake well and store in fridge 

Formula can be stored in fridge for the day, but unused contents will be discarded at the end of the day. Heat formula 

by placing bottle in hot water until desired temperature is reached. Discard any leftover formula immediately.  

 

Microwave ovens: 

It is not recommended to warm bottles in the microwave.  Microwave ovens distribute heat unevenly. For example, the 

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. Therefore alternative measures will be taken 

to heat ǘƘŜ ōŀōȅΩǎ ōƻǘǘƭŜǎ. (NHMRC 2012) 

 

Water: 

Water is offered to children at 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 refrigerator each day before being offered. For children over 12 months, 

water is given from the tap. (NHMRC 2012) 

 

ChildrenΩǎ /ƻƻƪƛƴƎ !ŎǘƛǾƛǘƛŜǎΥ  

(NHMRC 2012) 

¶ Be aware of the dangers of heat; therefore foods that need to be cooked in a frypan, e.g. pikelets, require 

maximum supervision and preferably small groups of children participating at one time 

¶ Ensure children and staff wash their hands thoroughly and tie up any long hair before starting 

¶ aŀƪŜ ŎŜǊǘŀƛƴ ǎƘŀǊǇ ǳǘŜƴǎƛƭǎ ŀǊŜ ƪŜǇǘ ƻǳǘ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ǊŜŀŎƘ ƛŦ ƴƻǘ ōŜƛƴƎ used. 

¶ To reduce the chances of germs being spread through food, it is recommended that children only prepare food 
that will be cooked afterwardsτany germs in the food will be destroyed when the food is cooked. However, if 
the food will not be cooked, this risk can be lowered if children only prepare food to eat themselves. 

¶ For food that will not be cooked before eating, children must be given individual plates, utensils and 
ingredients. 

¶ During cooking, staff will discuss with the children issues about nutrition, hygiene, cooking safely and food safety.  
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¶ After activity, staff will store food in appropriate ways, e.g. chilled in fridge or sealed in air tight container, until 

food is served. 

¶ Upon serving, staff will ensure food is at correct temperature for children to eat. 

 

Cleaning and Sanitising surfaces, equipment and utensils 

(Food Safety Australia) 

Cleaning and sanitising are different processes. Cleaning removes visible residue such as food waste, dirt and grease 

and can be achieved through the use of water and detergents. Sanitising reduces micro-organisms and can be 

achieved through the use of heat and water or chemicals. 

Anything that comes into contact with food must be cleaned and sanitised. Items which do not come into contact with 
food need only be cleaned. 
 
Six steps to proper cleaning 
 
1. Pre-clean: scrape, wipe or sweep away food scraps and rinse with water; 
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 sanitƛǎŜǊΩǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ǘƻ ǎŜŜ ƛŦ ȅƻǳ ƴŜŜŘ ǘƻ Řƻ ǘƘƛǎύΤ ŀƴŘ 
6. Dry: allow to drip-dry if not possible, dry with a clean tea-towel. 
 
To sanitise soak items in water at 77°C for 30 seconds. 
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POLICY 2.3: FOOD AND NUTRITION 
Date of Last Review: May 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2014, Part 4.2 Division 1 

Source: Nutriǘƛƻƴ ƛƴ /ƘƛƭŘŎŀǊŜ CŀŎǘǎƘŜŜǘΥ !ƴƎŜƭŀ hǿŜƴǎΣ b/!/Σ нллуΦ b!v bǳǘǊƛǘƛƻƴΩǎ DǳƛŘŜ ŦƻǊ ǇŀŎƪƛƴg a School 

Lunchbox, Food Smart Schools, www.foodsmartschools.org, accessed 2016. Nutrition Australia 

www.nutritionaustralia.org  

 

Rationale: 

Promoting childrŜƴΩǎ ƘŜŀƭǘƘ ƛǎ ŀƴ ƛƳǇƻǊǘŀƴǘ ŀǎǇŜŎǘ ƻŦ ǉǳŀƭƛǘȅ ŎŀǊŜΦ /ƘƛƭŘ /ŀǊŜ {ŜǊǾƛŎŜǎ ƘŀǾŜ ŀ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǇǊƻƳƻǘŜ 

good nutrition for all children while they are in care and provide appropriate information about healthy eating to 

families. 

It is important for both services 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 grow, they are able to develop and reach their physical 

and mental potential. Alternatively, poor 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 positive benefits for infants, and services need to provide opportunities and encouragement 

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 to decide whether they will breastfeed their child while they are in care, and each 

ŦŀƳƛƭȅΩǎ decision should be accepted and respected. 

Some children may have very specific food requirements due to allergies, food intolerances, cultural background or 

family preference. Child care services need to be prepared to work with families to make sure thaǘ ƛƴŘƛǾƛŘǳŀƭ ŎƘƛƭŘǊŜƴΩǎ 

needs are met. 

Child care professionals play an important role in supporting children to develop a healthy and positive attitude towards 

good food choices. Child care services should encourage the idea of mealtimes as an opportunity for social interaction 

ƛƴ ŀ ǊŜƭŀȄŜŘ ŀǘƳƻǎǇƘŜǊŜΦ ¢Ƙƛǎ ƛǎ ƘŜƭǇŦǳƭ ƴƻǘ ƻƴƭȅ ŦƻǊ ǘƘŜ ŘŜǾŜƭƻǇƳŜƴǘ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƛƴǘŜǊǇŜǊǎƻƴŀƭ ŀƴŘ ƭŀƴƎǳŀƎŜ ǎƪƛƭƭǎΣ ōǳǘ 

also helps to convey the message that eating healthy food is fun! 

 

Aim:  

¶ Promote good nutrition for all children while in care 

¶ Provide current and appropriate information about healthy eating to families 

¶ {ǳǇǇƭȅ ŎƘƛƭŘǊŜƴ ǿƛǘƘ ŦƻƻŘ ǘƘŀǘ ƳŜŜǘǎ ŎƘƛƭŘǊŜƴΩǎ ƴǳǘǊƛǘƛƻƴŀƭ ƴŜŜŘǎ ŀƴŘ ǿƻǊƪ with families to make sure that 

ƛƴŘƛǾƛŘǳŀƭ ŎƘƛƭŘǊŜƴΩǎ ŘƛŜǘŀǊȅ ƴŜŜŘǎ ŀǊŜ ƳŜǘ ŀƴŘ ŦŀƳƛƭƛes preferences are respected 

¶ Provide opportunities and encouragement for families to continue to provide breast milk for their children 

while in care 

¶ Support and encourage 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 caǘŜǊ ŦƻǊ ŀ ǊŀƴƎŜ ƻŦ ŀƭƭŜǊƎƛŜǎΣ ƛƴǘƻƭŜǊŀƴŎŜǎ ŀƴŘ ƛƴŘƛǾƛŘǳŀƭ ŦŀƳƛƭȅΩǎ ǇǊŜŦŜǊŜƴŎŜǎ ōȅ ǇǊƻǾƛding 

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 unable to cater for their individual dietary needs. 

  

Management will: 

¶ Provide current information and resources about ŎƘƛƭŘǊŜƴΩǎ nutrition to staff and families 

¶ Ensure that all staff are kept up to date with nutrition guidelines and that all food provided for children meet 

these guidelines 

http://www.foodsmartschools.org/
http://www.nutritionaustralia.org/
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¶ Ensure that the most appropriate food products are provided for children e.g. full cream milk 

¶ Balance budgetary constraints with nutritional needs and ease of preparation 

¶ Ensure that all menus meet the current nutrition guidelines and are approved by Nutrition Australia 

¶ Provide a sufficiently flexible diet to allow children choices 

¶ Ensure food provided is interesting and varies in colour, taste and texture  

¶ Ensure that alternative food options are available to cater for chilŘǊŜƴ ŀƴŘ ŦŀƳƛƭȅΩǎ ƛƴŘƛǾƛŘǳŀƭ ŘƛŜǘŀǊȅ ƴŜŜŘǎΣ 

e.g. dairy free, gluten free 

¶ Ensure all children have access to water all day  

¶ Consult with families regarding ŎƘƛƭŘǊŜƴΩǎ individual dietary needs at the time of enrolment 

¶ Provide opportunities and encouragement for families to continue to provide breastmilk for their children 

while in care 

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

healthy options 

 

Staff will: 

¶ Follow nutrition guidelines as well aǎ ŦŀƳƛƭȅ ǇǊŜŦŜǊŜƴŎŜǎ ǿƘŜƴ ƳŀƪƛƴƎ ŎƘŀƴƎŜǎ ǘƻ ŎƘƛƭŘǊŜƴΩǎ ŘƛŜǘǎ ǘƻ ŎŀǘŜǊ ŦƻǊ 

their developmental needs e.g. introducing solids to infants in care. 

¶ 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 their child at the centre. 

¶ Ensure vigilant supervision of infants whilst learning to eat more solid foods  

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

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

¶ Encourage all children to try new foods, but always provide options.  

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

¶ Communicate with families about their childrenΩǎ ŦƻƻŘ intake both in care and at home 

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

healthy options 

¶ Provide a relaxed, flexible and social meal time environment and routine for children. 

 

Families will:  

¶ 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.  

¶ Provide breastmilk or formula for infants. 

¶ Ensure that all bottles and formula containers and lunch boȄŜǎ ŀǊŜ ŎƭŜŀǊƭȅ ƭŀōŜƭƭŜŘ ǿƛǘƘ ȅƻǳǊ ŎƘƛƭŘΩǎ ƴŀƳŜΦ 

¶ 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. allergy restrictions, intolerances, healthy options 

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

 

Healthy Options Guidelines 

Morning tea 

¶ A healthy snack such as yoghurt, cheese and crackers, plain biscuits, muffins, pikelets, plain popcorn, dried fruit 

AND a piece of fresh fruit. 

Lunch 

¶ A healthy meal that should include salad or vegetables such as a pasta or rice dish or a sandwich. 

 

Afternoon tea 

¶ A healthy snack such as yoghurt, cheese and crackers, plain biscuits, muffins, pikelets, plain popcorn, dried 

fruit. 
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Late afternoon tea 

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

 

Drinks 

¶ Water or plain milk 

 

Note:  

¶ This is only a guideline and is NOT a prescriptive list of foods allowed in the centre. Please 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 allergies e.g. nuts, egg. 

¶ Children are active all day during care and therefore have high energy needs. Please ensure that 

sufficient amoǳƴǘǎ ƻŦ ŦƻƻŘ ŀǊŜ ǇǊƻǾƛŘŜŘ ƛƴ ȅƻǳǊ ŎƘƛƭŘΩǎ ƭǳƴŎƘōƻȄ ƛŦ ȅƻǳ Řƻ ƴƻǘ ǿƛǎƘ ŦƻǊ ȅƻǳǊ ŎƘƛƭŘ ǘƻ 

eat food provided by the centre. 
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POLICY 2.4: DENTAL HEALTH AND HYGIENE 

Date of Last Review: May 2018 

Date of Next Review: December 2019 

Legislative Links: Guide to the National Quality Standards 2013 Element 2.1.3 

Sources:  

άIŀǇǇȅ ¢ŜŜǘƘ wŜǎƻǳǊŎŜ Yƛǘέ vǳŜŜƴǎƭŀƴŘ IŜŀƭǘƘΣ www.health.qld.gov.au 

ά[ƛǘǘƭŜ {ƳƛƭŜǎέ bŜǿ {ƻǳǘƘ ²ŀƭŜǎ IŜŀƭǘƘΣ www.health.nsw.gov.au 

  

Rationale 

The dental health of Australian children has improved over recent decades, with a dramatic decline in the experience 

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

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 

¶ Promote good dental health behaviour in all children (and parents) to help reduce the prevalence of dental 

caries, especially in all children who are in the high risk category. 

¶ Raise the awareness of dental health and dental disease with staff. 

 

Implementation:  

 

Management will: 

¶ 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: 

¶ Report to the family any signs of: visible decay, gum swelling, infection 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 tooth. Advise family to take their child to a dental 

professional as soon as possible. 

¶ Work in partnership with families to establish and maintain effective dental care practices for children at the 

centre and at home. 

¶ Encourage all families to take their child for a dental assessment by a dental professional by the end of their 

second year and continue to have regular dental check-ups (once a year is best).  

¶ Implement age appropriate activities to encourage dental health. 

 

0-2 Years 

¶ Avoid fluids and foods that are sweet and sticky. Give water when thirsty 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 the use of a cup from 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. 

http://www.health.qld.gov.au/
http://www.health.nsw.gov.au/
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2-5 years 

¶ Use teachable moments, such as meal times to teach 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 mouth through stories, 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 their teeth 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. 

¶ /ƘŜŎƪ /ƘƛƭŘǊŜƴΩǎ ǘŜŜǘh as part of the daily routine. You may use this opportunity to talk to the children about 

checking their own teeth in the mirror. This action reinforces the dental check-up process and makes children 

more comfortable. Make the experience fun and interesting ŦƻǊ ŎƘƛƭŘǊŜƴΦ CƻǊ ŜȄŀƳǇƭŜΥ {ƛƴƎ ǘƘŜ ǎƻƴƎ άhǇŜƴ 

²ƛŘŜΣ [ŜǘΩǎ /ƘŜŎƪ LƴǎƛŘŜΣ ƛǘΩǎ ¢ŜŜǘƘ ¢ƛƳŜΣ LǘΩǎ ¢ŜŜǘƘ ¢ƛƳŜΦέ 

 

Over 5 years 

¶ Use teachable moments, such as meal times to teach 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. 

¶ Use books, posters and other media to begin discussions about dental health, dental check-ups and correct 

methods for cleaning their teeth, gums and mouth. 

¶ 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. Encourage adults to help children clean their 

teeth properly up to the age of 8 years. 

¶ Encourage children to check their own teeth as part of the daily routine.  
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POLICY 2.5: EAR CARE 

Date of Last Review: May 2018 

Date of Next Review: December 2019 

Legislative Links: Guide to the National Quality Standards 2013 Element 2.1.3 

Sources: http://www.careforkidsears.health.gov.au 

  

Rationale 

During pre-school and primary school years many children suffer middle ear infections (Otitis Media) and mild hearing 

loss. Some studies suggest that up to 91% of Aboriginal and Torres Strait Islander children in rural communities present 

with Otitis Media (OM). 

 

[ŜŦǘ ǳƴǘǊŜŀǘŜŘΣ ŜŀǊ ƛƴŦŜŎǘƛƻƴǎ Ŏŀƴ ƭŜŀŘ ǘƻ ƘŜŀǊƛƴƎ ƭƻǎǎ ǿƘƛŎƘ Ƴŀȅ ƭƛƳƛǘ ŀ ŎƘƛƭŘΩǎ ŎŀǇŀŎƛǘȅ ǘƻ ŘŜǾŜƭƻǇ ǎƻŎƛŀƭƭȅ ŀƴŘ 

emotionally. Ear infections can also adversely affect educational outcomes. 

 

CƻǊ ǘƘŜǎŜ ǊŜŀǎƻƴǎΣ ƛǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ȅƻǳΣ ŀǎ ǿŜƭƭ ŀǎ ŎŀǊŜǊǎ ŀƴŘ ǇŀǊŜƴǘǎ ƪƴƻǿ ǿƘŀǘ ǘƻ Řƻ ƛŦ ŀ ŎƘƛƭŘΩǎ ŜŀǊ ƛǎ ǎƻǊŜΦ Lƴ ŀŘŘƛǘƛƻƴΣ 

because an infected ear may present without symptoms, it is crucial everyone who cares for children recognises the 

importance of regular ear check-ups. 

 

Aim 

Kookaburra Child Care Centre aims to promote good ear care practices with children and families. 

 

Implementation:  

Management will: 

¶ Offer current ear care information and create and maintain partnerships with health professionals to provide 

educational programs for children, families and staff.  

¶ Encourage families to take their children for regular check-ups at the GP or Health clinic. 

 

Educators will:  

¶ Use teachable moments, such as meal times to teach children about ways to care for their ears. 

¶ Use books, posters and other media to begin discussions about ear health, medical check-ups and correct 

methods for blowing their nose. 

¶ Encourage children to blow their nose when it is runny and tell an adult if their ear is sore or if they cannot 

hear properly. 

¶ Help babies to keep their nose and face clean. 

¶ Be aware of possible signs of poor ear health and report concerns about ear health to families. 

¶ Encourage families to take their children for regular check-ups at the GP or Health clinic. 

 

Signs of poor ear health may include: 

¶ Children pulling or rubbing their ears 

¶ Children not responding to voices and sounds 

¶ Runny nose  

http://www.careforkidsears.health.gov.au/
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POLICY 2.6: ACCIDENT PREVENTION 
Date of Last Review: May 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2014 Part 4.2. 

Source: http://www.kidsafeqld.com.au 

 

Rationale: 

Each year about 250 Australian children (aged 0-14 years) are killed and 58,000 hospitalised by unintentional injuries ς 

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 the unacceptable level of 

risk and consequence of injury to children. 

 

Implementation: 

All staff will be aware of risks to children and take reasonable steps to reduce the risk of accidents including but not 

limited to the following: 

  

¶ Actively supervise all children at all times. 

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

¶ Store all medications, cleaning products and other poisonous substances out of reach of children  

¶ Place lids on nappy buckets and store them up high to avoid poisoning and drowning. 

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

¶ When bathing children, ensure they are supported by an adult at all times and the water is at a safe 

temperature and a safe depth. 

¶ Toys need to be age appropriate, durable and washable. For small children they must also have smooth edges 

and no small parts that can be swallowed. Ensure toys meet the Australian Standard AS/NZ 8124. 

¶ Follow safe sleeping guidelines outlined by SIDS and Kids for rest and sleep periods. 

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

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

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

children.  

¶ Follow sun safe guidelines for outdoor play. 

¶ /ƘƻƻǎŜ Ǉƭŀȅ ŜǉǳƛǇƳŜƴǘ ǘƘŀǘ ƛǎ ŀǇǇǊƻǇǊƛŀǘŜ ŦƻǊ ŎƘƛƭŘǊŜƴΩǎ ǎƛȊŜ ŀƴŘ ƭŜǾŜƭ ƻŦ ŘŜǾŜƭƻǇƳŜƴǘΦ 

¶ Install playground equipment or cubbies away from hazards with hard surfaces such as concrete paths, garden 

edging and stakes. Place soft impact absorbing material underneath all equipment. Slides, climbing frames, 

horizontal and vertical ladders etc. should be less than 1 metre above the ground. 

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

¶ Always ensure that gates are properly closed and fastened. 

¶ Never allow children to play unsupervised with animals. 

¶ 9ƴƘŀƴŎŜ Ǿƛǎƛōƛƭƛǘȅ ōȅ ǇƭŀŎƛƴƎ ōǊƛƎƘǘƭȅ ŎƻƭƻǳǊŜŘ ǎǘƛŎƪŜǊǎ ŀǘ ǘƘŜ ŎƘƛƭŘΩǎ ƘŜƛƎƘǘ ƻƴ ŀƴȅ Ǝƭŀǎǎ ǇŀƴŜƭ ƻǊ ǎƭƛŘƛƴƎ door. 

 

Risk assessments will be conducted on activities and equipment to which children will be exposed to ensure risk of 

accidents are minimised. Risk Benefit Analysis will be carried out on any planned activity that presents risk to the 

children. 

  

http://www.kidsafeqld.com.au/
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POLICY 2.7: ADMINISTRATION OF MEDICATION 
Date of Last Review: May 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] Part 4.2 Division 3 

Source: Education and Care Services National Regulations [NSW] Part 4.2 Division 3 

 

Rationale 

Administering medication to children at the request of their family is a task that requires attention to detail, record 

keeping, teamwork, and common sense. It is a responsibility that must be taken seriously, due to the potential health 

risks, and litigation issues that may arise as a result of incorrect administration. Accuracy is a priority. 

 

Aim 

Kookaburra Child Care Centre commits to providing children with appropriate medical care when necessary including 

the accurate administration of medication. 

 

Implementation 

Parent Responsibilities 

¶ During the enrolment process families must be honest and forthcoming with any information, documentation 

and medication relating to medical conditions that their child may have ς see Policy 2.12- Medical Conditions. 

¶ Should a child require medication to be administered while in care, the medication record form should be 

completed for each day that medication is to be administered.  

¶ In situations where children may require medication during care and does not have a Medication Form filled 

out, verbal authorisation may be given over the phone and the medication form may be filled out by staff and 

signed by the parent/guardian at the next opportunity. The child must have correctly labelled medication 

available at 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 for each child to whom medication is or is to be administered while in care. 

The medication must be administeredτ 

o  if the medication has been prescribed by a registered medical practitioner, from its original container, 

bearing the original label with the name of the child to whom the medication is to be administered, 

and before the expiry or use by date and dosage. 

o the medication must be administered in accordance with any instructionsτattached to the 

medication; or any written or verbal instructions provided by a registered medical practitioner 

The details to be recorded areτ 

o the name of the child; 

o the authorisation to administer  medication (including, if applicable, self-administration), signed by a 

ǇŀǊŜƴǘ ƻǊ ŀ ǇŜǊǎƻƴ ƴŀƳŜŘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ǊŜŎƻǊŘ as authorised to consent to administration 

of medication; 

o the name of the medication to be administered; 

o the time and date the medication was last administered; 

o the time and date, or the circumstances under which, the medication should be next administered; 

o the dosage of the medication to be administered; 

o the manner in which the medication is to be administered; 
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o if the medication is administered to the childτthe dosage that was administered; and the manner in 

which the medication was administered; and the time and date the medication was administered; and 

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: Medication may be administered to a child without an authorisation in case of an anaphylaxis, asthma 

emergency or excessive high temperature (Temperature exceeding 39° requiring immediate Panadol or Nurofen.  

¶  If medication is administered under emergency circumstances, the approved provider or nominated 

supervisor of the education and care service or family day care educator must ensure that the following are 

notified as soon as practicableτ 

(a) A parent of the child; 

(b) Emergency services. 
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PROCEDURE 2.7: ADMINISTRATION OF MEDICATION 
Family will: 

¶ Give medication to Educator, check that it is appropriately labelled. Written advice is to be provided from a 

medical practitioner if over the counter or herbal preparations are to be administered. 

¶ Fill out the Medication Form and ensure all of the required information is recorded. 

Educator will: 

¶ Receive medication from family, check that it is appropriately labelled and store safely according to instructions 

on the label. 

¶ Inform parent/guardian about how to fill out the Medication Record and ensure all of the required information 

is recorded. 

¶ Administer medication with another educator as a witness to confirm that it has been administered accurately 

according to the instructions on the label and the medication form. 

¶ Record details of administration of medication on the medication form. 

EMERGENCIES 

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

¶ Cƻƭƭƻǿ ŀ ŎƘƛƭŘΩǎ a95L/![ a!b!D9a9b¢ t[!b ƛŦ ŀǾŀƛƭŀōƭŜ 

¶ Follow advice from emergency services over the phone 

¶ Follow First aid training 

¶ Notify Emergency services as soon as possible 

¶ bƻǘƛŦȅ ǘƘŜ ŎƘƛƭŘΩǎ CŀƳƛƭȅ ƻǊ 9ƳŜǊƎŜƴŎȅ ŎƻƴǘŀŎǘ ŀǎ ǎƻƻƴ ŀǎ ǇƻǎǎƛōƭŜ 
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FORM 2.7: MEDICATION RECORD 

To be completed by the Parent/Guardian 

 

Name of 

Medication 

Last 

Administered 

To be 

Administered 

Dosage to be 

Administered 

Method of 

Administration 

Signature of 

Parent/Guardian 

Time Date Time Date 

        

        

        

        

        

        

 

To be completed by the Educator when administered 
 

Name of 
Medication 

Medication 
Administered 

Dosage 
Administra

tion 

Method of 
Administrati

on 

Name of Educator 
Administering 

Name of Witness 

Signature of Educator 
Administering 

Signature of Witness 

Time Date 

       

  
       

  
       

  
       

  
       

  
       

  
 

/ƘƛƭŘΩǎ bŀƳŜΥ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ____  Date of Birth: _________________ 
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POLICY 2.8: DEALING WITH SPILLS OF BLOOD, FAECES, VOMIT, URINE AND 

NASAL DISCHARGE 

Date of Last Review: June 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2012 Part 4.2, Work Health and Safety 

Regulation 2011 Part 3.1 

Sources: Staying Healthy in Child Care: Preventing infectious diseases in child care 4th Edition 2005 

 

Rationale 

Child care facilities should adopt the use of Standard Precautions developed for use in hospitals. Standard 

Precautions should be used to handle potential exposure to blood, including blood-containing body fluids 

and tissue discharges, and to handle other potentially infectious fluids. 

Work Health and Safety Regulation 2011 states:  

A duty holder, in managing risks to health and safety, mustτ 

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

(b) If it is not reasonably practicable to eliminate risks to health and safetyτminimise those risks so 

far as is reasonably practicable. 

Aim 

Accidental spills and secretions of body fluids are a fact of life within a child care centre. Kookaburra Child Care Centre 

aims to eliminate and/or minimise the risk of cross contamination from spills of blood, faeces, vomit, urine and nasal 

discharge as much as possible. 

 

Managing these spills includes:  

¶ Avoiding direct contact with blood or other fluids.  

¶ ²ƘŜƴ ŎƭŜŀƴƛƴƎ ƻǊ ǘǊŜŀǘƛƴƎ ŀ ŎƘƛƭŘΩǎ ŦŀŎŜ ǿƘƛŎƘ Ƙŀǎ ōƭƻƻŘ ƻƴ ƛǘΣ ŜƴǎǳǊŜ ȅƻǳ ŀǊŜ ƴƻǘ ŀǘ ŜȅŜ ƭŜǾŜƭ ǿƛǘƘ ǘƘŜ ŎƘƛƭŘΦ LŦ 

you are at eye level and the child is upset, there is a chance, through their crying or coughing for their blood to 

enter your eyes or mouth.  

¶ Wear gloves if possible.  

¶ Cover any cuts and abrasions on your hands with a waterproof dressing. Healthy skin is an effective barrier 

against you becoming infected from spilled blood and other body fluids.  

¶ Supervise children at all times; 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 contact ǿƛǘƘ ǘƘŜ ƛƴƧǳǊŜŘ ŎƘƛƭŘΩǎ ōƭƻƻŘΣ ŀƴŘ ŎƭŜŀƴƛƴƎ ǳǇ ǘƘŜ ōƭƻƻŘΦ  

¶ Regularly toilet children.  

¶ Use disposable nappies rather than cloth.  

¶ Exclude children with diarrhoea and/or vomiting 

 

Implementation 

Management will:  

¶ Ensure all staff are trained in first aid and qualifications are kept up to date 

¶ Train all staff, students and volunteers in the procedure for dealing with spills of blood, faeces, vomit, urine 

and nasal discharge during induction 
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Staff, Students and Volunteers will:  

¶ Take all precautions to avoid spills of blood, faeces, vomit, urine and nasal discharge 

¶ Follow Procedure 2.5: Dealing with spills of blood, faeces, vomit, urine and nasal discharge should a spill occur 
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PROCEDURE 2.8: DEALING WITH SPILLS OF BLOOD, FAECES, VOMIT, 

URINE AND NASAL DISCHARGE 
The child  

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

¶ Comfort the child and move them to safety.   

¶ Apply pressure to the bleeding area. Use gloves if available. (If gloves are not available, take the first 

opportunity to get someone wearing gloves to take over from you. Then wash your hands.)  

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

¶ Send for the nearest first aid trained Educator.  

¶ 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.  

¶ Wash your hands thoroughly with soap and water.  

 

The first aid trained Educator  

¶ Wear gloves if there is time.  

¶ Dress the chiƭŘΩǎ ǿƻǳƴŘ ǿƛǘƘ ŀ ōŀƴŘŀƎŜ ƻǊ ǎǳƛǘŀōƭŜ ǎǳōǎǘƛǘǳǘŜ ŀƴŘ ǎŜŜƪ ƳŜŘƛŎŀƭ ŀǎǎƛǎǘŀƴŎŜΦ  

¶ Remove gloves. Put them in a plastic bag and place the bag in the rubbish bin.  

¶ Wash hands thoroughly with soap and warm water.  

 

Blood  

Because of the risk of infection, it is important for everyone to avoid contact with an ƛƴƧǳǊŜŘ ŎƘƛƭŘΩǎ ōƭƻƻŘΦ .ǳǘ ƛŦ ƛǘ 

does spill onto another adult or child, take the following precautions.  

¶ Wash the area of contact thoroughly with soap and warm water.  

¶ If contact has been with 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 thoroughly with soap and water.  

o Seek medical advice.  

 

Dealing with blood spills  

¶ 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.  

 

Dealing with faeces, vomit and urine  

¶ 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.  

 

Dealing with nasal discharge  

Washing your hands every time ŀŦǘŜǊ ȅƻǳ ǿƛǇŜ ŀ ŎƘƛƭŘΩǎ nose will reduce the spread of colds. If you cannot wash your 

hands after every nose wipe, use gloves and clean tissues which must be disposed of safely and appropriately  
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POLICY 2.9: FIRST AID 
Date of Last Review: June 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations (NSW) 2014 Part 4.2, Division 6, Workplace Health 

and Safety Regulation (QLD) 2011 

Source: Guild Insurance ς Guild Watch Risk Management Guide for Child Care, Australian First Aid, St John Ambulance 

Australia 2012.   

Rationale 

The Education and Care Services National Regulations state: 

The approved provider of a centre-based service must ensure that the following persons are in attendance at any place 

where children are being educated and cared for by the service, and immediately available in an emergency, at all times 

that children are being educated and cared for by the service. 

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

(b) At least one educator who has undertaken current approved anaphylaxis management training; 

(c) At least one educator who has undertaken current approved emergency asthma management training. 

 

Aim 

Kookaburra Child Care Centre is committed to ensuring the health 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 

¶ Enable all staff to gain first aid training and qualifications 

¶ Provide necessary first aid kits and processes to ensure they remain fully stocked  

 

Employee Responsibilities 

¶ All staff to maintain a current first aid certificate  

¶ Administer first aid as necessary 

¶ Report injuries, illness, accidents and record on incident forms, have these signed by Director 

¶ 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.) 

¶ Parents must advise centǊŜ ƻŦ ŎƘƛƭŘΩǎ ƳŜŘƛŎŀǘƛƻƴ ƴŜŜŘǎΣ ǎǇŜŎƛŀƭ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻǊ allergies 

¶ Adhere to the Exclusion Guidelines for Childcare Centres 

¶ 9ƴǎǳǊŜ ŎŜƴǘǊŜ Ƙŀǎ ŀ ŎƻǇȅ ƻŦ ŎƘƛƭŘΩǎ ŎǳǊǊŜƴǘ ƛƳƳǳƴƛǎŀǘƛƻƴ ǊŜŎƻǊŘǎΦ  

 

First Aid Kit Guidelines 

Any First Aid kit at the service must ς 

¶ Not be locked. 

¶ Be easily recognisable. 

¶ Not contain paracetamol. 

¶ Be appropriate for the number of employees and children and adequate for the immediate treatment of 

injuries at the service. 

¶ Be in a place that takes an employee no longer than two minutes to reach, including time required to access 

secure areas. 

¶ Be constructed of resistant material, be dustproof and of sufficient size to adequately store the required 

contents  
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¶ Be capable of being sealed and preferably be fitted with a carrying handle as well as have internal 

compartments. 

¶ Contain a list of the contents 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 must be taken on excursions and be attended by First Aid qualified educators.  

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

 

Our First Aid delegated individual responsible for maintaining all First Aid kits at the service is: 

Name:      Role: ECE/ WHSR 

Number of First Aid Kits Responsible For In the Service: 11 

 

Our back-up First Aid delegated individual responsible for maintaining all First Aid kits when the person listed above 

is away is: 

Name:   Ashleigh Turner    Role: Assistant Director/Acting Director 

Number of First Aid Kits Responsible For In the Service: 11 

 

¶ These individuals are responsible for using the First Aid Checklist and ensuring each Kit has the required 

quantities, items are within their expiry dates and sterile products are sealed. Ensuring all thermometers are 

in proper working order. 

¶ This will occur after each use or if unused, at least annually. They will also consider whether the first aid kits 

and moduleǎ ǎǳƛǘ ǘƘŜ ǎŜǊǾƛŎŜΩǎ ƘŀȊŀǊŘǎ ŀƴŘ ǘƘŜ injuries that have occurred. If the kit requires additional 

resources, these individuals will advise and follow up with the nominated supervisor. 
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POLICY 2.10: HEALTH AND INFECTIOUS DISEASES AND EXCLUSION 
Date of last Review: May 2018 

Review Date: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2014, Part 4.2 Division 2 

{ƻǳǊŎŜΥ ά{ǘŀȅƛƴƎ IŜŀƭǘƘȅ ƛƴ /ƘƛƭŘŎŀǊŜέ пth ŜŘƛǘƛƻƴ нллрΣ άIŜŀƭǘƘ ƛƴ 9ŀǊƭȅ /ƘƛƭŘƘƻƻŘ {ŜǘǘƛƴƎǎέ CǊŀƴƪ hōŜǊƪƭŀƛŘ н004 

National health and Medical research Council www.nhmrc.gov.au  

 

Rationale 

Child Care is labour-intensive, involving many close physical interactions among children and adults each day. Children 

are particularly at risk of infection because:  

¶ They have close contact with a whole range of children and adults in closed spaces for long periods of time 

¶ They have had previously little exposure to many common infectious diseases 

¶ They are continuously being introduced to new 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 risk of illness is higher and infectious 

diseases spread. It is not possible to prevent the spread of all infections and illnesses within our centre; however 

minimising the spread of infectious diseases is an important part of the quality childcare provided at this centre.  

It is by limiting the attendance of sick or unwell children from the centre that we can reduce the risk of infection to 

other children, families, staff, students, volunteers and visitors.  

 

If a child is generally unwell they may show the following signs: 

¶ Sleep at unusual times 

¶ Have a fever 

¶ Cry constantly or be quite irritable as a result of discomfort due to illness 

¶ Need constant one to one care 

 

The three most important ways of preventing the spread of infectious diseases are: 

¶ Effective Hand washing 

¶ Exclusion of sick children and staff; and  

¶ Immunisation 

 

Aim 

To protect the general health and wellbeing of children and staff by minimizing the risk and spread of infections within 

the centre by excluding infected children and adults and notifying all families, staff, students, volunteers and visitors 

of any cases of infectious diseases within the Centre. 

 

Implementation: 

Parents will:  

¶ Inform staff by phone or in writing as soon as possible if their child is diagnosed as having an infectious 

disease so staff may monitor and protect other children, parents and staff 

¶ 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 spread of infection. 

¶ Provide a medical certificate, if requested by the Director, to confirm the child is well enough to return to the 

centre after an infectious illness.  

¶ Adhere to the Exclusion Policy when a child has an infectious illness 

¶ Be notified by phone by a staff member if their child shows signs of illness whilst at the centre 

http://www.nhmrc.gov.au/
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¶ Collect their child from the centre as soon as it is possible after being notified their child is showing signs of 

illness 

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

children. 

¶ .Ŝ ŜƴŎƻǳǊŀƎŜŘ ǘƻ ǿŀǎƘ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƘŀƴŘǎ ƻƴ ŀǊǊƛǾŀƭ ŀƴŘ ŘŜǇŀǊǘǳǊŜΦ 

 

Staff will:  

¶ Participate in training in workshops, seminars and staff meeting to ensure understanding of and adherence to 

important health and hygiene procedures  

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

children 

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

parents 

¶ Record signs and diagnosis of illness for the children and staff on StoryPark 

¶ Watch for signs and symptoms of illness in children whilst at the centre 

¶ Contact the parents or people nominated by the parents if their child is unwell and tend to the child in 

accordance with the symptoms 

¶ Provide a comfortable area under adult-supervision, for the unwell child, away from the immediate group or 

in the office 

¶ Provide comfort to the unwell child  until the parent or nominate person collects the child from the centre 

¶ Not attend the centre if suffering any illness that may put the children at risk  

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

¶ Be observed by the Director routinely to ensure the compliance of the ŎŜƴǘǊŜΩǎ ǇƻƭƛŎȅ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ for 

health and hygiene  

¶ Ensure that all cleaning procedures are carried out thoroughly 

¶ 9ƴǎǳǊŜ ǘƘŀǘ ŀƴȅ ǎƻƛƭŜŘ ŎƭƻǘƘƛƴƎ ƛǎ ǇƭŀŎŜŘ ƛƴ ŀ ǎŜŀƭŜŘ ǇƭŀǎǘƛŎ ōŀƎ ƛƴ ǘƘŜ ƴŀǇǇȅ ōǳŎƪŜǘ ƭŀōŜƭƭŜŘ άǎƻƛƭŜŘ ŎƭƻǘƘŜǎέ 

¶ Staff will maintain minimum handling of these items 

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

 

Management: 

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

¶ Provide information (pamphlets/booklets), from recognised health authorities, to staff and parents to 

increase knowledge about infectious diseases, health and hygiene issues and immunisation 

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

¶ Notify parents and staff of any outbreak of infectious disease at the centre as identified by parent and staff 

information to management and monitoring the illness register 

¶ Provide sufficient and effective supplies for staff to effectively maintain a hygienic and healthy environment 

¶ 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 period is the minimum 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 illness.  

 

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

tƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ ŜȄŎƭǳǎƛƻƴ ǇŜǊƛƻŘǎ ǎƘƻǿƴ ƻƴ ǘƘŜ Ψ¢ƛƳŜ hǳǘΩ ǇƻǎǘŜǊ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ǿŀƭƭ ƛƴ ǘƘŜ ƘŀƭƭǿŀȅΣ ƻǊ ǘƘŜ 

exclusion periods mentioned on the health alert print outs displayed on foyer. 
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Children should not be brought to the centre 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 Illness if: 

¶ They are showing symptoms of an infectious disease 

¶ They are too unwell to ŎƻǇŜ ǿƛǘƘ ǘƘŜ ŎŜƴǘǊŜΩǎ ǇǊƻƎǊŀƳ 

¶ They have a fever. A Fever can be defined as: 

o оуΩ/ ƛŦ ŀ ŎƘƛƭŘ ƛǎ ǳƴŘŜǊ оƳƻƴǘƘǎ ƻŦ ŀƎŜ 

o офΩ/ ƛŦ ŀ ŎƘƛƭŘ ƛǎ ƻǾŜǊ о ƳƻƴǘƘǎ ƻŦ ŀƎŜ 

¶ They have vomited in the last 24 hours due to illness. 

¶ They have had Diarrhoea in the last 24 hours due to illness. 

¶ Any other reason deemed fit according to our Duty of Care to all children and adults. 

 

¢ƘŜ 5ƛǊŜŎǘƻǊΩǎ ŘŜŎƛǎƛƻƴ ƛǎ Ŧƛƴŀƭ and is made in the best interest of the child and all other children, families, staff, students, 

volunteers and visitors.  

Parents are requested to collect their child as soon as possible after being notified of exclusion. If parents cannot be 

contacted the emergency contact numbers on the enrolment form will be used.  

 

Head lice: 

/ƘƛƭŘǊŜƴ ǿƛƭƭ ōŜ ŜȄŎƭǳŘŜŘ ǳƴǘƛƭ ŀǇǇǊƻǇǊƛŀǘŜ ǘǊŜŀǘƳŜƴǘ Ƙŀǎ ōŜŜƴ ǎǘŀǊǘŜŘΦ ¢ƘŜǊŜ Ƴǳǎǘ ōŜ ƴƻ ƭƛǾŜ ƭƛŎŜ ǇǊŜǎŜƴǘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ 

hair. 

The Centre reserves the right to respectfully and ŘƛǎŎǊŜǘŜƭȅ ŎƘŜŎƪ ŎƘƛƭŘǊŜƴΩǎ ƘŀƛǊ ƛŦ ƘŜŀŘ ƭƛŎŜ ŀǊŜ ǎǳǎǇŜŎǘŜŘΦ 
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POLICY 2.11: INCIDENTS, INJURY, TRAUMA AND ILLNESS 
Date of Last Review: June 2018 

Date of next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2014, Part 4.2 Division 2 

Sources: Education and Care Services National Regulations (NSW) 2012, Workplace Health and Safety Regulation (QLD) 

2011, http://www.centresupport.com.au/, http://www.healthdirect.gov.au/fever-in-children 

 

Rationale 

When groups of children play and learn together, 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 together and are in new surroundings accidents may occur.   

Kookaburra Child Care Centre 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 all children, 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, trauma and illness which occur 

at the service to ensure the safety and wellbeing of children, educators and visitors. 

 

Implementation 

In the event that a child ς 

¶ is injured; or 

¶ becomes ill; or 

¶ Suffers a trauma. 

Management, Staff, Students, Volunteers, Families, and Visitors will follow the INCIDENTS, INJURY, TRAUMA AND 

ILLNESS POLICY and INCIDENTS, INJURY, TRAUMA AND ILLNESS PROCEDURE. 

 

  

http://www.centresupport.com.au/
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PROCEDURE 2.11: INCIDENTS, INJURY, TRAUMA AND ILLNESS 
In the event that a child ς 

¶ is injured; or 

¶ becomes ill; or 

¶ Suffers a trauma. 

¶  

Management will: 

¶ Ensure that a parent of a child is notified as soon as practicably possible and without undue delay. Parents will 

be notified no later than 24 hours of the injury, illness or trauma.  

¶ Ensure first aid kits will be easily recognised and readily available where children are present at the service and 

during excursions. They will be suitably equipped having regard to the hazards at the service, past and potential 

injuries and size and location of the service.  

¶ Ensure ALL staff are first aid, anaphylaxis management training and asthma management training qualified. 

¶ Ensure first aid, anaphylaxis management training and asthma management training is current and updated at 

least every 3 years, and that all components of the first aid certificate are current if some require an earlier 

revision. 

¶ Review our first aid response plan, the location of the first aid kit and who our first aid trained educators are 

at least annually or when there are any changes during staff meetings or through newsletters or emails. 

¶ Display well-recognised, standardised first aid signs to assist in easily locating first aid kits. Signage will comply 

with AS 1319:1994 ς Safety Signs for the Occupational Environment. 

During induction training for new educators and staff we will: 

¶ Advise ALL staff that they must have first aid, asthma and anaphylaxis management training and organise their 

training as soon as possible if required. 

¶ Advise the location of first aid kits, medical management plans and medical risk management plans and related 

medications for people with medical conditions. 

¶ Obtain information about any first aid needs the educator may have that could require specific treatment in a 

medical emergency. This inforƳŀǘƛƻƴ ǿƛƭƭ ƻƴƭȅ ōŜ ǇǊƻǾƛŘŜŘ ǘƻ ŦƛǊǎǘ ŀƛŘ ǉǳŀƭƛŦƛŜŘ ŜŘǳŎŀǘƻǊǎ ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 

consent. 

 

Staff will: 

¶ Complete an Incident, Injury, Trauma and Illness Record without delay.  

¶ Never exceed their qualifications and competence when administering first aid. 

 

Administration of First Aid for Incident, Injury, Trauma and Illness 

If there is an accident, illness or injury requiring first aid, the following response procedure will be implemented: 

¶ Witness notifies a first aid qualified educator and the nominated supervisor of the incident, illness or injury 

¶ CƛǊǎǘ ŀƛŘ ǉǳŀƭƛŦƛŜŘ ŜŘǳŎŀǘƻǊ ƻǊ ƴƻƳƛƴŀǘŜŘ ǎǳǇŜǊǾƛǎƻǊ ǊŜǾƛŜǿǎ ŎƘƛƭŘΩǎ ƳŜŘƛŎŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴŎƭǳŘƛƴƎ any medical 

ƛƴŦƻǊƳŀǘƛƻƴ ŘƛǎŎƭƻǎŜŘ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ŦƻǊƳΣ ƳŜŘƛŎŀƭ ƳŀƴŀƎŜƳŜƴǘ Ǉƭŀƴ ƻǊ ƳŜŘƛŎŀƭ Ǌƛǎƪ Ƴŀƴagement 

plan before the first aid qualified educator attends to the injured or ill child or adult.  

¶ If the illness or incident involves asthma or anaphylaxis, an educator with approved asthma or anaphylaxis 

training will attend to the child or adult 

¶ Nominated supervisor and educators supervise and care for children in the vicinity of the incident, illness or 

injury 

¶ If required, first aid qualified educator or nominated supervisor notifies and co-ordinates ambulance  

¶ If required, first aid qualified educator or nominated supervisor notifies parent or authorised nominee that 

child requires medical attention from a medical practitioner 

¶ If required, educator or nominated supervisor contacts parent or authorised nominee to collect child from 

service 
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¶ Nominated supervisor ensures Incident, Injury, Trauma and Illness Record is completed in full and without 

delay and parent or authorised nominee is notified as soon as possible and within 24 hours of the injury, illness 

or trauma. 

 

HEAD/NECK/FACIAL INJURIES 

¶ 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.  

 

ILLNESS - FEVERS 

¶ A Child must be sent home or emergency services contacted if a child has a fever and/or is generally unwell, 

for example, they are floppy and drowsy or you are concerned about them. 

¶ A Fever can be defined as: 

o оуΩ/ ƛŦ ŀ ŎƘƛƭŘ ƛǎ ǳƴŘŜǊ оƳƻƴǘƘǎ ƻŦ ŀƎŜ 

o офΩ/ ƛŦ ŀ ŎƘƛƭd is over 3 months of age 

 

Serious incidents 

Kookaburra Child Care Centre Management will notify the regulatory authority within 24 hours of any serious incident 

at our service. This includes an injury or trauma to, or illness of a child for which the attention of a medical practitioner 

was sought or ought reasonably to have been sought or the child attended, or ought reasonably to have attended a 

hospital.  

If the attention of a medical practitioner was sought or the child attended hospital in connection with the injury, trauma 

ƻǊ ƛƭƭƴŜǎǎ ǘƘŜ ƛƴŎƛŘŜƴǘ ƛǎ ŀ ΨǎŜǊƛƻǳǎ ƻƴŜΩ ŀƴŘ Ƴǳǎǘ ōŜ ƴƻǘƛŦƛed. 

 

Serious incidents include but are not limited to: 

¶ head injuries  

¶ fractures  

¶ burns  

¶ removal of fingers 

¶ meningococcal infection 

¶ anaphylactic reaction requiring hospitalisation  

¶ witnessing violence or a frightening event 

¶ epileptic seizures 

¶ bronchiolitis  

¶ whooping cough 

¶ measles 

¶ diarrhoea requiring hospitalisation 

¶ asthma requiring hospitalisation  

¶ sexual assault 

 

If our service only becomes aware that the incident was serious afterwards, we will notify the regulatory authority 

within 24 hours of becoming aware that the incident was serious.  
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FORM 2.11: INCIDENT, INJURY, TRAUMA AND ILLNESS RECORD 

 (Circle relevant type of record) 

Child details 

Surname: .........................................................  Given names: ............................................................... 

Date of birth: ......../ ......../ ........  Age: ...................................................................................................... 

Room/group: ........................................................................................................................................... 

 

Incident/injury/trauma/illness details 

Incident/injury/trauma 

Circumstances leading to the incident/injury/trauma: ............................................................................ 

.................................................................................................................................................................. 

.................................................................................................................................................................. 

Products or structures involved: .............................................................................................................. 

.................................................................................................................................................................. 

..................................................................................................................................................................  

 

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

 

Name of witness: .................................................................................................................................... 

 

Signature: ........................................    Date: ......../ ......../ ........ 

 

Nature of injury sustained: 

 

 

Ä Abrasion, scrape 

Ä Bite 

Ä Broken bone / fracture 

Ä Bruise 

Ä Burn 

Ä Concussion 

 

Ä Cut 

Ä Rash 

Ä Sprain 

Ä Swelling 

Ä Other (please specify) 

.......................................... 
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Illness 

Circumstances surrounding child becoming ill, including apparent symptoms: ..................................... 

.................................................................................................................................................................. 

.................................................................................................................................................................. 

.................................................................................................................................................................. 

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 attempted notifications) 

Parent/guardian: ...............................................     Time: .................... am/pm   Date: ......../ ......../ ........ 

Director/teacher/coordinator: ..........................    Time: .................... am/pm   Date: ......../ ......../ ........ 

Regulatory authority (if applicable): .................     Time: .................... am/pm   Date: ......../ ......../ ........ 

  

Parental acknowledgement 

I................................................................................................................................................................ 

(name of parent/guardian) 

hŀǾŜ ōŜŜƴ ƴƻǘƛŦƛŜŘ ƻŦ Ƴȅ ŎƘƛƭŘΩǎ ƛƴŎƛŘŜƴǘκƛƴƧǳǊȅκǘǊŀǳƳŀκƛƭƭƴŜǎǎΦ 

(Please circle) 

 

Signature: .......................................................................................          Date: ......../ ......../ ........ 
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POLICY 2.12: MEDICAL CONDITIONS 
Date of Last Review: June 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2014 Part 4.2 Division 3 

Sources: Education and Care Services National Regulations 2011, National Quality Standard 

 

Rationale 

Kookaburra Child Care Centre commits to ensuring the safety, health and wellbeing of all children and adults in our 

Centre. When a child who has a specific health care need, allergy or relevant medical condition is enrolled at our Centre 

ŀŘŘƛǘƛƻƴŀƭ ǊŜǉǳƛǊŜƳŜƴǘǎ Ƴǳǎǘ ōŜ ƳŜǘ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ŎƘƛƭŘΩǎ ǎŀŦŜǘȅΣ ƘŜŀƭǘƘ ŀƴŘ ǿŜƭƭōŜƛƴƎ ƛs protected. 

 

Aim 

The centre and all educators can effectively 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 centre will involve all educators, families and children in regular 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 educators and volunteers at the centre. The policy must 

also be provided to families of children enrolled at the centre. Educators are also responsible for raising any concerns 

ǿƛǘƘ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅ ŀōƻǳǘ ŀƴȅ Ƴedical condition known to the centre, or any suspected medical 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 meŘƛŎŀǘƛƻƴΣ ƻǊ ŀƴȅ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǇǊŜǎŎǊƛǇǘƛƻƴΦ 

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 will be able to attend the centre without medication prescribed by their medical 

practitioner which is not outside of its expiry date. 

LŦ ŘƛǎǇƭŀȅƛƴƎ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŎƘƛƭŘǊŜƴΩǎ ƻǊ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ŀƭƭŜǊƎƛŜǎ ƛƴ ŦƻƻŘ ǇǊŜǇŀǊŀǘƛƻƴ ƻǊ ǎŜǊǾƛƴƎ ŀǊŜŀǎΣ Řƻ 

so in accordance with privacy guidelines, such as displaying in an 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 

¢ƘŜ ŎŜƴǘǊŜΩǎ ŜƴǊƻƭƳŜƴǘ ŦƻǊƳ ǇǊƻǾƛŘŜǎ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ŦƻǊ ŦŀƳƛƭƛŜǎ ǘƻ ƘŜƭǇ ǘƘŜ ŎŜƴǘǊŜ ŜŦŦŜŎǘƛǾŜƭȅ ƳŜŜǘ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƴŜŜŘǎ 

relating to any medical condition. 

The following medical conditions must be documented on the enrolment 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 conditioƴόǎύ ƳŜƴǘƛƻƴŜŘ ōȅ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅ ƻǊ ǊŜƎƛǎǘŜǊŜŘ ƳŜŘƛŎŀƭ practitioner using 

the Enrolment Form. 



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

¶ !ƴȅ ƻǘƘŜǊ ǎǇŜŎƛŦƛŎ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴόǎύ ƳŜƴǘƛƻƴŜŘ ōȅ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅ ƻǊ ǊŜƎƛǎǘŜǊŜŘ ƳŜŘƛŎŀƭ ǇǊŀŎǘƛǘƛƻƴŜǊ ŀǘ ŀƴȅ 

Ǉƻƛƴǘ ŘǳǊƛƴƎ ǘƘŜ ŎƘƛƭŘΩǎ ŜŘǳŎŀǘƛƻƴ ŀƴŘ ŎŀǊŜ ŀǘ ǘƘŜ ŎŜƴǘǊŜΦ  

¶ Any Medical Management Plan put forward by a ŎƘƛƭŘΩǎ ŦŀƳƛƭȅ ŀƴŘκƻǊ ǊŜƎƛǎǘŜǊŜŘ ƳŜŘƛŎŀl practitioner.  

Management will: 

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

¶ {ƘŀǊŜ LƴŦƻǊƳŀǘƛƻƴ ǊŜƭŀǘƛƴƎ ǘƻ ŀ ŎƘƛƭŘΩǎ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ŎƘƛƭŘΩǎ aŜŘƛŎŀƭ Management Plan, 

Medical Conditions Risƪ aŀƴŀƎŜƳŜƴǘ tƭŀƴΣ ŀƴŘ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ƳŜŘƛŎŀǘƛƻƴ ǿƛǘƘ ŀƭƭ ǎǘŀŦŦ ŀƴŘ 

volunteers and display in the following areas of prominence to ensure all practices and procedures are followed 

accordingly:  

o ¢ƘŜ ŎƘƛƭŘΩs enrolled room 

o The staff room 

o The kitchen 

¶ 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. 

¶ Develop ongoing communicatiƻƴ ǿƛǘƘ ǘƘŜ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅ ŀƴŘ ǿƛǘƘ ŜŘǳcators at the centre to ensure that all 

ǊŜƭŜǾŀƴǘ ǇŀǊǘƛŜǎ ŀǊŜ ǳǇŘŀǘŜŘ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ǘǊŜŀǘƳŜƴǘΣ ŀƭƻƴƎ ǿƛǘƘ ŀƴȅ ǊŜƎǳƭŀǘƻǊȅ ŎƘŀƴƎŜǎ ǘƘŀǘ Ƴŀȅ ŎƘŀƴƎŜ ǘƘŜ 

ŎŜƴǘǊŜΩǎ ǇǊŀŎǘƛŎŜǎ ƛƴ ǊŜƎŀǊŘǎ ǘƻ ŀƴŀǇƘȅƭŀȄƛǎ 

¶ Provide support and infƻǊƳŀǘƛƻƴ ǘƻ ǘƘŜ ŎŜƴǘǊŜΩǎ ŎƻƳƳǳƴƛǘȅ ŀōƻǳt resources and support for managing 

allergies and anaphylaxis. 

¶ Ensure that all educators have completed first aid, resuscitation, asthma and anaphylaxis training and that 

these qualifications are kept current. 

¶ Ensure that all staff are confident in responding appropriately to specific medical emergencies through training 

and emergency drills. 

Staff will: 

¶ Cƻƭƭƻǿ ŀ ŎƘƛƭŘΩǎ aŜŘƛŎŀƭ aŀƴŀƎŜƳŜƴǘ tƭŀƴ ƛƴ ǘƘŜ ŜǾŜƴǘ ƻŦ ŀƴ ƛƴŎƛŘŜƴǘ ǊŜƭŀǘŜŘ ǘƻ ŀ ŎƘƛƭŘΩǎ ǎǇŜŎƛŦƛŎ ƳŜŘƛŎŀƭ 

conditions requirements.  

¶ Ensure updated informŀǘƛƻƴ ƛƴ ǊŜƭŀǘƛƻƴ ǘƻ ŀ ŎƘƛƭŘΩǎ ƘŜŀƭǘƘ ŀƴŘ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴ ƛǎ ǊŜǇƻǊǘŜŘ ǘƻ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ 

to ensure it is recorded and communicated.  

¶ Be able to identify a child with medical conditions and their Medical Management Plan easily.  

¶ Ensure that medication is stored 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. 

¶ wƻǳǘƛƴŜƭȅ ǊŜǾƛŜǿ ŜŀŎƘ ŎƘƛƭŘΩǎ ƳŜŘƛŎŀǘƛƻƴ ǘƻ ŜƴǎǳǊŜ ƛǘ ƘŀǎƴΩǘ ŜȄǇƛǊŜŘΦ  

¶ 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 

¦ǎƛƴƎ ŀ ŎƘƛƭŘΩǎ aŜŘical Management Plan, the centre will develop a Medical Conditions Risk Management Plan in 

Ŏƻƴǎǳƭǘŀǘƛƻƴ ǿƛǘƘ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΦ ¢ƘŜ aŜŘƛŎŀƭ /ƻƴŘƛǘƛƻƴǎ wƛǎƪ aŀƴŀƎŜƳŜƴǘ tƭŀƴ Ƴǳǎǘ ŜƴǎǳǊŜ ǘƘŀǘ ŀƴȅ Ǌƛǎƪǎ ŀǊŜ 

addressed and minimised.  

¶ Upon enrolment, seek medical information from families about any known conditions. 

¶ 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 aid needed and contact 

details of the doctor who has signed the plan.  

¶ Use Medical Management Plan to inform Medical Conditions Risk Management Plan in consultation with the 

ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΦ 

¶ The Medical Management Plan and Medical Conditions Risk Management Plan shƻǳƭŘ ōŜ ƪŜǇǘ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ 

enrolment file and also be displayed in the centre, in an area where all educators can easily access. 
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¶  A copy ǎƘƻǳƭŘ ŀƭǎƻ ōŜ ƪŜǇǘ ǿƘŜǊŜ ǘƘŜ ŎƘƛƭŘΩǎ ƳŜŘƛŎŀǘƛƻƴ ƛǎ ǎǘƻǊŜŘ. 

¶ If the child is taken on an excursion, a copy should be taken on the excursion.  

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

the medication.  

¶ {ƘƻǳƭŘ ǘƘŜ ŎƘƛƭŘΩǎ ǘǊŜŀǘƳŜƴǘ ŎƘŀƴƎŜΣ ŦŀƳƛƭƛŜǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ǇǊƻǾƛŘŜ ǘƘŜ ŎŜƴǘǊŜ ǿƛǘƘ ŀ ƴŜǿ aŜŘƛŎŀƭ 

ManagŜƳŜƴǘ tƭŀƴ ŦǊƻƳ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƳŜŘƛŎŀƭ ǇǊŀŎǘƛǘƛƻƴŜǊΦ 5ƻŎǳƳŜƴǘŀǘƛƻƴ ǿƛƭƭ ǘƘŜƴ ōŜ ǳǇŘŀǘŜŘ ŀǘ ǘƘŜ ŎŜƴǘǊŜΦ  
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FORM 2.12: MEDICAL RISK MANAGEMENT PLAN 
/ƘƛƭŘΩs name:  

/ƘƛƭŘΩǎ 9ƴǊƻƭƭŜŘ wƻƻƳΥ 

Photo: 

Emergency Contact Details 

Name: 

Relation: 

Phone:  

Medical Condition: 

Medication required: 

 

Location of medication: 

 

Dietary modifications: 

 

Unsafe Foods: 

 

 

Safe Alternatives: 

Expiry Date of medication: 

 

Condition triggers: 

What can be done to reduce these risks? What 

resources are needed? 

 

People who can help (e.g. specifically trained person) 

9ŘǳŎŀǘƻǊΩǎ ǎƛƎnature:              Date:   

ParentκDǳŀǊŘƛŀƴΩǎ ǎƛƎƴŀǘǳǊŜΥ               Date:     

All relevant staff members have been made aware of this plan and understand the risk, plan to minimise the risk and how to 

respond if a risk has been detected. 

Nominated Supervisor Signature:           Date:       

I give permission for this information and photograph ŀǎ ǿŜƭƭ ŀǎ Ƴȅ ŎƘƛƭŘΩǎ aŜŘƛŎŀƭ aŀƴŀƎŜƳŜƴǘ tƭŀƴ to be displayed in 

prominent areas inside Kookaburra Child Care Centre to allow for the appropriate medical treatment of my child. 

tŀǊŜƴǘκDǳŀǊŘƛŀƴΩǎ {ƛƎƴŀǘǳǊŜΥ           Date:       

This Medical Risk Management Plan must be displayed with the accompanying Medical Management Plan.  
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POLICY 2.13: ANTI-SOCIAL BEHAVIOUR 
Date of Last Review: September 2018 

Date of Next Review: December 2019 

Legislative Links: Education 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.com, Early Childhood Australia- Code 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. Children achieve positive outcomes in a fun, play based environment free from fear and intimidation.  

What is Anti-Social Behaviour? 

Anti-social behaviours are disruptive acts characterised by covert and overt hostility and intentional aggression toward 

others. Anti-social behaviours exist along a severity continuum and include repeated violations of social rules, defiance 

of authority and reckless disregard for self and others. 

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

¶ Hitting, kicking, bitting, scratching, spitting, pulling of hair and any other physically violent behaviour. 

¶ Yelling, swearing and generally hurtful words directed at another. 

¶ Destruction of personal items or property. 

Aim: 

¶ To create and maintain safe, healthy ŜƴǾƛǊƻƴƳŜƴǘǎΣ ǎǇŀŎŜǎ ŀƴŘ ǇƭŀŎŜǎΣ ǿƘƛŎƘ ŜƴƘŀƴŎŜ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎΣ 

development, engagement, initiative, self-worth, dignity and show respect for their contributions.(Early 

Childhood Australia- Code of Ethics) 

¶ To have a clear plan of action for dealing with instances of anti-social behaviour within the learning 

environment. 

¶ To ensure we are meeting our Duty of Care to ALL children and staff. 

 

Implementation: 

Parents will: 

¶ Be consulted and involved in behaviour management as per the Positive Guidance of ChildǊŜƴΩǎ Behaviour 

Policy 

¶ .Ŝ ŜƴŎƻǳǊŀƎŜŘ ǘƻ ƛƴŦƻǊƳ ǘƘŜƛǊ ŎƘƛƭŘΩǎ DǊƻǳǇ [ŜŀŘŜǊ ƻǊ ǘƘŜ Director if they suspect anti-social behaviour is 

occurring. 

¶  Receive information relevant to anti-social behaviour and its effects on those involved as it becomes available. 

¶ See appropriate responses from staff with regards to the safety and wellbeing of the group as a whole. 

Staff will: 

¶ With any anti-social behaviour being exhibited, use the Behaviour Guidance Plan, set out in the Positive 

Guidance of ChildǊŜƴΩǎ Behaviour Policy to try to guide the behaviour in a positive way. 

¶ Be aware of the effects of anti-social behaviour on all children and staff involved and seek additional 

information and support from the management and external support services as needed. 

¶ Liaise with other service providers such as the Inclusion Support Agency to ensure all avenues have been 

explored in dealing with the behaviour. 

¶ Consider the Duty of Care they have to ALL children in their care. 

http://www.healthofchildren.com/
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¶ wŜǎǇƻƴŘ ŀƴŘ Ŧƻƭƭƻǿ ǘƘǊƻǳƎƘ ǿƛǘƘ ǇŀǊŜƴǘΩǎ ǊŜǉǳŜǎǘǎ ŀƴŘ Ŏƻncerns regarding anti-social behaviours. 

¶ Participate in open discussions with parents, educators and management when the strategies put into place 

are ineffective. 

Management will: 

¶ Support staff in their professional development through organising training in accordance with staff needs 

relevant to anti-social behaviour. 

¶ Be involved in monitoring the situations where anti-social behaviour is occurring and take appropriate 

measures to ensure the health and safety of ALL children and staff. 

¶ Provide current information on anti-social behaviour. 

¶ Be involved in the decision making process in the event that the Duty of Care is not being met and further 

action needs to be taken. 

Zero Tolerance: 

Anti-social behaviour is a very serious health and safety issue and can have long term effects on all involved. As such we 

must take a zero tolerance 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 right to exclude a child from care at the centre. 
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POLICY 214: CHILD PROTECTION AND PROTECTIVE BEHAVIOURS 
 

Date of Last Review: May 2018 

Date of Next Review: December 2019 

Legislative Links: Queensland Child Protection Act 1999, Education and Care Services National Regulations [NSW] 2014 

Part 4.2 Division 1, Part 7.3 Division 3 

Source: Child Abuse Prevention Services, www.childabuseprevention.com.au, Australian Institute of Family Studies, 

www.aifs.gov.au/nch/sheets/rs3.html, National Association for Prevention of Child Abuse and Neglect, 

www.napcan.org.au, Department of Communities,  http://www.communities.qld.gov.au  

 

Aim:  

This Centre aims to promote the safety and wellbeing of all the children within care, which ƛǎ ŜŀŎƘ ŎƘƛƭŘΩǎ άIǳƳŀƴ wƛƎƘǘέΦ 

 

Rationale:  

Child abuse is a common problem in any community. Child abuse can be any or a combination of the following: physical, 

sexual, emoǘƛƻƴŀƭ ŀƴŘ ƴŜƎƭŜŎǘΦ /ƘƛƭŘǊŜƴΩǎ centre managers and centre staff are responsible for preventing child abuse, 

recognising indicators and responding effectively if issues arise, including Mandatory Reporting of child abuse. 

 

The approved provider of an education and care service must ensure that the nominated supervisor of the service 

and any certified supervisor in day to day charge of the service has successfully completed a course in child protection 

approved by the New South Wales Regulatory Authority. 

 

The approved provider of an education and care service must ensure that the nominated supervisor and staff 

members at the service who work with children are advised ofτ 

(a) the existence 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 are required by law to report child protection concerns (mandatory notifiers): 

 (a) a doctor; 

(b) a registered nurse; 

(c) a teacher; 

(d) a police officer who, under a direction given by the commissioner of the police service under the Police 

Service Administration Act 1990, is responsible for reporting under this section; 

(e) a person engaged to perform a child advocate function under the Public Guardian Act 2014 

 

Implementation:  

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

¶ Initially a staff member may have suspicions of a child abuse/neglect case (based on observed changes in the 

ŎƘƛƭŘΩǎ ōŜƘŀǾƛƻǳǊΤ ƛƴǎǘŀōƛƭƛǘȅΤ ǇƘȅǎƛŎŀƭ ŜǾƛŘŜƴŎŜ ƻŦ ƴŜƎƭŜŎǘ ƻǊ ŀōǳǎŜΤ ǿƛǘƴŜǎǎ ƻŦ ƛƴŀŘŜǉǳŀǘŜ ǇǊƻǾƛǎƛƻƴ ŀƴŘκƻǊ 

care by parent(s) or guardian; incidents of ridicule; verbally abusive interactions and inconsistent attendance 

etc.)  

¶ Staff member will record concern; date, anecdotes and observations (specify interactions objectively)  

¶ All staff involved must be made aware of the sensitive nature of the incident and they must abide by their 

Confidentiality Agreement in respect of the Centre, the child and the family concerned 

¶ On collecting facts, speak to the other staff member in the room expressing and sharing concerns and the 

documented observations.  

http://www.childabuseprevention.com.au/
http://www.aifs.gov.au/nch/sheets/rs3.html
http://www.napcan.org.au/
http://www.communities.qld.gov.au/
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¶ A further observation of the child and monitoring the situation is to be specific and concise and include the 

following ς written running records and anecdotal records, signed and dated by the observer; any relevant 

conversations with the parents/staff/family; name age and address of the child; information about the parents 

or caregivers.  

¶ The Director will then contact Department of Communities (49 674 420) for advice and support 

¶ After discussion with the local authority the Director/staff may decide to notify formally. Department of Child 

Safety will implement effective and sensitive investigation procedures  

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

¶ After consultation with the local authority the Director with support or representation from Department of 

Communities may inform the family 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  

¶ A parent or outside person reports an alleged act of abuse against a child while at the Centre, or 

¶ A staff member reports an alleged act of abuse against a child while at the Centre, or 

¶ A child makes a report of an alleged act of abuse by a person working at the Centre.  

The following must take place: 

¶ The person suspecting, witnessing or receiving a verbal report must immediately inform the Director or the 

person in charge at 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 (49 674 420) confidentially or 

contact executive members of the Parent Committee 

¶ Written reports of time, place, and children involved are to be collected to support suspicion 

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

 

Practice:  

General Policy:  

¶ This policy is to be explained to all staff and parent committee at time or recruitment and from time to time 

throughout their employment  

¶ The safety of children remains at all times an adult responsibility. This responsibility should not be placed on 

children, implicitly or explicitly. While it can help children to develop useful skills it is neither reasonable nor 

realistic to expect children to be able to guarantee their own safety.  

¶ Lƴ ŀƭƭ ŀōǳǎŜ ǎƛǘǳŀǘƛƻƴǎ ǘƘŜ ŎƘƛƭŘΩǎ ōŜǎǘ ƛƴǘerests must be considered first. Protection from further abuse must 

be ensured. The child is not to be held in any way responsible or to blame for the abuse.  

 

Staff ς Child Interactions  

¶ Staff are to be trained to understand that they are likely to find some children more difficult than others, to 

discuss these situation with other staff and the Director, and to devise strategies to minimise negative 

interactions with children  

¶ Individuals or groups of children will never be withdrawn into areas where they cannot be seen by other staff 

or taken into room that can be locked.  

 

Prohibited discipline practices 

The following behaviour by staff is not permitted:  

¶ Corporal punishment or any type of physical punishment including hitting, spanking, beating, shaking, 

pinching, or other measures which produce physical pain 
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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 opportunity to use the toilet  

¶ Physical restraint of children will not ōŜ ǳǎŜŘ ŜȄŎŜǇǘ ŀǎ ƴŜŎŜǎǎŀǊȅ ǘƻ ŜƴǎǳǊŜ ŀ ŎƘƛƭŘΩǎ ǎŀŦŜǘȅ ƻǊ ǘƘŀǘ ƻŦ ƻǘƘŜǊ 

children or staff, and then only for as long as is necessary for control of the situation.  

 

Protective behaviours: 

Explanation:  

¢ƘŜ /ŜƴǘǊŜΩǎ ǎǘŀŦŦ ǿƛƭƭ ƘŜƭǇ ŎƘƛƭŘǊŜƴ ƭŜŀǊƴ ŀōƻǳǘ ǎŜƭf-protection and to ask someone they trust for help if they feel unsafe, 

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 children and do not shift responsibility for safety from 

adult to child.  

¢ƘŜ /ŜƴǘǊŜΩǎ ǎǘŀŦŦ ǿƛƭƭΥ  

¶ Help children to identify and discuss their feelings in a variety of situations, to recognise negative feelings such 

ŀǎ ΨōǳǘǘŜǊŦƭƛŜǎ ƛƴ ǘƘŜ ǘǳƳƳȅΩΣ ΨǘƛƎƘǘ ŦŜŜƭƛƴƎǎΩ ƛƴ ǘƘŜ ǘƘǊƻŀǘΣ ŀǎ ǿŜƭƭ ŀǎ ƘŀǇǇȅΣ ǎŀŦŜ ŦŜŜƭƛƴƎǎΦ  

¶ 9ƴŎƻǳǊŀƎŜ ŎƘƛƭŘǊŜƴ ǘƻ ǘŀƭƪ ŀōƻǳǘ ǎƛǘǳŀǘƛƻƴǎ ǿƘŜǊŜ ǘƘŜȅ ŦŜŜƭ ǎŀŦŜ ŀƴŘ ŘƻƴΩǘ ŦŜŜƭ ǎŀŦŜ  

¶ Maintain a safe environment for children when dressing and uƴŘǊŜǎǎƛƴƎ ŀƭǿŀȅǎ ōŜƛƴƎ ǎŜƴǎƛǘƛǾŜ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ 

modesty.  

¶ Listen to children so that they know their questions and concerns are being understood 

¶ Encourage questioning and decision making skills  

¶ wŜǎǇŜŎǘ ŎƘƛƭŘǊŜƴΩǎ ŎƘƻƛŎŜǎ ŀƴŘ ŘŜŎƛǎƛƻƴǎ ŀƴŘ ŜƴŎƻǳǊŀƎŜ ǘƘŜƳ ǘƻ ǊŜǎǇŜŎǘ ƻǘƘŜǊ ŎƘƛƭŘǊŜƴΩǎ ŎƘƻƛŎŜǎΣ ŜǎǇŜŎƛŀƭƭȅ 

where touching is concerned 

¶ ²ƘŜƴ ŘŜǾŜƭƻǇƳŜƴǘŀƭƭȅ ŀǇǇǊƻǇǊƛŀǘŜΣ ǘŜŀŎƘ ŎƘƛƭŘǊŜƴ ǘƘŜ ōŀǎƛŎ ǇǊƛƴŎƛǇƭŜǎ ƻŦ άbƻΣ Dƻ ŀƴŘ ¢Ŝƭƭέ ς ǘƻ ǎŀȅ άƴƻέ ƛŦ 

they feel uncomfortable, to get out of the situation if possible and to tell someone they trust as soon as 

possible 

¶ Help at-risk children to identify a network of five people they can trust and turn to when they feel unsafe  

¶ Use correct terminology for all body parts  

¶ Use age appropriate story books and toys to assist children to identify 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:  

¶ Causes for concern 

¶ Discussions with appropriate staff members 

¶ Notification to Department of Communities (49 674 420) 

¶ Follow ς up with Department of Communities (49 674 420)  

¶ De-brief for appropriate staff  

Staff MUST maintain strict confidentiality at all times.  

The Centre will support staff if these 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 forms of child abuse, but may be caused by factors 

other than child abuse. There may be instances where the results of problems are associated with family 

ŘƛǎǊǳǇǘƛƻƴǎκǘŜƴǎƛƻƴǎΣ ƻǊ ǎǘŜƳ ŦǊƻƳ ŀ ŎƘƛƭŘΩǎ ƛƭƭƴŜǎǎΣ ǳƴŘƛŀƎƴƻǎŜŘ Řƛǎŀōƛƭƛǘȅ ƻǊ ƭŜŀǊƴƛƴƎ ǇǊƻōƭŜƳǎΦ ²ƘƛƭŜ it is 
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important to avoid jumping to conclusions, 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, the child is still clearly in need of some help. 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 observe, if required:  

 

1. Physical Abuse:  

ά!ƴȅ ƴƻƴ-accƛŘŜƴǘŀƭ ƛƴƧǳǊȅ ǘƻ ŀ ŎƘƛƭŘέ  

Child Physical Indicators  

¶ Unexplained welts and bruises 

¶ Unexplained burns 

¶ Unexplained fractures  

¶ Unexplained lacerations or abrasions 

¶ Head injuries 

¶ Human bite marks 

¶ Premature loss of teeth 

¶ Verbally reports abuse 

¶ Wary of adult 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 affection from any adult with no discrimination 

¶ Non-expression of his/her needs  

¶ Non-communicative  

      

        Carer Behavioural Indicators  

¶ Seems unconcerned about child 

¶ {ŜŜƳǎ ŀƴȄƛƻǳǎ ŀƴŘ ƻǾŜǊǿƘŜƭƳŜŘ ōȅ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƴŜŜŘǎ 

¶ Takes an unusual amount of times to obtain medical care for their child 

¶ hŦŦŜǊǎ ŀƴ ƛƴŀŘŜǉǳŀǘŜ ƻǊ ƛƴŀǇǇǊƻǇǊƛŀǘŜ ŜȄǇƭŀƴŀǘƛƻƴ ŦƻǊ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƛƴƧǳǊȅ  

¶ Takes child to a different doctor or hospital for each injury  

¶ Substance abuser 

¶ Disciplines the child too harshly 

¶ Describes child in a consistently negative manner 

¶ Has poor impulse control 

 

2. Sexual Abuse 
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ά¦ǘƛƭƛȊŀǘƛƻƴ ƻŦ ŀ ŎƘƛƭŘ ŦƻǊ ǎŜȄǳŀƭ ƎǊŀǘƛŦƛŎŀǘƛƻƴ ōȅ ŀƴ ŀŘǳƭǘ ƻǊ ŀƴ ƻƭŘŜǊ ŎƘƛƭŘ ƛƴ ŀ Ǉƻǎƛǘƛƻƴ ƻŦ ǇƻǿŜǊΣ ƻǊ 

ǇŜǊƳƛǘǘƛƴƎ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴ ǘƻ Řƻ ǎƻέ  

Child Physical Indictors may include: 

¶ Difficulty in walking or sitting 

¶ Torn, stained or bloody underclothing 

¶ Pain or itching in genital area 

¶ Bruises or bleeding in external genitalia, vaginal or anal areas 

¶ Venereal disease (especially in pre-teens) 

¶ Pregnancy  

¶ Foreign matter in bladder, rectum or urethra  

¶ Recurrent urinary tract infections  

 

 Child Behavioural Indicators may include: 

¶ Aggressive, overt sexual behaviour 

¶ Cruelty to animals without physiological basis 

¶ Pre-mature 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 

¶ Self-inflicted injuries 

 Carer Behavioural Indicators may include: 

¶ Very protective or jealous of child  

¶ Extremely protective of family privacy  

¶ Does not allow child to be involved in extra-curricular activities  

¶ Substance abuse 

¶ Is geographically isolated and/or lacking in social and emotional contacts outside the family 

¶ Has low self-esteem  

 

3. Emotional Abuse:  

άChronic failure by the carer to provide support and affection necessary to develop a sound and 

ƘŜŀƭǘƘȅ ǇŜǊǎƻƴŀƭƛǘȅέ  

Child physical indicators may include: 

¶ Speech disorders 

¶ Lags in physical development 

¶ Failure to thrive 

¶ Child behavioural indicators 

¶ Habit disorder (sucking, biting, rocking, etc.) 

¶ Low self-esteem 

¶ Difficulty forming positive relationships 

¶ Elimination problems 
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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 maltreatment.  

 

 Carer behavioural indicators may include: 

¶ Treat children in  family unequally 

¶ 5ƻŜǎ ƴƻǘ ŀǇǇŜŀǊ ǘƻ ŎŀǊŜ ƳǳŎƘ ŀōƻǳǘ ǘƘŜ ŎƘƛƭŘΩǎ ǇǊƻōlems 

¶ Blames or belittles child 

¶ Is cold and rejecting 

¶ Withholds love 

¶ Finds nothing good in the child 

¶ Demonstrates inconsistent behaviour toward the child 

 

4. Neglect  

ά/ƘǊƻƴƛŎ ŦŀƛƭǳǊŜ ǘƻ ǇǊƻǾƛŘŜ ŦƻǊ ŀ ŎƘƛƭŘΩǎ ǇƘȅǎƛŎŀƭ ŀƴŘ ŜƳƻǘƛƻƴŀƭ ƴŜŜŘǎΣ ǎǳŎƘ ŀǎ ŦƻƻŘΣ ŎƭƻǘƘƛƴg, shelter, 

ƳŜŘƛŎŀƭ ŎŀǊŜΣ ŜŘǳŎŀǘƛƻƴ ƻǊ ǎǳǇŜǊǾƛǎƛƻƴέ  

Child Physical Indicators may include:  

¶ Consistent hunger, poor hygiene, inappropriate dress, chronically unclean.   

¶ 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 or late departure)  

¶ Attendance at Education and Care Service infrequent 

¶ States there is no parent or carer 

 Carer Behavioural Indicators may include: 

¶ Has disorganised, chaotic, upsetting home life  

¶ Is apathetic, feels nothing will change 

¶ Is isolated from friends, relatives, 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 199 008 (24 hrs. a day) 

 

With Regard to Families:  

When a family presents Kookaburra with specific protection needs which could include issues such as child sexual 

abuse, physical abuse, domestic violence, substance abuse, emotional abuse etc. ς 

 

Kookaburra will:  

¶ Maintain confidentiality 

¶ .Ŝ ǎǳǇǇƻǊǘƛǾŜ ƻŦ ǘƘŜ ŦŀƳƛƭȅΩǎ ŜŦŦƻǊǘǎ ǘƻ ŀŘŘǊŜǎǎ ǘƘŜ situation 

¶ 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 suggestions without professional assistance 

¶ Document discussions  

¶ Ensure that all staff respect 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 to 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 2.15: EMERGENCIES AND EVACUATION 
Date of Last Review: June 2018 

Date of Next Review: December 2019 

Legislative Links: Workplace Health and Safety Regulation (QLD) 2011, Education and Care Services National Regulations 

[NSW] 2014 Part 4.2, Division 5 

Source: Workplace Health and Safety Regulation (QLD) 2011, http://education.qld.gov.au/health/ - Creating Healthier 

Workplaces 2012  

 

Rationale:  

This centre recognises the importance of developing procedures to minimise the risk of emergencies and provide 

guidance for staff in their daily practice and during emergencies, in accordance with recommendations from recognised 

authorities. 

Staff and children need to have well practised evacuation procedures in place and information regarding accidents and 

emergencies need to be located in appropriate places around the centre for staff, visitors and parents.  

 

Aim:  

¶ To have clear procedures and floor plans in place for staff to manage emergencies in a calm professional 

manner to maximise the safety to children, visitors and other staff.  

¶ To provide sufficient training to staff for the above to occur and in the use of emergency equipment, such as 

fire extinguishers.  

¶ For accident and emergency procedures to be in accordance with current guidelines from recognised health 

authorities.  

 

Implementation:  

Parents will:  

¶ Be encouraged to consult at least annually on the review of this policy  

¶ .Ŝ ƛƴŦƻǊƳŜŘ ƻŦ ǘƘŜ ŎŜƴǘǊŜΩǎ ǇǊƻŎŜŘǳǊŜǎ ŦƻǊ ŜƳŜǊƎŜƴŎƛŜǎ ǘƘǊƻǳƎƘ ǎǳƛǘŀōƭŜ ƴƻǘƛŎŜǎ ƭƻcated in appropriate 

locations around the centre  

¶ Be issued with relevant information, e.g. pamphlets/posters as information becomes available to the centre.  

 

Staff will:  

¶ Conduct monthly evacuation drills with the children and any visitors to the centre and record these drills in the 

Emergency Drill folder.  

¶ 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 the exits to each classroom.  

¶ Participate in staff training with regard to emergency procedures and as new procedures are 

developed/modified  

¶ Participate in fire training to help reduce or prevent the outbreak of fire including the use of fire equipment, 

preventative strategies and emergency procedures.  

 

Management will:  

¶ Organise ongoing training opportunities for fire training, emergency procedures and first aid for all staff.  

¶ Select, install and maintain emergency equipment in accordance with their legal responsibilities  

¶ Organise regular and systematic safety inspections of all emergency equipment  

¶ Maintain emergency equipment e.g. first aid kits, firefighting equipment etc. and purchase additional supplies 

when required. 

¶ Emergency drills will be conducted monthly to ensure the smooth running of the evacuation procedure.  

http://education.qld.gov.au/health/
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PROCEDURE 2.15.1: FIRE EVACUATION  

 

When fire alarm sounds, evacuate to the appropriate assembly point, following the directions on the evacuation 

map displayed near each exit. 

 

¶ Group Leaders collect attendance sheets and lead the children out of the building. Assistants check the 

toilets, store rooms, cubby holes and hiding places.  

 

¶ Kitchen/Office staff are to help the Nursery to carry the babies out to the fire evacuation assembly point in 

the Kindergarten playground.  

 

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

 

¶ 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 assembly area. 

 

Roll call - ensure all children and staff are present (head count). Information to be passed onto Director (who is 

ŀŎŎƻǳƴǘŜŘ ŦƻǊ ŀƴŘ ǿƘƻ ƛǎƴΩǘύΦ 

 

Supervise the children at all times  

On arrival of the fire service, the officer in charge should be met and advised by the 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 2.15.2: BOMB THREAT  
Devised collaboratively 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 using other phone line. 

¶ Group leaders collect attendance sheets, do initial head count and lead the children out of the building. 

Kindergarten Group Leader to bring back gate key. 

¶ Director to collect the evacuation basket and check the Centre is evacuated 

¶ Lead all children, following fire evacuation procedure into playground, then through to community hall and 

gather on other side of community hall building. 

Roll call ς to ensure that all children are evacuated by Group Leaders  

¶ Director to collect Attendance Rolls 

¶ Stay on other side of 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 2.15.3: NATURAL DISASTER  
1. Assemble all children, via the quickest route to Toddlers Room (Play Area 6 on Evacuation Map) 

2. Group Leaders to collect Attendance Rolls 

3. Director to check the Centre is evacuated 

4. Roll call ς Group Leaders to ensure that all children are evacuated  

5. Stay in shelter until conditions have eased  

6. Supervise the children at all times  

 

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 to an unacceptable safety risk then the centre will also be closed.  

 

Should you be in doubt as to whether the Centre is opening, please listen to the local radio stations for updates. Or 

alternately check our Facebook page. 

 

Should the centre be struck by natural disaster during time of operation and the centre is required to close, every effort 

will be made to ensure 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 normal fees will still be charged to all accounts. 

 

Should the centre be able to claim back the fees charged through our insurance each account will be reimbursed for the 

cost of care (less any CCB received) at a later date. 
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POLICY 2.16: EXCURSIONS 
Date: July 2018 

Review Date: December 2019 

Legislative Links: Education and Care Services National Regulations 2014. 

Source: Education and Care Services National Regulations 2011. 

 

Excursion for all groups at Kookaburra are arranged throughout the year. If an excursion involves leaving the centre and 

you do not want your child to participate you can request that they stay at the centre supervised by another Group 

Leader. LŦ ǘƘŜ ŜȄŎǳǊǎƛƻƴ ƛƴŎƭǳŘŜǎ ǘƘŜ ŜƴǘƛǊŜ /ŜƴǘǊŜ ŀƴŘ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ȅƻǳǊ ŎƘƛƭŘ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ a parent / guardian must 

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 their experiences beyond those 

offered at the Centre.  

 

Implementation: 

¶ Staff are responsible for thorough organisation of each excursion including risk assessment and management 

plan, investigating transport requirements, determining total cost of excursion prior to the event and 

establishing the availability of the facilities required throughout the excursion e.g. place to eat, toilet and hand 

washing facilities access to drinking water, sufficient shade in hot weather etc.  

¶ Staff will ensure there is an appropriate adult to child ratio to ensure adequate supervision for the health and 

safety of the children when planning and implementing an excursion.  

¶ 9ŀŎƘ ŎƘƛƭŘ ŀǘǘŜƴŘƛƴƎ ŀƴ ŜȄŎǳǊǎƛƻƴ Ƴǳǎǘ ƘŀǾŜ ǘƘŜ ǿǊƛǘǘŜƴ ǇŜǊƳƛǎǎƛƻƴ ƻŦ ǘƘŜ ǇŀǊŜƴǘ ƻǊ ƎǳŀǊŘƛŀƴΦ LŦ ƛǘΩǎ ƴƻǘ ǘƘŜ 

actual enrolled day for a child on the particular day of the excursion then that child must be accompanied by 

their parent.  

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

¶  /ƘƛƭŘǊŜƴΩǎ ƛƴŘƛǾƛŘǳŀƭ ƴŀƳŜǎ Ƴǳǎǘ ƴƻǘ ōŜ ŘƛǎǇƭŀȅŜŘΦ  

¶ Children should be dressed in appropriate clothing considering the weather and activity of the excursion. 

Sturdy footwear should be worn. Hats must be worn by both staff and children when outdoors on excursion.  

¶ Staff are to take a first aid kit. 

¶ Staff should carry sufficient money to cover the excursion and extra in case of an emergency. A mobile phone 

should be carried by at least one of the staff.  

¶ Children are to be organised into small groups in the care of a particular adult. Adults are responsible for the 

careful supervision of their group of children.  

¶ Adults are to be aware of the number of children in their small group and maintain vigilant supervision. All staff 

are to be aware of the total number of children on the excursion and assist in counting the large group at 

regular intervals.  

¶ In the event that an excursion is delayed and will be late returning the adult in charge is to contact Kookaburra 

and advise the approximate time of arrival.  

¶ If an emergency occurs, the person in charge of the excursion is responsible for making alternative 

arrangements to ensure the safety and well-being of the children and ensure the centre is contacted as soon 

as possible.  

¶ There is to be no change to the planned itinerary of any excursion (as indicated to the parents on the permission 

forms) unless the person in charge of the excursion decides that it is necessary for the safety and well-being of 

the children.  

¶ Parents must be advised of any incident or change of itinerary on the day of the excursion where possible.  
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FORM 2.16: EXCURSION RISK MANAGEMENT PLAN 
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POLICY 2.17: DANGEROUS GOODS 
Date of Last Review: June 2018 

Date of Next Review: December 2019 

Legislative Links: Work Health and Safety Regulation 2011, Education and Care Services National Regulations [NSW] 

2013 

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

 

Rationale 

ά9ŀŎƘ ȅŜŀǊ ƛƴ !ǳǎǘǊŀƭƛŀΣ орлл ŎƘƛƭŘǊŜƴ ŀǊŜ hospitalised because of poisoning. This makes poisoning the second most 

common reason why young children are admitted to hospital. In addition, in Australia more than 240 000 calls are made 

ŀƴƴǳŀƭƭȅ ǘƻ ǘƘŜ tƻƛǎƻƴǎ LƴŦƻǊƳŀǘƛƻƴ /ŜƴǘǊŜΦέ όYƛŘǎŀŦŜ ŦŀŎǘ ǎƘŜŜǘΥ Poisonings in Children 2007) 

The most common poisons are medicines (involved in more child poisoning than any other substance). Common 

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.  

Kookaburra endeavours to minimise the use of toxic and other potentially dangerous products and implement strategies 

and procedures to prevent child poisoning. 

Aim 

Kookaburra child care centre is committed to ensuring the health and safety of all staff, contractors and visitors.  

¶ Develop and implement procedures and practices to ensure toxic and other potentially dangerous products 

ŀǊŜ ƪŜǇǘ ƻǳǘ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ǊŜŀŎƘΦ  

¶ Use alternate products that are both non-toxic and environmentally friendly to reduce the risks to children 

¶ Use alternate cleaning products as above without compromising hygiene 

Employer/Management Responsibilities: 

¶ Ensure that instruction and training is provided on the safe handling and storage of all substances and 

chemicals used at Kookaburra.  

¶ Display material safety data sheets for all chemicals used. 

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

¶ Ensure that mŀƴǳŦŀŎǘǳǊŜǊΩǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ŀǊŜ ŦƻƭƭƻǿŜŘΦ 

¶ All chemicals are correctly labelled. 

¶ Store all chemicals out of reach of children in appropriate containers. 

¶ Wherever possible seek out less hazardous, alternative substances and alternative methods of performing 

tasks. 

¶ Substitute hazardous chemicals with less hazardous chemicals.  

¶ Ensure that taps are fitted to any bulk containers for ease of decanting. 

¶ Ensure the provision of gloves and other personal protective equipment to minimise the contact with the 

chemicals and hazardous substances. 

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

¶ Consider the toxicity of cleaning products when considering a change to different cleaning products 

¶ Provide staff with cleaning substances that are non-hazardous, non-toxic and biodegradable where possible. 

¶ Ensure information is available in the form of Material Safety Data Sheets for staff and these will be located 

where the cleaning products are kept.  

¶ Provide other information to staff on the correct dilution ratios, appropriate uses, health hazards and first aid, 

correct handling and clean-up of spills for each of the products stored at the centre.  

Staff, Students and Volunteers will: 

¶ Wear the necessary protective clothing when handling chemicals. 

¶ Follow instructions and training 
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¶ Ensure that all chemicals are kept out of reach of the children. 

¶ Follow the use, storage and handling recommendations specified for each of the chemical products used at the 

centre. 

¶ Spills are to attended to immediately, ensuring that correct procedures are followed (on MSDS) 

¶ Be supplied with cleaning products that are considered non-hazardous, non-toxic and highly biodegradable, as 

per the Material Safety Data Sheets, for hygienically cleaning work surfaces, toilet bowls and washroom.  

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

¶ Be aware of the importance of minimising the use of toxic products within the centre and will use the non-toxic 

products first.  

¶ Notify the maintenance person with regard to the non-toxic eradication of vermin if required. 

¶ Not keep any substances stored in the centre such as turpentine kerosene or petrol. The maintenance person 

will be contacted for safe storage of such substances at a location away from the centre.  

Parents will: 

¶ Receive information regarding poisoning in  children  

¶ Be advised of the correct procedure for storing medicines 

¶ Be advised through the use of signs and posters the location for storage of potentially dangerous products.  

Disinfectants/bleach 

¶ Disinfectants and bleach are usually unnecessary. Bleach may be used if there is an infectious disease outbreak 

ς one part bleach 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 cleaning and drying methods.  

¶ Clean the nappy change area thoroughly after each nappy change with detergent and water.  
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POLICY 2.18: POTENTIALLY DANGEROUS PRODUCTS, PLANTS, VERMIN 

AND OBJECTS 
Date of last review: May 2018 

Date of next review: December 2019 

Legislative Links: National Quality Standards (NSW) 2013 Element 2.3.2 

Source: Poisons Information Centre, www.ausdi.hcn.net.au/poisons.html, Kidsafe, www.kidsafe.com.au, Royal 

ChƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭΣ www.rch.org.au  

 

Rationale:  

Children do not understand the potential dangers of many products commonly used in child care centres. Potential 

dangers are those which pose a risk of poisoning or injury to children and may include:  

¶ Medications 

¶ Cleaning products 

¶ Garden chemicals 

¶ Pest treatments and devices 

¶ Broken or damaged toys or equipment 

¶ Sharp objects and  

¶ Soiled nappies or other soiled materials  

(Quality Practices Guide 1st Edition 2005)  

Kookaburra 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, and other objects we ensure dangerous products are eliminated where possible or inaccessible 

through correct storage, labelling, safety checks etc.  

 

Aim:  

¶ To ensure a safe environment for children  

¶ For staff to perform regular safety checks of the environment for dangerous 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 current Anaphylaxis certificate to ensure safety of children with severe allergies.  

 

Implementation:  

Parents will:  

¶ Correctly store all medications as per the administering medication policy  

¶ Be informed of locations where potentially dangerous products are kept by simple warning signs. (stored off 

site) 

¶ Be informed of procedures for safe storage of potentially dangerous products by posters in relevant places 

around the centre.  

¶ YŜŜǇ ŜƳŜǊƎŜƴŎȅ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎ ǳǇ ǘƻ ŘŀǘŜ ƻƴ ǘƘŜƛǊ ŎƘƛƭŘΩs file. 

 

Staff will:  

¶ Contact the Poisons Information Centre immediately if they suspect a child may have ingested a poisonous 

substance.  

¶ Receive information and training on correct labelling of potentially dangerous products and protecting children 

from other potential dangers  (foreign objects, spiders and vermin)  

¶ Ensure medications and chemicals are never left unattended when in use 

¶ 9ƴǎǳǊŜ ƳŜŘƛŎŀǘƛƻƴǎ ŀǊŜ ƴƻǘ ƪŜǇǘ ƛƴ ŎƘƛƭŘǊŜƴΩǎ ōŀƎǎ 

http://www.ausdi.hcn.net.au/poisons.html
http://www.kidsafe.com.au/
http://www.rch.org.au/
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¶ Ensure potentially dangerous products are inaccessible to children at all times by adhering to the 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 products are clearly labelled 

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

¶ Ensure potentially dangerous products are used in accordance with instructions 

¶ Ensure that potentially dangerous products are stored immediately after 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 to alert adults 

but not to attract the curiosity of children.  

¶ Refer to the First Aid Action Plan on dangerous products (located near the first aid kit and in the outside play 

areas) for information on correct procedures  

¶ Participate at least annually in the policy review process  and consult together with parents and management 

¶ 9ƴǎǳǊŜ ǘƘŀǘ ŀƴȅ Ǉƭŀƴǘǎ ƻǊ ƻōƧŜŎǘǎ ōǊƻǳƎƘǘ  ǘƻ ǘƘŜ ŎŜƴǘǊŜ ŦǊƻƳ ƘƻƳŜ ŦƻǊ Ψ{Ƙƻǿ ŀƴŘ ¢ŜƭƭΩ ƻr for the Interest Table 

are safe and not on the poisonous plants list 

¶ Maintain current first aid certificates 

¶ 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 purposes and then only under conditions approved 

by an authorised person and health authorities  

¶ Ensure correct supervision of children by adhering to the supervisions policy and procedure. 

¶ Follow advice from a professional on the removal of vermin and dangerous plants to minimise risk to self and 

others. 

 

Management will:  

¶ Ensure staff receive information and training for the safe labelling and storage of potentially dangerous 

products, first aid action plans for these products and the procedure for monitoring the building and grounds 

for potentially dangerous plants, vermin and objects.  

¶ Consult at least annually with 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 aid certificates 

¶ 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 not toxic or harmful 

 

Swallowed Poison  

¶ Do not try to make the child vomit  

¶ Pick up the container and take to the telephone 

¶ Call the Poisons Information Centre 13 11 26 

 

Poison in the Eye 

¶ Flood the eye with water from a cup, jug, saline solution or slowly running tap. Continue for 10 ς 15 minutes 

holding the eyelids open.  

¶ Pick up the container and take to the telephone 
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¶ Call the Poisons Information Centre 13 11 26 

 

Poison on the Skin 

¶ Remove contaminated clothing, taking care to avoid contact with the chemical 

¶ Flood the skin with cool running water 

¶ Wash gently with soap and water and rinse well  

¶ Pick up the container and take to the telephone 

¶ Call the Poisons Information Centre 13 11 26 

 

Inhaled Poison 

¶ Get the person to fresh air quickly without placing yourself at risk 

¶ Open doors and windows wide, if safe to do so  

¶ Pick up the container and take to the telephone 

¶ Call the Poisons Information centre. 13 11 26 
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POLICY 2.19: RISK MANAGEMENT 
Date of Last Review: August 2018 

Date of Next Review: December 2019 

Legislative Links: 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 Street Childcare and Early Education Centre: 

Talking about Practice - Environment Makeover   

http://www.earlychildhoodaustralia.org.au/nqsplp/wp-content/uploads/2012/11/Environment-makeover-campbell-

street-workshop-240312.pdfΣ /ǳǊǘƛǎΣ 5Φ όнлмлύΦ ²ƘŀǘΩǎ ǘƘŜ Ǌƛǎƪ ƻŦ ƴƻ ǊƛǎƪΚ /ƘƛƭŘ /ŀǊŜ 9ȄŎƘŀƴƎŜΣ aŀǊŎƘκ!ǇǊƛƭΦ 

 

Rationale: 

In managing risks to health and safety, an organisation must identify reasonably foreseeable hazards that could give rise 

to risks to health and safety. 

In managing risks to health and safety, an organisation mustτ 

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

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

practicable. 

 

ά! risk is something that is possible to negotiate and may be appropriate for particular situations and 

children. A hazard is something that is inherently dangerous and needs to be remedied, such as a climbing 

ǎǘǊǳŎǘǳǊŜ ǿƛǘƘ ǎƘŀǊǇ ŜŘƎŜǎ ƻǊ ƭƻƻǎŜ ōƻŀǊŘǎ ǘƘŀǘ ŎƻǳƭŘ ǎŜǊƛƻǳǎƭȅ ƛƴƧǳǊŜ ŎƘƛƭŘǊŜƴ ƛŦ ǘƘŜȅ Ǉƭŀȅ ƻƴ ƛǘΦέ Deb Curtis, 

²ƘŀǘΩǎ ǘƘŜ Ǌƛǎƪ ƻŦ ƴƻ ǊƛǎƪΚ 

 

In accordance with the National Quality Standards, we want to provide an environment for children which is inclusive, 
promotes competence, independent exploration and learning through play. This requires us to consider appropriate 
levels of challenge where children are encouraged to explore, 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. Procedures will be implemented 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 to ensure effective risk management 

practice. 

With consideration of hazards and their associated risks, we aim to provide a learning environment which is not only 

ǎŀŦŜ ŦƻǊ ŎƘƛƭŘǊŜƴΣ ŦŀƳƛƭƛŜǎ ŀƴŘ ŜŘǳŎŀǘƻǊǎ ōǳǘ ŀƭǎƻ ŀƴ ŜƴǾƛǊƻƴƳŜƴǘ ǘƘŀǘ ŜƴŎƻǳǊŀƎŜǎ ŎƘƛƭŘǊŜƴΩǎ ŜƴƎŀƎŜƳent, curiosity, 

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 our educational program, we will follow 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. 

  

http://www.earlychildhoodaustralia.org.au/nqsplp/wp-content/uploads/2012/11/Environment-makeover-campbell-street-workshop-240312.pdf
http://www.earlychildhoodaustralia.org.au/nqsplp/wp-content/uploads/2012/11/Environment-makeover-campbell-street-workshop-240312.pdf
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PROCEDURE 2.19: RISK MANAGEMENT 
Management will: 

¶ Conduct a risk assessment to determine potential emergencies that may be relevant to the education and care 

service.  

¶ Ensure a risk assessment occurs prior to excursions. 

¶ Liaise with educators to ensure that risk management is part of daily practice and that procedures are 

developed and maintained to implement policies, record and review hazards. 

¶ Ensure that health and safety information and training is part of the induction and ongoing professional 

development strategy for all educators. 

¶ Inform families, during oǊƛŜƴǘŀǘƛƻƴ ŀƴŘ ŜƴǊƻƭƳŜƴǘΣ ŀōƻǳǘ ǘƘŜ ŜŘǳŎŀǘƛƻƴ ŀƴŘ ŎŀǊŜ ǎŜǊǾƛŎŜΩǎ wƛǎƪ aŀƴŀƎŜƳŜƴǘ 

Policy and the need to maintain all emergency contact details. Written consent will be obtained from families 

for permission to access urgent medical, dental, hospital and ambulance assistance.  

¶ Ensure that educator roles and responsibilities are clearly defined. 

¶ Ensure that emergency evacuation and lockdown procedures are rehearsed, documented and evaluated at 

least every three months. 

¶ Ensure that at any time the service is operational at least one educator who holds a current approved first aid 

qualification, and at least one educator who has undertaken anaphylaxis management training, and at least 

one educator who has undertaken emergency asthma management training is in attendance and available.  

The same person may hold one or more of these qualifications.  

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

¶ Use risk assessment forms to identify hazards and risks and put in place control measures to eliminate or 

minimise risk. 

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

 

Staff will: 

¶ Complete daily playground checklists of the environment before children and families enter the education and 

care service. Educators 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 nominated supervisor immediately. 

¶ Use Risk Assessment Form and Risk Rating Matrix to identify hazards and risks and put in place control 

measures to eliminate or minimise risk. 

¶ Not put themselves or others at risk at any time when seeking to reduce or remove potential hazards. 

¶ In terms of our 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 taking in a safe environment. 

¶ Be encouraged to complete training and professional development to increase their awareness of risk 

management. 

¶ Implement emergency evacuation/lockdown procedures to ensure the welfare of children, families and 

educators 

  



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

FORM 2.19.1: DAILY PLAYGROUND CHECKLIST 

Week Ending:         

Room:          

Outdoors 
Item Monday Tuesday Wednesday Thursday Friday Comments/ 

Actions AM PM AM PM AM PM AM PM AM PM 

Fences/Gates            

Fixed 

equipment 

           

Steps/ramps            

Surfacing            

Sheds/ storage 

areas 
           

Toys            

Tables and 

chairs 
           

Natural 

debris/garbage 
           

Sandpit            

Sinks and taps            

Bins            

Wildlife/wildlife 

mess 
           

Indoors 
Item Monday Tuesday Wednesday Thursday Friday Comments/ 

Actions AM PM AM PM AM PM AM PM AM PM 

Surfaces            

Floors and Mat 

areas 
           

Walls, ceilings and 

fans 
           

Cleaning materials            

Bag storage            

Toilets            

Toys            

Furniture            
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FORM 2.19.2: RISK ASSESSMENT FORM 
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FORM 2.19.3: RISK BENEFIT ANALYSIS FORM 
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RISK RATING MATRIX 
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POLICY 2.20: SLEEP, REST AND S.I.D.S. PREVENTION 
Date of Last Review: August 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2014 Part 4.2 Division 1 

Source: SIDS and Kids Safe Sleeping Child Care Kit, www.sidsandkids.org/safe_sleeping.html  

 

Rationale 

Time to rest is extremely important to young children who are exposed to a very full and busy day. Sleep 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 comfortably dressed for sleep and covered appropriately for room temperatures. Dressing children 

provides good opportunities for playful conversation and interaction with young children, whilst for older children it 

provides opportunities to develop independence. Staff are sensitive to cultural difference in attitudes to dressing. 

 

Aim 

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

To provide information to parents regarding the sleep and rest needs and routine of young children.  

To provide a safe and risk free sleep environment for children in the rooms by following guidelines set out by the 

National S.I.D.S Council of Australia. 

 

Implementation 

¶ Staff at this service will follow the childcare practices recommended by the SIDS and Kids Safe Sleeping Program 

to reduce the risk of SIDS and create a safe sleeping environment  

¶ Staff at this service will receive Sleep Safe training about SIDS and Kids Safe Sleeping practices 

¶ Staff will inform parents or caregivers of the recommended SIDS and Kids Safe Sleeping Policy  

 

 

  

http://www.sidsandkids.org/safe_sleeping.html
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PROCEDURE 2.20: SLEEP, REST AND S.I.D.S. PREVENTION 

SIDS and Kids Safe Sleeping Recommendations 

The National SIDS Council of Australia has published three recommendations that are supported by 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. 

 

Recommendation 1: άtǳǘ ȅƻǳǊ /ƘƛƭŘ ƻƴ ǘƘŜƛǊ .ŀŎƪ ǘƻ {ƭŜŜǇέ 

Following this recommendation when position children for sleep, staff place children at the bottom end of the cot/bed 

on their back ς the supine position. This procedure is followed unless otherwise advised by parents/guardians). 

 

Recommendation 2: άaŀƪŜ ǎǳǊŜ ǘƘŜ /ƘƛƭŘΩǎ IŜŀŘ wŜƳŀƛƴ ǳƴŎƻǾŜǊŜŘ 5ǳǊƛƴƎ {ƭŜŜǇέ  

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 quilts, which could allow children to become covered during sleep. We do not promote the 

use of bumpers, pillow or soft toys in the cot with children under the age of 7months. 

 

Recommendation 3: άYŜŜǇ ¸ƻǳǊ /ƘƛƭŘ {ƳƻƪŜ-CǊŜŜΣ .ŜŦƻǊŜ ŀƴŘ !ŦǘŜǊ .ƛǊǘƘέ 

Whilst at the Centre, the children are in a smoke-free environment, Staff are not permitted to Smoke during work hours 

at Kookaburra Child Care Centre. 

 

Staff will: 

¶ Follow all the recommendations as listed in the SIDS and Kids Safe Sleeping Policy in relation to prevention of 

serious sleeping accidents.  

¶ Appropriately supervise children at all times when resting or doing quiet activities.  

 

Nursery, Infants and Toddlers 

¶ Ensure each child sleeps in a separate safe, strong, cot which meets the Australian Standard 2172 for Cots 

¶ Ensure the mattress in the cot is firm, clean, well-fitting and in good condition 

¶ Air the mattress, bedding and cot regularly  

¶ bƻǘ ǳǎŜ Ŏƻǘ ōǳƳǇŜǊǎΣ ǉǳƛƭǘǎΣ ŘƻƻƴŀǎΣ ŘǳǾŜǘǎΣ ƭŀƳōǎƪƛƴǎ ƻǊ ǎƻŦǘ ǘƻȅǎ ƛƴ ŀƴȅ ŎƘƛƭŘΩǎ Ŏƻǘ ǳƴŘŜǊ мн ƳƻƴǘƘǎ 

¶ Swaddle babies in Ŏƻǘǘƻƴ ƻǊ Ƴǳǎƭƛƴ ƛŦ ǎƻ ǊŜǉǳŜǎǘŜŘ ōȅ ǘƘŜ ŦŀƳƛƭȅ ŜƴǎǳǊƛƴƎ ǘƘŜ ōŀōȅΩǎ head is not covered 

¶ Sleep times are adapted to meet the need of individual children, Nursery only 

¶ Staff consult parents when deciding what approach to take regarding sleep for their child, and all the factors 

that determine a positive sleep time, e.g. length of sleep, comforters, family consideration etc.  

¶ {ǘŀŦŦ ŀǊŜ ǎŜƴǎƛǘƛǾŜ ǘƻ ŀ ŎƘƛƭŘΩǎ ƴŜŜŘǎ ŀƴŘ ǘŀƪŜ ŎŀǊŜ ǘƻ ŀǇǇǊƻǇǊƛŀǘŜƭȅ ƛŘŜƴǘƛŦȅ ǿƘŜƴ ǘƘŜȅ ŀǊŜ ǘƛǊŜŘΦ /ƘƛƭŘǊŜƴ Ƴŀȅ 

take comforters to bed for reassurance, except in the case of children under 12 months. For children under 12 

ƳƻƴǘƘǎΩ ǎǘŀŦŦ ǿƛƭƭ Ŧƻƭƭƻǿ ǘƘŜ ŎƘƛƭŘŎŀǊŜ ǇǊŀŎǘƛŎŜǎ ǊŜŎƻƳƳŜƴŘŜŘ ōȅ ǘƘŜ {L5{ ŀƴŘ YƛŘǎ {ŀŦŜ {ƭŜŜǇƛƴƎ tǊƻƎǊŀƳ ǘƻ 

reduce the risk of SIDS and create a safe sleeping environment.  

¶ Comfort is provided to each child consistent to that used at home, e.g. Pat on back, sing lullabies, 

rubbing/stroking their forehead, or no contact at all 

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

¶ Soft relaxation music is provided for children  to listen to when sleeping 

¶ Teething necklaces to be removed at all sleep times (Nursery and Infants)   

 

Junior Kindy 

¶ Sleep/rest times are adapted to meet the needs of individual children 

¶ Staff consult parents when deciding what approach to take regarding sleep or rest for their child, and all the 

factors that determine a positive sleep/rest period, e.g. length of sleep, comforters, family consideration, etc.  
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¶ {ǘŀŦŦ ŀǊŜ ǎŜƴǎƛǘƛǾŜ ǘƻ ŎƘƛƭŘΩǎ ƴŜŜŘ ŀƴŘ ǘŀƪŜ ŎŀǊŜ ǘƻ ŀǇǇǊƻǇǊƛŀǘŜƭȅ ƛŘŜƴǘƛŦȅ ǿƘŜƴ ǘƘŜȅ ŀǊŜ ǘƛǊed. Children may 

take comforters to bed for reassurance ς as long aǎ ǘƘŜȅΩǊŜ ƛƴ ŎƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ {L5{ tǊŜǾŜƴǘƛƻƴ tƻƭƛŎȅ 

¶ Comfort is provided to each child consistent to that used at home, e.g. pat on back, sing lullabies, 

rubbing/stroking their forehead, or no contact at all 

¶ Mattress beds are provided for children to sleep on  

¶ 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 

¶ {ƭŜŜǇκǊŜǎǘ ǇŜǊƛƻŘǎ Ƴŀȅ ōŜ ǊŜŎƻǊŘŜŘ ŦƻǊ ǇŀǊŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ 

 

Kindergarten 

¶ Rest times are adapted to meet the needs of individual children 

¶ Staff consult parents when deciding what approach to take regarding rest for their child  

¶ Staff are sensitive to childǊŜƴΩǎ ƴŜŜŘǎ ŀƴŘ ǘŀƪŜ ŎŀǊŜ ǘƻ ŀǇǇǊƻǇǊƛŀǘŜƭȅ ƛŘentify when they are tired. If a sleep is 

required, the child is encouraged to take a nap on a mattress bed 

¶ Children who do not sleep have the choice of indoor or outdoor 

¶ Soft relaxation music is provided for children to listen to while resting  

¶ Relaxation activities are implemented to encourage quiet time alone 

¶ wŜǎǘ ǇŜǊƛƻŘǎ Ƴŀȅ ōŜ ǊŜŎƻǊŘŜŘ ƻƴ Řŀȅ ǎƘŜŜǘ ŦƻǊ ǇŀǊŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ 
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POLICY 2.21: SUN PROTECTION  
Date of Last Review: August 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2014, Part 4.2 and Part 4.3 

Sources: Sun smart outside, summer 2006, www.sunsmart.com.au/browse.asp?containerid=1555 Cancer 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 simultaneously, which contribute to 

these statistics:  

¶ The population is predominantly fair-skinned 

¶ Ultraviolet light from the sun is of sufficient intensity to induce skin cancer in this susceptible population 

¶ For most of this century, social values have supported the belief that a suntan is healthy and attractive 

¶ 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 damage occurs during 

childhood and adolescence. Research suggests 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.  

 

Education and Care Services National Regulations states: 

A service must ensure that outdoor spaces provided at the education and care service premises include adequate 

shaded areas to protect children from overexposure to ultraviolet radiation from the sun. 

 

Aim  

The aims of the Sun Protection Policy are to promote among children, staff and parents: 

¶ Positive attitudes towards skin protection  

¶ Lifestyle practices which can help reduce the incidence of skin cancer and the number of related deaths 

¶ Personal responsibility for and decision making about skin protection 

¶ Awareness of the need for environmental changes in schools to reduce the level of exposure to the sun.  

 

Implementation  

Families will: 

¶ Dress children appropriately for the outdoor environment i.e. shirts with sleeves that cover their shoulders, 

appropriate hats (legionnaires or wide brim)  

¶ Apply sun screen provided by the centre or your own sunscreen when dropping your child into the outdoor 

environment. 

When enrolling a child, parents/carers will be: 

¶ Informed of the sun Protection Policy 

¶ Requested to:  

o provide appropriate clothing for their child/ren 

o practice skin protective behaviour themselves as positive role models for children 

  

¶ Kookaburra hats will be provided to children upon enrolment.  

¶ Additional hats are available for purchase from the centre at any time. 

 

Children will: 

¶ Children will wear hats which protect the face, neck and ears when outside 

http://www.sunsmart.com.au/browse.asp?containerid=1555
http://www.cancer.org.au/
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¶ Wear sunscreen provided by the centre or their own sunscreen and re-apply throughout the day as necessary 

 

Staff will:  

¶ Be expected to practice skin-protection behaviour such as wearing protective hats and applying 30+ sunscreen. 

It is recommended that staff apply sunscreen at the same time as children are having sunscreen applied.  

¶ Direct children to use shaded areas wherever possible 

¶ If weather becomes too hot during outdoor play, staff will re-direct play inside or in undercover areas 

¶ wŜǎǇŜŎǘ ŜŀŎƘ ŎƘƛƭŘΩǎ ŎƭƻǘƘƛƴƎ ǇǊŜŦŜǊŜƴŎŜǎ ǿƘƛƭǎǘ Ƴŀƛƴǘŀƛƴ ǘƘŜƛǊ ǎŀŦŜǘȅ ŀƴŘ ǿŜƭƭōŜƛƴƎΦ  

¶ 30+ Broad spectrum, water resistant sunscreen will be applied to children each morning and throughout the 

day when playing outdoors. Staff must assure that any children with sensitive skin have their own sunscreen 

supplied by the parents.  

 

Management will ensure that there is adequate shade shelters and shade trees to provide protection for children and 

adults from the sun. 
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POLICY 2.22: APPROPRIATE CLOTHING 
Date of Last Review: August 2018 

Date of Next Review: December 2019 

Legislative Links: Work Health and Safety Regulation 2011, National Quality Standards 2013 Element 2.1.2 

Source: Sun smart outside, summer 2006, www.sunsmart.com.au/browse.asp?containerid=1555 Cancer Council of 

Australia, www.cancer.org.au  

 

Rationale 

/ƘƛƭŘǊŜƴΩǎ ǇƘȅǎƛŎŀƭ ŎƻƳŦƻǊǘ ŎƻƴǘǊƛōǳǘŜǎ ǘƻ ǘƘŜƛǊ ƘŜŀƭǘƘ ŀƴŘ ǿŜƭƭōŜƛƴƎΦ ¢ƘŜǊŜŦƻǊŜ ƛǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ŎƘƛƭŘǊŜƴ ǘƻ ōŜ 

dressed in and have available spare clothing which is comfortable and appropriate for prevailing conditions. 

 

Aim 

Kookaburra Child Care Centre aims to promote health and wellbeing and therefore cƘƛƭŘǊŜƴΩǎ ŀƴŘ ŦŀƳƛƭƛŜǎΩ ƛƴŘƛǾƛŘǳŀƭ 

clothing needs and preferences should be met to promote ŎƘƛƭŘǊŜƴΩǎ ŎƻƳŦƻǊǘΣ ǎŀŦŜǘȅ ŀƴŘ ǇǊƻǘŜŎǘƛƻƴ ǿƛǘƘƛƴ ǘƘŜ ǎŎƻǇŜ 

of the sŜǊǾƛŎŜΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎ ŦƻǊ ŎƘƛƭŘǊŜƴΩǎ ƘŜŀƭǘƘ and safety. 

 

When at the centre, staff and children are requested to:  

¶ Wear hats when outdoors in the sun ς hats that protect the face, neck and ears  

¶ Limit jewellery as much as possible and be aware of scratch and snag hazards (loose/dangling jewellery is not 

appropriate)  

Families will 

¶ Dress children each day in appropriate clothing for prevailing conditions i.e. sun safe, cool clothes in hot 

weather, warm clothes in cool weather, comfortable for the child 

¶ Provide children each day with at least 2 sets of spare clothing which is also appropriate for prevailing 

conditions. 

¶ Provide children with shoes and socks in cold weather. 

Staff will:  

¶ Children are dressed in light weight clothing for sleep and rest time 

¶ Educate children and familƛŜǎ ŀōƻǳǘ ŀǇǇǊƻǇǊƛŀǘŜ ŎƭƻǘƘƛƴƎ ǘƻ ǇǊƻǘŜŎǘ ŎƘƛƭŘǊŜƴΩǎ ƘŜŀƭǘƘ ŀƴŘ ǎŀŦŜǘȅ 

¶ Encourage children to wear safe and comfortable clothing 

¶ Encourage children to wear pants under skirts and dresses 

¶ Encourage children to wear shoes and socks when it is cold 

 

  

http://www.sunsmart.com.au/browse.asp?containerid=1555
http://www.cancer.org.au/
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POLICY 2.23: WATER SAFETY 
Date of Last Review: August 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] Part 4.2 

Sources: http://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 under five in Australia.  Each week, on average, one child 

ŘǊƻǿƴǎΦ [ŜǘΩǎ Ǉǳǘ ŀƴ ŜƴŘ ǘƻ ŎƘƛƭŘƘƻƻŘ ŘǊƻǿƴƛƴƎ ŦƻǊ ƎƻƻŘΦ 

 

Aim 

To ensure the safety of all children when interacting with water. 

 

Implementation: 

Staff will: 

¶ Directly supervise children at all times.  

¶ Fill troughs or portable pools to a safe level ς Less than 30cm deep. 

¶ Empty all containers and troughs after use.  

¶ Ensure children do not drink the water from pools, troughs, containers, hoses or sprinklers.  

¶ Ensure children do not drink rain water. E.g. puddles, droplets, 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 accessible to children unless directly supervised.  

¶ Ensure cleaning buckets are emptied immediately after use and are not left in areas accessible to children. 

¶ Consider water hazards when conducting water activities or excursions using appropriate risk assessment 

forms and put in place control measures to eliminate or minimise risk as much as possible. 

  

http://www.betterhealth.vic.gov.au/bhcv2/bhcarticles.nsf/pages/Water_safety_for_children
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POLICY 2.24: WORKPLACE HEALTH AND SAFETY 
Date of Last Review: August 2018 

Date of Next Review: December 2019 

Legislative Links: Work Health and Safety Act 2011 

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

 

Rationale: 

Kookaburra Child Care Centre protects the health and safety of children, staff, students, volunteers, families and visitors 

to the Centre 

 

Aim: 

By keeping informed about the Current Workplace Health and Safety Legislation and ensuring appropriate codes of 

practice are followed, Kookaburra protects the health and safety of children, staff, students, volunteers, families and 

visitors to the Centre. 

 

Implementation: 

Management is responsible for the implementation and monitoring of this policy. The health and safety duties of 

management at all levels will be detailed, and business procedures for training and back-up support should be followed. 

In fulfilling the aims of this policy, management is committed to regular consultation with employees to ensure the 

policy operates effectively and that health and safety issues are regularly reviewed. 

Recognising the hazards occurring in the childcare industry, this company will take every practicable step to provide and 

maintain a safe and healthy work environment for all employees. 

 

¶ Information about the current Workplace Health and Safety legislation are held at the Centre and may be read 

by staff and parents of children attending the Centre. 

¶ Ensure maintenance of the workplace in a safe and healthy 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 ensure staff can identify: Key elements of the OH&S 

act 

¶ The Centres Health and Safety Procedures and Policies 

¶ Safe and healthy workplace practices 

¶ How to report hazards 

¶ How to comment on safe work practices and procedures 

¶ Staff will be encouraged to report incidents leading to high stress levels and positive steps will be taken to 

understand and minimise stress suffered by individual staff members. 

¶ The staff, to ensure they are in a clean and safe condition, will check play areas and equipment regularly. 

¶ All new equipment will be checked against Australian Safety Standards. 

¶ The Centre is a non-smoking area. This includes all indoor and outdoor play areas and anywhere that is within 

sight of the children. 

¶ No child, parent, staff members or potential staff members will be excluded from the Centre due to living with 

HIV/AIDS 

¶ Information about a child, parent or staff member living with HIV/AIDS will be kept strictly confidential at all 

times in accordance with Health Department advices. 

¶ Staff will follow universal hygiene procedures to eliminate any risk of HIV/AIDS transmission in the Centre. 

 

Management: 

¶ Is responsible for the effective implementation of the Workplace Health & Safety Policy 



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

¶ Must observe, implement and fulfil its responsibilities under the Acts and Regulations that apply to the 

childcare industry 

¶ Will develop and maintain a policy relating to Occupational Health and Safety 

¶ Must ensure that the agreed procedures for regular consultation between management and those with 

designated and elected health and safety responsibilities are followed 

¶ Must make regular assessments of health and safety performance in co-operation with those with designated 

and elected health and safety functions 

¶ Will ensure that health and safety practices followed in the Centre comply with Health Regulations, Education 

and Care Services National Regulations, Australian Standards and Occupational Health & Safety Act, and will 

allocate sufficient resources in the annual budget to ensure a healthy and safe environment 

¶ Will ensure that equipment 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 is delivered 

¶ Must be informed of incidents and accidents occurring on the business premises or to the business employees 

so that health and safety performances can accurately be gauged 

¶ Shall take all reasonable practicable steps to ensure that persons at or near tƘŜ ǿƻǊƪǇƭŀŎŜ ǳƴŘŜǊ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ 

ŎƻƴǘǊƻƭΣ ǿƘƻ ŀǊŜ ƴƻǘ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ ŜƳǇƭƻȅŜes, are not exposed to risk to their health or safety arising from 

the conduct of the employers undertaking. 

¶ Will ensure that appropriate workers compensation cover is available to all employees of the service, and that 

employees understand the importance of 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 forms, and such forms will be 

available for easy access of employees 

¶ Display Workers Compensation Act notice where all workers can see it 

¶ Maintain the workplace in a safe condition, including entrances and exits 

¶ Will provide appropriate medical and first aid services for the employees, and adequate facilities for their 

welfare 

¶ Will ensure that injured employees are provided with appropriate rehabilitation and health services and that 

a flexible rehabilitation program is implemented in the Centre 

¶ Identify all hazards encountered 

¶ Assess the risks to health, safety, and wellbeing associated with each hazard 

¶ Regularly review the controls in place, to ensure continued effectiveness in minimising risks to the health and 

safety of all staff 

¶ Recording hazards identified, the controls in place, all incidents and injuries, safety training provided etc. 

¶ Provide staff with information on how to report and control any incidents or hazards 

Employees: 

An employee shall, at all times while at work, take all reasonably practicable steps: 

¶ 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, or other persons (whether employees or not) at or 

near the workplace 

¶ In respect  of 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 fulfil that duty or obligation 

¶ For their own health and safety and that of others affected by their actions at work 

¶ To comply with the safety procedures and directions agreed between management and employees with 

nominated or elected health and safety functions 

¶ To not interfere with or misuse items or facilities provided in the interests of health, safety and welfare 

¶ To record all injuries or illness (to children and adults) in the Centres Accident/Illness register. Details entered 

will include: date, time, place of incident, injury or condition, brief description of events, adult witnesses, and 

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 instructions and training 

¶ Adhere to instruction and training on how to minimise and control hazards 

¶ Identify and report all potential hazards 

 

Management seeks cooperation from all employees in realising our health and safety objectives and creating a safe 

work environment. All employees will be advised, in writing, of agreed changed and arrangements for their 

implementation. 

 

Information on OH&S will be accessed in languages other than English whenever the need arises. 
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POLICY 2.25: HAND WASHING 
Date of Last Review: October 2018 

Date of Next Review: December 2019 

Legislative Links: National Quality Standards 2013 

Source: Guide to the National Quality Standards 2013, Staying Healthy in Childcare ς Preventing Infectious Diseases in 

Child Care 4th Edition 

 

Rationale 

Maintaining high standards of hygiene is essential in preventing the spread of infectious 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 substances that may cause infection or 

illness.  

In their settings, educators and co-ƻǊŘƛƴŀǘƻǊǎ ǇǊƻƳƻǘŜ Ŏƻƴǘƛƴǳƛǘȅ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ǇŜǊǎƻƴŀƭ ƘŜŀƭǘƘ ŀƴŘ ƘȅƎƛŜƴŜ ōȅ ǎƘŀǊƛƴƎ 

ownership of routines and schedules with children, families and the community 

 

Aim 

To maintain high standards 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 times effective handwashing practices by following the Procedure for Handwashing and 

also promote them in all children and adults who enter the service. 
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PROCEDURE 2.25: HANDWASHING 
HOW TO WASH HANDS 

¶ Use Liquid soap and running water 

¶ Wash your hands thoroughly while counting slowly from 1-10 

¶ Rinse your hands while slowly counting from 1-10 

¶ Turn off the tap with your elbow or a paper towel. 

¶ Dry your hands thoroughly with clean paper towel. 

WHEN TO WASH HANDS 

¶ On arrival (this reduces new germs being introduced into the Centre) 

¶ .ŜŦƻǊŜ ƘŀƴŘƛƴƎ ŦƻƻŘΣ ƛƴŎƭǳŘƛƴƎ ŀ ōŀōȅΩǎ ōƻǘǘƭŜ 

¶ Before eating 

¶ Before and after changing a nappy 

¶ After removing gloves 

¶ After going to the toilet 

¶ After cleaning up blood, faeces, urine or vomit 

¶ After wiping a nose 

¶ Before giving medication 

¶ After handing garbage 

¶ After playing outside 

¶ Before going home (this prevents taking germs home) 
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POLICY 2.26: MANUAL HANDLING 
Date of Last Review: October 2018 

Date of Next Review: December 2019 

Legislative Links: Work Health and Safety Regulation 2011 

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

Aim 

Kookaburra child care centre is committed to ensuring the health and safety of all staff, contractors and visitors. To this 

end, the following obligations and responsibilities in relation to manual handling must be followed. 

 

Implementation 

Employer/ Management Responsibilities: 

¶ Provide instruction, training, and equipment necessary to enable staff to carry out manual handling tasks in a 

safe manner 

¶ Develop safe manual handling work practises in consultation with all staff  

¶ Identify all manual handling risks and carry out a risk assessment of each task including development of a risk 

control action plan 

 

Employee Responsibilities:  

¶ Participate in the risk management process for manual handling tasks as per manual handling training and 

instruction 

¶ Staff to follow instructions to carry out work in a safe manner 

¶ Be aware of and follow principles of safe manual handling tasks as per manual handling training and instruction 

¶ Full participation is required in regards to watching manual handling videos and reading of information 

provided 

¶ It is up to the individual staff to ensure they follow all procedures and tasks correctly as specified by 

management, if staff do not use equipment appropriately they risk losing their cover entitlements. 
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POLICY 2.27: HAZARD REPORTING 
Date of Last Review: October 2018 

Date of Next Review: December 2019 

Legislative links: Work Health and Safety Regulation 2011 

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

Aim 

Kookaburra child care centre is committed to ensuring the health and safety of all staff, contractors and visitors. To this 

end, the following obligations and responsibilities in relation to hazard/incident reporting must be followed. 

 

Implementation 

Employer/Management Responsibilities: 

¶ To provide instruction, training and support to staff to ensure procedures for reporting incidents and hazards 

are followed at all times  

¶ To ensure parents are aware of procedures to report hazards  

¶ Develop suitable incident and hazard reporting forms and notification procedures for both staff and children 

¶ Take necessary action following reported hazards to ensure incidents are avoided and risk is minimised 

¶ Where necessary, with relevant staff, conduct a risk assessment of the hazard  

¶ All OH&S issues to be discussed and recorded at staff meetings. 

 

Employee Responsibilities: 

¶ Identify and report any incidents and hazards that affect the health, safety 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 environment check using appropriate forms Daily and Monthly and use these to report hazards to 

management. (Daily WHS Checklist & Monthly Hazard and Maintenance Checklist) 

¶ Staff must wear fully enclosed shoes whilst at Kookaburra.  

 

Other Responsibilities (Parents, students, volunteers, visitors etc.) 

¶ To report any incidents and hazards to staff and management and take any necessary action to minimise the 

risks to staff and children at Kookaburra.  
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POLICY 2.28: ANIMALS AND PETS POLICY 
Date of Last Review: October 2018 
Date of Next Review: December 2019 
Legislative Links: Education and Care Services National Regulations 2013, Guide to the National Quality Standards 2014 

Sources: Education and Care Services National Regulations 2013, Guide to the National Quality Standards 2014, 

ncac.acecqa.gov.au/educator-resources/.../KeepingPetsinCCDec2010.pdf 

Rationale 

Pets help children from a young age to learn to care for other living things. They can teach a sense of responsibility, 

caring and tolerance.  They can offer many opportunities for developing observational skills and basic natural science 

experiences.  

Aim 

Our service aims to provide a safe and hygienic environment that minimises the risk of a child being harmed by an 

animal. We also aim to educate children in the proper care of animals. 

Implementation 

¶ Dogs, cats or any other family pets will only be allowed at the centre for educational purposes and parents/ 

guardians and children will be given the opportunity to opt out of the experience.  

¶ Accredited animals trained to assist a person with a disability to alleviate the effect of that disability will always 

be welcome.  

¶ Children must be closely supervised when accessing any visiting animal learning experiences. E.g. petting zoos  

¶ 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 will have its cage or tank cleaned regularly. 

¶ 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. 

¶ Anyone who has handled an animal or pet will immediately wash their hands after they have finished handling 

the animal or centre pet. 

¶ All animal learning experiences will have a signed permission slip.  

¶ All learning experiences that involve animals will have a risk assessment done before the activity 
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CATEGORY 3: PHYSICAL ENVIRONMENT 

POLICY 3.1: BUILDINGS, GROUNDS AND EQUIPMENT SAFETY AND 

HYGIENE 
 

Date of Last Review: October 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations 2013 QA 2 and QA 3, Education and Care Services 

National Regulations [NSW]2014 Part 4.3 Division 1 

Source: Education and Care Services National Regulations 2013, Staying Healthy in Childcare 4th Edition 2005, 

Australian Standard AS4685-2004 Playground Equipment, www.standards.org.au, Workplace 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 procedures in accordance with the recognised health and safety authorities 

are adhered to and systems are in place to monitor standards and staff adherence to these policies.  

 

Aim:  

¶ For staff to follow guidelines and procedures developed to ensure buildings, grounds and equipment is 

maintained for safety and cleaned for hygiene  

¶ For staff to receive training during professional development meetings for them to successfully adhere to 

these procedures 

¶ For management to modify this policy in accordance with current information sourced from recognised 

health authorities.  

 

Implementation: 

Parents will:  

¶ Be encouraged to give advice about their views on the safety of buildings and equipment.  

¶ Receive information on health and safety within the centre in the form of information flyers, pamphlets, 

booklets etc.  

¶ Be cautioned of safety concerns with the use of warnƛƴƎ ǎƛƎƴǎ ǎǳŎƘ ŀǎ ά{ƭƛǇǇŜǊȅ ǿƘŜƴ ǿŜǘέ  

 

Staff will:  

¶ Ensure that set cleaning routines are followed.  

¶ Complete the opening checklist daily to ensure the grounds and equipment are safe for use. 

¶ Report signs of wear or maintenance required for any equipment and 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 each day and check each morning for foreign objects and vermin. 

¶ Clear tables and sweep floors after 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. 

Management will:  

¶ Provide suitable training for staff relating to health and safety of buildings, equipment and grounds 

http://www.standards.org.au/
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¶ Ensure efficient maintenance and repairs are carried out where necessary using the appropriate 

tradesperson  

¶ Maintain supply of cleaning and hygiene products  

¶ 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 eqǳƛǇƳŜƴǘ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ŎŜƴǘǊŜ ǳǎƛƴƎ άǘŜǎǘ ϧ ǘŀƎέ ǇǊƻŦŜǎǎƛƻƴŀƭǎ ȅŜŀǊƭȅΦ  

¶  

 
  



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

POLICY 3.2: CLEAN AND SAFE ENVIRONMENTS 
Date: October 2018 

Review Date: December 2019 

Legislative Links: Education and Care Services National Regulations 2013 QA 2 and QA 3, Education and Care Services 

National Regulations [NSW] 2014 Part 4.3 Division 1 

Sources: Education and Care Services National Regulations 2013 

 

Rationale 

An education and care service must ensure that the premises and all equipment and furniture used in providing the 

education and care service are safe, clean and in good repair. 

An education and care service must ensure that the service hasτ 

(a) Laundry facilities or access to laundry facilities; or 

(b) other arrangements for dealing with soiled clothing, nappies and linen, including hygienic facilities for storage prior 

to their disposal or launderingτthat are adequate and appropriate for the needs of the service. 

The service must ensure that laundry and hygienic facilities are located and maintained in a way that does not pose a 

risk to children. 

 

Aim 

Kookaburra Child Care Centre commits to providing clean and safe environments for all children, families, staff, 

students, volunteers and visitors. 

 

Implementation 

Management will: 

¶ Ensure correct cleaning equipment and chemicals are available 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 and laundering procedures 

¶ In an endeavour to control pests, have the centre treated by a pest control operator annually, unless required 

more frequently. 

 

Staff, Students and Volunteers will: 

¶ Follow all cleaning procedures and checklists to ensure environments are being kept clean and safe. 

¶ Ensure cleaning equipment and chemicals are stored safely in designated areas. 

¶ Ensure correct cleaning equipment and chemicals are used for each purpose according to centre procedures. 

¶ Clean high use areas at least daily including the following: 

¶ Wipe tabletops and other surfaces regularly with Florosan,  

¶ Sweep and mop the floors in each classroom and Centre common areas daily.  

¶ Clean the playground paths and soft fall area daily. A leaf blower is available for this in the garden shed.  

¶ 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 trolleys before and after meals. 

¶ Wash /ƘƛƭŘǊŜƴΩǎ ŎǳǇǎ at least daily in hot soapy water or in the dishwasher. NOTE: Children are also 

encouraged to wash their cups after each meal in soapy water.   

¶ Eating area floors are swept clean and hosed if necessary as soon as possible after meals. 

¶ Paper towels used for cleaning are to be discarded immediately.  

¶ Any toys that have been mouthed should be placed out of reach of children and washed in hot soapy 

water before returning to use.  
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Laundry 

¶ Soak bibs and tea-towels for 1 hour before laundering.  

¶ Towels and sheets belonging to the centre are laundered after each use.  

¶ Soiled items are rinsed in the sluice then soaked in detergent for two hours before being laundered. Any item 

that comes into contact with blood is also soaked in detergent for two hours.  

¶ /ƘƛƭŘǊŜƴΩǎ ǎƻƛƭŜŘ clothes will be placed in plastic 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. 

 

Laundry buckets 

¶ Red stripe - soiled items such as vomit, urine and faeces.  

¶ Yellow stripe - other items, such as bibs, washers.   

¶ Blue stripe - kitchen items such as tea-towels. 

¶ Record times on white board   

 

Mops and Mop buckets: 

¶ Red Mops are for the toilets 

¶ Blue Mops are for Food/Kitchen areas 

¶ Yellow Mops are for General Cleaning 

¶ Nursery use their own mops  

¶ Mops are labelled for different cleaning use 

¶ Floor signs are to be used when mopping  
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POLICY 3.3: ENVIRONMENTAL SUSTAINABILITY 
Date of Last Review: November 2018 

Date of New Review: December 2019 

 

Legislative Links: National Quality Standards 2013- Standard 3.3 

Source: Guide to the National Quality Standards 2013 

 

Rationale 

Exploration of the natural environment helps children to develop an appreciation of the natural world, an awareness 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 to a sustainable 

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 educators, children and families in order to be successful. 

 

Implementation:  

Management will 

¶ Make sustainable practices a part of the daily routine and operations of the centre. These include: Recycling, 

Gardening, Energy conservation, Water conservation, Sustainable equipment purchases. 

¶ Include recycling as part of everyday practice. Recycling containers will be provided throughout the service. 

¶ Share ideas between educators, children and families about sustainable ideas, implementation and resources. 

This can be done at parent meetings, through emails, newsletters and conversations. 

¶ Provide information to families on sustainable practices that are implemented at the education and care 

service and encourage the application of these practices in the home environment. 

 

Staff will: 

¶ Encourage families and children to engage in innovative practices and appreciate the wonder of the natural 

world while protecting the planet for future generations. 

¶ Role model sustainable practices. 

¶ Discuss sustainable practices with the children and families as part of the services education and care 

curriculum. 

¶ 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 which foods can be composted. The 

children will be involved in maintaining the worm farm and compost. 

¶ Role model energy and water conservation practices of turning off lights and air-conditioning when a room is 

not in use, emptying water play containers onto garden areas. 
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CATEGORY 4: STAFF  

POLICY 4.1: STAFF 
Date of Last Review: November 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] Guide to the National Quality Standards 2013 

QA 4 

Sources: Guide to the National Quality Standards 2013 QA 4 

 

Rationale 

Staffing arrangements create a safe and predictable environment for children and support warm, respectful 

relationships. Qualified and experienced educators and co-ordinators encourage ŎƘƛƭŘǊŜƴΩǎ ŀŎǘive engagement in the 

learning program. Positive relationships among educators, co-ordinators and staff members contribute to an 

environment where children feel emotionally safe, secure and happy. 

Kookaburra Child Care Centre advocates that Early Childhood Education is a highly professional industry and we hold 

high expectations of our staff in regards to professionalism. 

Kookaburra Child Care Centre respects our staff for their current knowledge and expertise as well as supporting their 

professional development. 

 

Aim 

Kookaburra aims to create a safe and predictable environment for children and support warm, respectful relationships 

between management, staff, families and communities. We aim to promote a professional, collaborative working 

environment where all staff feel respected, valued and supported in their roles. 

 

Implementation 

Kookaburra employs a team of people: Director, Assistant Director, Teachers, Group Leaders, Assistants, Trainees 

Administrative Assistant, Cooks and Gardeners working together to provide 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 

Kookaburra. 

All staff are committed to obtaining qualifications as required by the Education and Care Services National Regulations 

as follows:  

¶ Director ς 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘ /ŀǊŜ ŀƴŘ 9ŘǳŎŀǘƛƻƴ όн ȅŜŀǊǎύ ŀǘ ƭŜŀǎǘ о ȅŜŀǊǎΩ ŜȄǇŜǊƛŜƴŎŜ ƛƴ ŜŀǊƭȅ ŎƘƛƭŘƘƻƻŘ ǊŜǉǳƛǊŜŘΦ 

¶ Assistant Director ς Diploma of Child Care and Education (2 years) 

¶ Teacher ς Bachelor of Learning Management  (Early Childhood) (4 Years) 

¶ Group leader ς Diploma of Child Care and Education (2 years) 

¶ Assistant ς /ŜǊǘƛŦƛŎŀǘŜ LLL ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ όм ȅŜŀǊύ  

¶ Administrative Assistant ς Certificate III in Business Administration (1 year) 

 

All staff are required to have a Positive Notice from the Commission of Young People or in the case of Registered 

Teachers ς an Exemption Notice. 

 

Staff:child ratios are in accordance with the Education and Care Services National Regulations:  

Age Group     Staff   Children 

0-15 months     3   8 

15-2 years     3   8 - 12 

2 yearsς 3 years     3   16 

3 years ς 5 years     3   24 
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2 years ς 6 years     1   8 

6 years ς 12 years    1   12 

Terms of Employment: 

Each employee shall be provided upon appointment, with a Contract of Employment/job Description, which outlines 

his/her terms of employment. Award conditions and rate of pay apply.  

There is a six month probation period in accordance with the Modern Award. Staff can terminate their employment, or 

ƘŀǾŜ ǘƘŜƛǊ ŜƳǇƭƻȅƳŜƴǘ ǘŜǊƳƛƴŀǘŜŘ ŘǳǊƛƴƎ ǘƘƛǎ ǘƛƳŜΣ ōȅ ƎƛǾƛƴƎ ƻƴŜ ǿŜŜƪǎΩ ƴƻǘƛŎŜΣ ŦƻǊ ǘƘŜ aƻŘŜǊƴ /ƘƛƭŘ /ŀǊŜ !ǿŀǊŘΤ ŀƴŘ 

ŦƻǳǊ ǿŜŜƪǎΩ ƴƻǘƛŎŜ ŦƻǊ ǘƘŜ aƻŘŜǊƴ ¢ŜŀŎƘŜǊǎ !ǿŀǊŘ ŀƴŘ /ƻƭƭŜŎǘƛǾŜ !ƎǊŜŜments. Employees can also be paid out in lieu 

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 provided with the employment package.  

All staff must clock in on time, clock on arrival, departure, and meal breaks. The time clock is kept outside the staff room 

door. The weekly card must be signed and have the hours worked 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 are going to be absent, prior to the scheduled start 

of work. Work missed by a staff member due to extenuating circumstances will be dealt with on an individual basis at 

the discretion of the Director. A high rate of absenteeism by an employee will be reported to 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 Leader and management will supervise and support these programs for children. Group leaders will assess 

the needs of each child in theƛǊ ŎŀǊŜ ŀƴŘ ƪŜŜǇ ǊŜŎƻǊŘǎ ƻŦ ŜŀŎƘ ŎƘƛƭŘΩǎ ǇǊƻƎǊŜǎǎΦ ¢ƘŜ ǎǘŀŦŦ ǿƛƭƭ ŜƴŘŜŀǾƻǳǊ ǘƻ ǇǊƻǾƛŘŜ ŀ 

pleasant, welcoming and safe environment. The staff will endeavour to provide a wide range of materials which 

ŜƴŎƻǳǊŀƎŜ ŎƘƛƭŘǊŜƴΩǎ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ŀƴŘ ƭŜŀǊƴƛƴƎΦ {ǘŀŦŦ ǿƛll receive two hours of non-contact time per week for 

programing and planning. If more time is required this is negotiated on a case by case basis with the Director. 

 

Professional Staff Development 

Centre policy is to promote staff development. Financial assistance for these seminars is available. Staff selected to 

attend seminars will be at the discretion of the Director. Release time to attend learning experiences related to 

professional development that occurs during working hours will need approval by the Parent 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 areas of strength and areas of 

need and to create individual improvement goals that each staff member will work towards for continual improvement 

of practice. 

 

Dress Code:  

There is a set uniform that all staff must wear while working in the Centre. This includes a red blouse for Group leaders, 

navy blouse for Assistants and red/blue blouse for Clerks. The blouses are to be worn with tailored black shorts, skirts 
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or long pants. Track pants, and bike pants are not acceptable. During the winter months the Kookaburra set jumper. A 

neat and clean appearance is important. Due to our climate and to provide an appropriate model to children, hats ς 

wide brimmed, must be worn at all times during outside play. Suitable joggers with non-slip soles are to be worn at all 

times except during sand, water play or free dress day. Excessive jewellery should be avoided, especially dangling 

earrings, large rings, and bracelets which can be dangerous. Long hair must be pulled back off the face. Long fingernails 

and long false nails are not appropriate as they may scratch a child. Cuts, abrasions and sores, if contagious, stay home, 

if not, cover with a clean waterproof dressing. Identification badges must be worn during working hours. Antiperspirant 

deodorant is encouraged all year.  

 

Leaving/ Termination of Employment: 

{ǘŀŦŦ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ƎƛǾŜ ŀ ƳƛƴƛƳǳƳ ƻŦ ǘǿƻ ǿŜŜƪǎΩ ƴƻǘƛŎŜ ǇǊƛƻǊ ǘƻ ƭŜŀǾƛƴƎ όŀŦǘŜǊ ǘƘŜ ƛƴƛǘƛŀƭ с ƳƻƴǘƘǎΩ ǇǊƻōŀǘƛƻƴ ǇŜǊƛƻŘύΦ 

Staff are encouraged to give as much notice as possible so that there is minimal disruption to the Centre.  

 

Casual Staff: 

The director may appoint appropriate casual staff as the need arises.  

 

Telephone Answering Techniques: 

Personal 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 Room Procedures: 

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 day a 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 system 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.  

 

Confidentiality:  

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 consistent 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 staff 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 Committee may 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 breaks such as morning 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 interrupted with 

their own daily tasks. 
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POLICY 4.2: STAFF IMMUNISATION 
Date of Last Review: November 2018 

Date of Next Review: December 2019 

Legislative Links: National Quality Standards 2013 QA 2 Workplace Health and Safety Act 2011 

Source: Australian Government Health Insurance Commission http://www.medicareaustralia.gov.au  Staying Healthy in 

Childcare 5th edition 2012 Preventing infectious diseases in early childhood education and care services, 

www.health.gov.au  Australian Immunisation Handbook, www.immunise.health.gov.au  

 

Rationale 

There is increasing evidence to suggest staff working in childcare centres are at a great risk of catching and/or 

transmitting infectious diseases. 

 

It is necessary for early childhood professionals to be up-to-date with all the vaccinations that are recommended for 

adults, including vaccinations recommended due to increased risk of exposure in the workplace, 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 the Australian immunisation Handbook at 

www.immunise.health.gov.au (accessed 27/04/07) 

 

Cytomegalovirus, parvo virus and toxoplasmosis are also diseases/viruses that staff must be aware of, particularly if 

pregnancy is being considered. 

 

Aim: 

To have a Centre 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 systems and procedures designed to protect 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 to provide this 

information will cause staff to be treated as not immunised. Staff who identify as not immunised will be excluded in 

accordance with "Staying healthy in Childcare 5th 9Řƛǘƛƻƴ нлмнέ should an outbreak of a disease for which the staff 

member is not immunised occurs. Should a staff member be 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 ς in accordance with our obligation under the Workplace Health and Safety Act 2011 

¶ 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 your staff file.  

¶ Provide current information on vaccines and immunisation ς preventable diseases to employees at 

commencement and provide additional information at regular intervals and as it becomes available  

¶ Provide current information on other diseases which may relate to working with young children 

¶ 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 

¶ Plan and provide, periodic educational sessions on infectious diseases and immunisation for all employees 

 

Employees will:  

¶ tǊƻǾƛŘŜ ǇǊƻƻŦ ƻŦ ŎǳǊǊŜƴǘ ƛƳƳǳƴƛǎŀǘƛƻƴ ǎǘŀǘǳǎ ŜΦƎΦ ŎƻƳǇƭŜǘŜŘ LƳƳǳƴƛǎŀǘƛƻƴ ŦƻǊƳΣ LƳƳǳƴƛǎŀǘƛƻƴ ōƻƻƪΣ 5ƻŎǘƻǊΩǎ 

letter 

http://www.medicareaustralia.gov.au/
http://www.health.gov.au/
http://www.immunise.health.gov.au/
http://www.immunise.health.gov.au/


KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

¶ If unsure of immunity, be required to seek this information from their medical practitioner; this may include a 

blood test to confirm immunity 

¶ Actively seek immunisation for all diseases currently on the vaccination schedule if not already immunised or 

unsure of status if they choose to be immunised. 

¶ Actively seek immunisation for recommended 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. 

¶ Advise management at staff review and at any other time during the year of updated information regarding 

immunisation status 

¶ !ōƛŘŜ ōȅ ǘƘŜ ŘŜŎƛǎƛƻƴ ƻŦ ƳŀƴŀƎŜƳŜƴǘ ǊŜƎŀǊŘƛƴƎ ŜȄŎƭǳǎƛƻƴ ŀǎ ǇŜǊ 9ȄŎƭǳǎƛƻƴ ǘŀōƭŜ ƛƴ άStaying healthy in 

Childcare 5th 9Řƛǘƛƻƴ нлмнέ or by advice from the Public Health Unity, should an outbreak of a vaccine ς 

preventable occur at the centre. 

¶ Abide by the decision of management to contact the Public Health Unit should a notifiable disease be suspected 

at Kookaburra to ensure past ςexposure prophylaxis (PEP) is administered in an efficient time frame.  

 

Payment and Leave arrangements:  

¶ Staff will be responsible for their own costs associated with vaccination an medical consultation 

¶ Should staff be excluded in the event of vaccine-preventable disease, payment conditions will apply in 

accordance with the Industrial Award or with EBA or AWA which ever applies to this worker and this workplace. 

¶ Should the Industrial award be silent on this issue, management reserves the right to determine whether or 

not payment will occur 
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POLICY 4.3: OCCUPATIONAL INFECTION RISK AND PREGNANCY IN 

CHILDCARE 
Date of Last Review: November 2018  

Date of Next Review: December 2019 

 

Legislative Links: Workplace Health and Safety Act 2011 

Source: Australian Government Health Insurance Commission, www.medicare.gov.au  Department of Employment 

and Industrial Relations, Workplace Health and Safety, 

www.deir.qld.gov.au/workplace/business/childcare/cmv/what/index.htm  Fact sheets a - z 

www.betterhealth.vic.gov.au/bhcv2/bhcsubmit.nsf/topicsaz?openanda=1&v=a  

 

Rationale 

There is increasing evidence to suggest 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 be up-to-date with all the vaccinations that are recommended for 

adults, including vaccinations recommended due to increased risk of exposure in the workplace.  

 

Infectious diseases that pose a risk to pregnant child care workers or child care workers who are planning pregnancy 

are ς  

¶ Rubella 

¶ Varicella (chickenpox) 

¶ Cytomegalovirus (CMV) 

¶ Paravirus B19 (Slapped cheek syndrome) 

 

Aim:  

To provide a workplace where pregnant staff and others are not exposed to risks to their health and safety arising from 

infectious diseases. 

To provide systems and procedures designed to protect the children and staff attending the centre against diseases 

within the community.  

To provide a supportive environment for pregnant staff. 

To provide sound management of workplace pregnancy issues resulting in commitment and integration to work and 

family issues.  

 

Implementation:  

Management will ς in accordance with our obligation under the Workplace Health and Safety Act in this state and 

Staying Healthy in Childcare 4th Edition 2005. 

¶ Maintain a current record of vaccination status of all employees.  All information will be maintained 

confidentially within your staff file.  

¶ Provide current information on vaccine ς preventable diseases to employees  

¶ Providing current information on occupational infection risks which may relate to working with young children 

and affect pregnant child care workers or those who may be considering pregnancy 

¶ Encourage workers to advise Management when they are considering pregnancy or are newly pregnant to 

encourage those staff members  to seek medical advice and to ensure that they are aware of infection risks 

¶ Ensure that pregnant child care staff and staff considering pregnancy  are moved from nappy change positions 

 

Risk Control: 

http://www.medicare.gov.au/
http://www.deir.qld.gov.au/workplace/business/childcare/cmv/what/index.htm
http://www.betterhealth.vic.gov.au/bhcv2/bhcsubmit.nsf/topicsaz?openanda=1&v=a
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¶ Rubella ς Vaccine is recommended. Rubella can cause birth abnormalities to the unborn child. If an outbreak 

is reported, non-immunised staff must be excluded and seek medical advice.  

¶ Varicella (chickenpox) ς Vaccine is recommended. The spread of this highly contagious disease is by breathing 

in virus particles. An infected person is contagious 5 days before the rash appears. If an outbreak is reported, 

non-immunised staff must be excluded and seek medical advice.  

¶ Cytomegalovirus (CMV) - Vaccine not available. The spread of this virus is through droplets including blood, 

urine or faeces or via mucus membranes e.g. mouth and genitals. Women of childbearing age should take care 

when handling nappies and be diligent about correct hand washing techniques as well as correct nappy change 

procedures. Child Care staff considering pregnancy should seek medical advice. Child Care staff will be moved 

from nappy change areas when management is advised that they are considering pregnancy or are pregnant.  

¶ Parvovirus B19 (Slapped cheek syndrome) ς Vaccine not available. Spread by exposure to airborne droplets 

form the nose and throat of infected people ς mainly younger children e.g. early childhood and school age. 

The time of exposure to developing symptoms can range from 4 to 20 days. Staff must strictly adhere to hand 

washing and nappy change procedures and not share drinking or eating utensils.  In the event of an outbreak, 

pregnant child care staff should contact their doctor. Blood tests can determine whether the person is immune 

or infected.  

 

Employees will: 

¶ Advise Management as soon as practicable when pregnant. Planning pregnancy should also be discussed to 

assist management to plan group changes etc.  

¶ If unsure of immunity, be required to seek this information from their medical practitioner; this may include a 

blood test to confirm immunity  

¶ Actively seek immunisation for all diseases currently on the vaccination schedule if not already immunised or 

unsure of status 

¶ Actively seek immunisation for recommended diseases, e.g. Hep A and B, annual Flue (influenza) Vaccination, 

Varicella (chickenpox), Pertussis (Whooping Cough), Measles, 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 table in Staying Healthy in Childcare 

5th Edition 2012 or by advice from the Public Health Unit, should an outbreak of a vaccine ς preventable 

outbreak occur at the centre. 

¶ Abide by the decision of management to contact the Public Health Unit should a notifiable disease be suspected 

at Kookaburra to ensure past ς exposure prophylaxis (PEP) is administered in an efficient time frame.  

 

Payment and Leave arrangements: 

¶ Staff will be responsible for their own costs associated with vaccination and medical consultation 

¶ Should staff be excluded in the event of a vaccine ς preventable diseases, payment conditions will apply in 

accordance with the Industrial Award or with EBA or AWA which ever applies to this worker and workplace. 

¶ Should the Industrial award be silent on this issue, management reserves the right to determine whether or 

not payment will occur. 
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POLICY 4.4: PROFESSIONAL DEVELOPMENT 
Date: November 2018 

Review Date: December 2019 

Legislative Links: National Quality Standard 2011 QA 4 

Source: Guide to the National Quality Standards ACECQA (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.  

¦ǇŘŀǘƛƴƎ ŀƴŘ ƳŀƛƴǘŀƛƴƛƴƎ ŜŘǳŎŀǘƻǊǎΩ ƪƴƻǿƭŜŘƎŜ ƛs a joint responsibility of educators, co-ordinators, the nominated 

supervisor and the approved provider, and includes a range of professional development strategies that challenge and 

extend current thinking. 

 

Aim 

To  implement  a  process  for  determining  relevant  and  effective  professional  development opportunities, and  

ǊŜǾƛŜǿƛƴƎ ŀƴŘ ǳǇŘŀǘƛƴƎ ǇǊƻŦŜǎǎƛƻƴŀƭ ŘŜǾŜƭƻǇƳŜƴǘ Ǉƭŀƴǎ ōŀǎŜŘ ƻƴ ŀƴ ŜǾŀƭǳŀǘƛƻƴ ƻŦ ǎǘŀŦŦΩǎ ǇǊƻŦŜǎǎƛƻƴŀƭ ǎǘǊŜƴƎǘƘǎΣ 

interests and goals. 

 

Implementation:  

Management will: 

¶ Provide all staff with professional development deemed essential to their role. This includes:  child  protection,  

Safe Sleeping Guidelines, Fire training, First Aid, Asthma management and Anaphylaxis management 

¶ provide  all  new  staff  with  support  to  develop  a  commitment  to  ongoing learning   

¶ 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, internal in-service sessions or online 

courses. 

¶ The Centre Director shall make available information about relevant training sessions.  

¶ The  Centre  Director  in  collaboration  with  the  staff  will  plan  and  maintain  staff  professional development 

plans to reflect the needs and interests of the centre and staff. 

 

Staff will: 

¶ Gain and maintain the following essential qualifications and training: child  protection, Safe Sleeping 

Guidelines, Fire training, First Aid, Asthma management and Anaphylaxis management 

¶ Attend at least one external training session per year which is not from the essential list of training above. 

¶ identify  their  own  needs  and  pursue  areas  that  will  further  their personal and professional 

development. 

¶ Share information gained at these with other staff members. 
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POLICY 4.5: STAFF GRIEVANCE 

Date of Last Review: November 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2013, National Quality Standards ACECQA 

(2011) QA 7 

Source: Guide to the National Quality Standards ACECQA (2011) 

  

Rationale:  

Grievance procedure is the process by which solutions are sought to resolve 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 grievance process must be provided.  

Aim:  

The Centre aims to assist all staff in all areas of their work commitments. From time to time an issue of staff dispute 

and disagreement may arise. The 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 what particular style is 

appropriate to suite each individual dispute.  

GRIEVANCE PROCEDURE 

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 to resolve the issue. 

¶ If the behaviour of another staff member is interfering with your work then advise that person of the 

problem direct and try to work out a mutual resolution 

¶ In the event that a resolution cannot be found, the employee must formally meet with the Director, raise the 

issue and seek resolution using, as a yardstick, common sense and compromise 

¶ If the dispute is of an extremely sensitive nature or involves the Director, contact the president of the parent 

committee and a Staff Grievance Report must be completed 

¶ In the event that a resolution still cannot be found, and 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 a request for a meeting. 

On receipt of the report, the Director/Parent committee must convene a formal meeting to review the original 

discussion between the parties concerned and /or the supervisor and again seek resolution. Copies of the employees 

report anŘ 5ƛǊŜŎǘƻǊΩǎκtŀǊŜƴǘ ŎƻƳƳƛǘǘŜŜΩǎ !ŘŘŜƴŘǳƳ ŘŜǘŀƛƭƛƴƎ ǊŜǎǳƭǘǎ ƻŦ ǘƘŜ ƳŜŜǘƛƴƎ Ƴǳǎǘ ōŜ ǎigned by all parties and 

filed in the staff file.  

  



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

FORM 4.5: STAFF GRIEVANCE 
Staff should read the grievance policy and follow the recommended steps. When these options are not effective, this 

report can be completed and given to the Director for appropriate 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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POLICY 4.6: STAFF STUDYING 

Date of Last Review: December 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations [NSW] 2013 

Sources:  Education and Care Services National Regulations 

 

Rationale: 

Kookaburra is committed to employing staff with appropriate qualifications and to support every staff member at our 

Centre to obtain an appropriate qualification. The Centre along with appropriate organisations will promote learning 

opportunities, for all staff so they can become Early Childhood Professionals that are competent in this field and provide 

children with all they need to learn and grow. 

Aim: 

The Centre endeavours to support workers in their efforts to become early Childhood Professionals. They will be 

encouraged to complete their training, gaining knowledge and skills to provide children with care, support and 

developmentally appropriate programs. 

Implementation: 

Management will:  

¶ Comply with all relevant regulations and guidelines 

¶ Have open communication with Educators studying along with their training providers 

¶ Give all Educators the support that they might need in the workplace during their course of study 

¶ Ensure qualified carers along with management pass relevant skills and knowledge on to each studying 
Educator 

¶ Ensure all Educator are provided with relevant feedback about tasks that they are required to complete in the 
centre as part of their course of study 

¶ Be aware of the expectations perceived by the Educator 

¶ Require Educators to complete units of study  as per time line established when study is commenced 
Staff will: 

¶ Supply the centre with a copy of enrolment into relevant course of study 

¶ Supply the centre with copies of their results of assessment as they become available  

¶ Be forthcoming and have open communication with management in regard to modules being studied 

¶ Be aware of their obligations in relation to completion of units and time constraints of the course being 
undertaken 
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POLICY 4.7: STAFF PARKING AGREEMENT 

Date of Last Review: December 2018 
Date of Next Review: December 2019 
Sources: Licence Agreement 2010 
 

Implementation 

All staff using the church grounds to park their vehicles must adhere to the licence agreement between the centre and 

the church. 

The agreement states that all vehicles must use the driveway to enter the grounds (no driving over lawns) and park in 

an orderly fashion on the right hand side of the driveway with maximum of eight vehicles unless otherwise agreed upon. 

A larger number of car parking bays may be used when large functions are held providing that Kookaburra gives the 

¦ƴƛǘƛƴƎ /ƘǳǊŎƘ ƻƴŜ ƳƻƴǘƘΩǎ ǿǊƛǘǘŜƴ ƴƻǘƛŎŜ ŀƴŘ ŎƻƴŦƛǊƳŀǘƛƻƴ Ƙŀǎ ōŜŜƴ ǊŜŎŜƛǾŜŘ ŦǊƻƳ ǘƘŜ ŎƘǳǊŎƘ ǘƘŀǘ ƛǘ ŘƻŜǎ ƴƻǘ ŎƻƛƴŎide 

ǿƛǘƘ ŀƴȅ ƻŦ ǘƘŜ ŎƘǳǊŎƘΩǎ ŜǾŜƴǘǎΦ 

The Uniting Church holds no responsibility in respect of all expenses, costs, claims, demands, actions, suits, judgements 

and liabilities in any way whatsoever arising directly or indirectly from the use of church grounds for parking 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 are to leave the last three parks reserved for Director, and two 6pm 

lock up late staff.  
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POLICY 4.8: STUDENTS, VOLUNTEERS AND WORK EXPERIENCE 

Date of Last Review: December 2018 

Date of Next Review: December 2019 

Legislative Links: National Quality Standards 2013 QA4 

Sources: Guide 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 complete their training gaining the knowledge and skills to provide 

children with care, support and developmentally appropriate programs.  

 

Aim: 

To provide every student, volunteer and work experience person at our Centre with learning opportunities, support and 

communication throughout their practical experience time, so that when they enter the Early Childhood Profession, 

they are competent in this field to help provide children with all they need to learn and grow.  

 

Objectives: Staff will:  

¶ Have open communication with students, volunteers and work experience people along with their practicum 

teachers 

¶ Give all students, volunteers and work experience people the support that they might need in the workplace 

during their placement 

¶ Pass relevant skills and knowledge onto each student, volunteers and work experience people 

¶ Ensure all staff are provided with relevant feedback about tasks that the student is required to complete in the 

centre as part of their practicum 

¶ Have the time and capabilities to support each student, volunteers and work experience people 

¶ Staff will give a brief rundown of room before morning start.  

 

Students, volunteers and work experience people will:  

¶ Make a time to have a pre-placement interview with Director 

¶ Enjoy being with the children 

¶ Learn about 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 team environment   

¶ Learn skills already acquired by qualified staff in the 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. 

 

Absence from Student Placement 

 

Students are required to inform the Centre and their chosen training organisation if they will be absent from their 

placement for any reason.  

LŦ ŀōǎŜƴǘ ŦǊƻƳ ŀ ǇƭŀŎŜƳŜƴǘ ŦƻǊ ǘǿƻ ƻǊ ƳƻǊŜ ŎƻƴǎŜŎǳǘƛǾŜ Řŀȅǎ ŘǳŜ ǘƻ ƛƭƭ ƘŜŀƭǘƘ ŀ ŘƻŎǘƻǊΩǎ ŎŜǊǘƛŦƛŎŀǘŜ Ƴǳǎt be supplied.  

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 absences may lead to a student to repeat the entire placement.  
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CATEGORY 5: CHILDREN 

POLICY 5.1: SUPERVISION OF CHILDREN 
Date of Last Review: December 2018  

Date of Next Review: December 2019 

Legislative Links: National Quality Standards 2013 QA2 

Source: Guild Insurance ς Guild Watch ς Risk Management Guide for Child Care, Guide to the National Quality 

Standards 2013 

 

Rationale:  

Supervision is perhaps one of the key requirements in the prevention of accidents and injury throughout the Centre. 

Childcare staff require 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 child in a 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 to evaluate supervisory practices  

 

Implementation:  

Parents will: 

¶ Hand children over to a staff member on arrival and ensure a staff member is informed when departing  

¶ Inform staff if someone other than those who are authorised to will be collecting the child and ensure they 

have photo ID. 

¶ 9ƴǎǳǊŜ ǘƘŜ ΨŀǳǘƘƻǊƛǎŜŘ ǇŜǊǎƻƴ ǘƻ ŎƻƭƭŜŎǘΩ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǳǇ ǘƻ ŘŀǘŜ 

¶ 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 with the chiƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ŦƻǊƳ  

¶ Adhere to correct sign in and out procedures 

¶ Ensure that front gates and playground gates are closed after entry or exit  

 

 

Staff will:  

¶ Never leave a child unattended on the nappy change mat 

¶ Ensure infants are securely buckled into highchairs and the drop side of cots must be  raised when children 

are in cots 

¶ 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 

¶ Ensure that where multiple areas are available to children at the same time (indoor/outdoor activities) all 

areas are supervised 

¶ Position themselves (do not sit back to the children) and arrange equipment, furniture and activities 

appropriately  

¶ Communicate effectively by informing other staff if they are leaving an area 

¶ .Ŝ ŀǿŀǊŜ ƻŦ ǘƘŜ ΨwŜƭŜŀǎƛƴƎ ƻŦ /ƘƛƭŘǊŜƴΩ ǇǊƻŎŜŘǳǊŜ ŀƴŘ ŜƴǎǳǊŜ ŎƘƛƭŘǊŜƴ ŀǊŜ ƻƴƭȅ ǊŜƭŜŀǎŜŘ ǘƻ ŀǳǘƘƻǊƛǎŜŘ ǇŜƻǇƭŜ  

¶ Be flexible to allow for small groups of children who may require supervision e.g.: a group of children who are 

still eating their lunch    
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POLICY 5.2: IMMUNISATION OF CHILDREN 
Date of Last Review: December 2018 

Date of Next Review: December 2019 

Legislative Links: National Quality Standards 2013 QA 2,  

Source: Australian Government Health Insurance Commission http://www.medicareaustralia.gov.au; Staying Healthy in 

Childcare 4th edition 2005, Australian Immunisation Handbook, www.immunise.health.gov.au; No Jab No Pay ς 

immunisation requirements Australian Government Department of Social Services, 11 April 2016; Vaccination Matters, 

Queensland Government, March 2016. 

 

Rationale:  

Immunisation is the safest and most effective way of providing protection 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 are immunised, the infections can no longer be spread from person to person and 

the disease dies out altogether. This is how Smallpox was eliminated from the world and Polio has disappeared from 

many countries.  

 

¢ƻ ƘŜƭǇ ƛƴŎǊŜŀǎŜ !ǳǎǘǊŀƭƛŀΩǎ ƛƳƳǳƴƛǎŀǘƛƻƴ Ǌŀtes, a number of Government benefits are only available to families 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 Part A end of year supplement and child care subsidies. 

Vaccine objection (previously known as conscientious objection) is no longer an exemption category. 

Families with children that do not have an approved exemption τ for example a medical exemption 

(medical contraindication or natural immunity certified by an general practitioner) or, in very limited 

ŎƛǊŎǳƳǎǘŀƴŎŜǎΣ ŀ {ŜŎǊŜǘŀǊȅΩǎ ŜȄŜƳǇǘƛƻƴ τ are not eligible to receive CCs, and the FTB Part A end of 

year supplement for that child (except for children under 12 months for the FTB Part A supplement). 

Under the reforms, families 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 supplement will not be 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 the Healthy Start for School health check requirement for four-

year-old children, which applies where a parent or carer also receives income support. 

Australian Government Department of Social Services 

 

Children 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 have had 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 age-characteristic behaviours which contribute to the spread of infection  

 

The risk of infection can be increased in group situation. Hygiene procedures in group settings require more thorough 

attention than may be required in home setting.  

 

Non-immunised children are particularly at risk in child care settings if there is an outbreak of a communicable disease. 

 

Aim:  

To have a centre in which all children are fully immunised against all harmful early childhood diseases.  

http://www.medicareaustralia.gov.au/
http://www.immunise.health.gov.au/
https://www.dss.gov.au/our-responsibilities/families-and-children/programs-services/health-checks-for-four-year-old-children
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To provide systems and procedures designed to protect the children attending the centre against diseases within the 

community.  

To help families obtain assistance with the cost of childcare through the Government Initiatives and Benefits. 

We will respect that some parents may have an objection to immunising their child. In this case, we will ensure families 

understand that if there is an outbreak of an infectious disease in the service, their child must be excluded from the 

service at full fees until the infection is no longer occurring. Families will be made aware that make up days (such as 

those given for public holidays) will NOT be provided in this case. 

 

Implementation:  

¶ ¦Ǉƻƴ ŜƴǊƻƭƳŜƴǘΣ ŀƭƭ ŦŀƳƛƭƛŜǎ ǿƛƭƭ ōŜ ǊŜǉǳƛǊŜŘ ǘƻ ǇǊƻǾƛŘŜ ŀ ŎƻǇȅ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩs immunisation History Statement 

from Medicare to centre management.  

¶ Any child who is not up to date with their immunisation will be considered non-immunised.  

¶ If an incident of any communicable disease on the National Immunisation Program Schedule occurs in the 

service, non-immunised children will be excluded from the service at full fees for the period of time as 

recommended by QLD Department of Health.  

 

Management will:  

¶ Maintain a current record of vaccination statuses of all children. All information will be maintained 

confidentially within enrolment records 

¶ Ensure that staff are diligent and thorough in maintaining a hygienic setting in all areas of Kookaburra 

¶ Ensure that all children are shown and encouraged to follow good hygiene principles 

¶ Ensure that children who are non-immunised or whose immunisation status cannot be confirmed are excluded 

from the centre during an outbreak of disease on the National Immunisation Program Schedule. 

¶ Maintain strict adherence to the exclusions policy  

¶ Notify the Health Department should notifiable infectious diseases be reported. 

¶ Maintain an accurate and up to date illness register.  

 

Staff will:  

¶ Ensure that they are diligent and thorough in maintaining a hygienic setting in all areas of the child care centre 

¶ Ensure that children are shown and encouraged  to follow good hygiene principles  

¶ Advise Management should they become aware of a situation with regard to the safety and wellbeing of any 

child should a serious or potentially serious infectious disease be suspected.  

¶ Ensure that their own safety and wellbeing is a priority when attending to the health and safety of children in 

their care ς e.g. correct hand washing, nappy changing procedures, using gloves to attend to body spills etc.  

  



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

POLICY 5.3: INTERACTIONS WITH CHILDREN 
Date of Last Review: December 2018 

Date of Next Review: December 2019 

Legislative Links: Education and Care Services National Regulations 2014, National Quality Standards 2018 QA5 

Sources: Guide to the National Quality Standards 2017 QA5 

 

Rationale 

Having supportive relationships with the nominated supervisor, educators, co-ordinators and staff members enables 

children to develop confidence in their ability to express themselves, work through differences, learn new things and take 

calculated risks. 

9ŘǳŎŀǘƻǊǎΩ ŀƴŘ Ŏƻ-ƻǊŘƛƴŀǘƻǊǎΩ ƛƴǘŜǊŀŎǘƛƻƴǎ ǿƛǘƘ ŎƘƛƭŘǊŜƴ ŎƻƴǾŜȅ ǘƻ ǘƘŜƳ ǘƘŀǘ ǘƘŜȅ ŀǊŜ ǾŀƭǳŜŘ ŀǎ ŎƻƳǇŜǘŜƴǘ ŀƴŘ ŎŀǇŀōƭŜ 

individuals. 9ŘǳŎŀǘƻǊǎ ŀǊŜ ŀŎǘƛǾŜƭȅ ŜƴƎŀƎŜŘ ƛƴ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ŀƴŘ ǎƘŀǊŜ ŘŜŎƛǎƛƻƴ-making with them. They also use 

ǘƘŜƛǊ ŜǾŜǊȅŘŀȅ ƛƴǘŜǊŀŎǘƛƻƴǎ ǿƛǘƘ ŎƘƛƭŘǊŜƴ ŘǳǊƛƴƎ ǇƭŀȅΣ ǊƻǳǘƛƴŜǎ ŀƴŘ ƻƴƎƻƛƴƎ ǇǊƻƧŜŎǘǎ ǘƻ ǎǘƛƳǳƭŀǘŜ ŎƘƛƭŘǊŜƴΩǎ ǘƘƛƴƪƛƴƎ ŀƴŘ 

to enrich their learning. Educators and co-ordinators support children as they begin to empathise with others, to 

appreciate their connectedness and interdependence as learners and to value collaboration and teamwork.  

Positive and responsive one-to-one interactions with babies and toddlers are important to both their current wellbeing 

and their future development. Having secure relationships with educators encourages babies and toddlers to thrive, and 

provides them with a secure base for exploration and learning. As children grow and develop they continue to rely on 

secure, trusting and respectful relationships with the adults in their lives. 

- Guide to the National Quality Standards 2017 

 

Aim 

To ensure that all interactions with children being educated and cared for at the centre are respectful and positive and 

that there are opportunities for children to build positive and respectful relationships with each other and with staff 

and volunteers at the centre. 

 

Implementation: 

All Staff will interact with individual children in a way that: 

¶ Encourages them to express themselves and their opinions 

¶ Allows them to undertake experiences that develop self-reliance and self-esteem 

¶ Maintains at all times the dignity and rights of each child 

¶ Gives each child positive guidance and encouragement towards acceptable behaviour 

¶ Has regard to the family and cultural values, age and physical and intellectual development and abilities of each 

child 

All staff will take reasonable steps to ensure that children being educated and cared for at the service are provided 

opportunities to interact and develop respectful and positive relationships with each other, and with staff and 

volunteers at the centre. 
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POLICY 5.4: NAPPY CHANGE AND TOILETING 
Date of Last Review: January 2019 

Date of Next Review: December 2020 

Legislative Links: National Quality Standards 2018 QA5 

Sources: Staying Healthy in Childcare 2005, 4th Edition, Guide to the National Quality Standards 2018 

 

Rationale: 

!ƴ ŜŦŦŜŎǘƛǾŜ ƴŀǇǇȅ ŎƘŀƴƎƛƴƎ ŀƴŘ ǘƻƛƭŜǘƛƴƎ ǇƻƭƛŎȅ ƛǎ ƻƴŜ ǿƘŜǊŜ ŜŀŎƘ ŎƘƛƭŘΩǎ ƛƴŘƛǾƛŘǳŀƭ ƴeeds and comfort is considered. 

IȅƎƛŜƴŜ ŀƴŘ {ŀŦŜǘȅ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀǊŜ ƛƳǇƻǊǘŀƴǘ ŎƻƴǎƛŘŜǊŀǘƛƻƴǎ ƛƴ ƛƳǇƭŜƳŜƴǘƛƴƎ ǘƻƛƭŜǘƛƴƎ ǇǊƻŎŜŘǳǊŜΦ /ƘƛƭŘǊŜƴΩǎ 

developing toileting abilities should be guided with a sensitive approach from staff. Staff should have a calm, assuring 

attitude to ǘƻƛƭŜǘ ǘǊŀƛƴƛƴƎ ŀƴŘ ǿƻǊƪ ƛƴ Ŏƻƴǎǳƭǘŀǘƛƻƴ ǿƛǘƘ ǇŀǊŜƴǘǎΦ bŀǇǇȅ ŎƘŀƴƎƛƴƎ ǎƘƻǳƭŘ ƳŜŜǘ ŜŀŎƘ ŎƘƛƭŘΩǎ ƴŜŜŘǎ ǿƘƛƭǎǘ 

creating a positive experience through singing, talking and interacting with infants and toddlers.  

 

Aim: 

¶ To ensure that toileting and nappy changinƎ ǇǊƻŎŜŘǳǊŜǎ ŀǊŜ ǇƻǎƛǘƛǾŜ ŜȄǇŜǊƛŜƴŎŜǎ ŀƴŘ ƳŜŜǘ ŜŀŎƘ ŎƘƛƭŘΩǎ 

individual needs 

¶ To ensure that staff are aware of and implement correct hygiene principles to reduce the spread of disease. 

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

strategies. 

 

Implementation: 

Parents will: 

¶ /ƻƴǎǳƭǘ ǿƛǘƘ ǎǘŀŦŦ ŀƴŘ ǇǊƻǾƛŘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǘƻƛƭŜǘƛƴƎκ ǘƻƛƭŜǘ ǘǊŀƛƴƛƴƎ ǊƻǳǘƛƴŜ ŀǘ ƘƻƳŜ ŀƴŘ ŜƴǎǳǊŜ 

consistency between home and the centre.  

¶ Provide required nappies each day for their infant/toddler and a spare set of clothes for older children in case 

of toileting accidents 

¶ Provide own wipes and creams.  

¶ /ƘŀƴƎŜ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǎƻƛƭŜŘ ƴŀǇǇȅ ƻƴ ŀǊǊƛǾŀƭ ƛŦ ǘƘŜ ŜŘǳŎŀǘƻǊ ƛǎ ōȅ ǘƘŜƳǎŜƭǾŜǎ 

 

Staff will: 

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

¶ Offer parents relevant toilet training literature. 

¶ !ŘƘŜǊŜ ǘƻ ǘƘŜ ŎƻǊǊŜŎǘ ƴŀǇǇȅ ŎƘŀƴƎƛƴƎ ǇǊƻŎŜŘǳǊŜ ǿƘŜƴ ŎƘŀƴƎƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ƴŀǇǇƛŜǎ ŀǎ ƛƴŘƛŎŀǘŜŘ ōȅ ǘƘŜ Ǉƻǎǘer 

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 children. 

¶ Be monitored 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. 

¶ Report cases of cross infection to the Director that may relate to ineffective toileting and nappy change 

procedures.  

¶ ¢ŀƪŜ ƛƴǘƻ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ŜŀŎƘ ŎƘƛƭŘΩǎ ƛƴŘƛǾƛŘǳŀƭ ŜƳƻǘƛƻƴŀƭ ŀƴŘ ǇƘȅǎƛŎŀƭ ƴŜŜŘǎ ŦƻǊ ǘƻƛƭŜǘƛƴƎ ŀƴŘ ƴŀǇǇȅ ŎƘŀƴƎƛƴƎ 

including cultural expectations/needs.  

¶ aŀƴŀƎŜ ǘƻƛƭŜǘƛƴƎ άŀŎŎƛŘŜƴǘǎέ ƛƴ a posiǘƛǾŜ ǿŀȅ  ŀƭǿŀȅǎ ŜƴŎƻǳǊŀƎƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ŜŦŦƻǊǘǎ ǘƻ ŘŜǾŜƭƻǇ ƛƴŘŜǇŜƴŘŜƴŎŜ 

and praising children for attempts and achievements  

¶ Ensure nappy changing is an occasion for playful interaction e.g. singing song rhymes or talking with the 

children 

¶ Ensure clothing is always worn over nappies to further reduce the risk of spreading infectious disease 

¶  Regularly check the bathroom to ensure that there is sufficient toilet paper, soap and paper towel 
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¶ Discuss bathroom rules within the program and in consultation with the children develop bathroom rules ( to 

be written with the children) on a poster in the bathroom (Age Appropriate) 

¶ Provide visual aids to show families/visitors the steps of washing hands correctly 

 

Management will: 

¶ Regularly monitor staff compliance to correct procedures.  

¶ Record and monitor cases of cross infection that may relate to ineffective nappy changing and toileting 

procedures in the record book 

¶ Implement and record strategies to improve practise, all adjustments made to toileting and nappy change 

policies and procedures, the date of these changes and in consultation with parents and staff 
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PROCEDURE 5.4.1: NAPPY CHANGE 
 

Preparation 

1. Wash hands 

2. Place paper on the change table 

3. Put on disposable gloves 

Changing 

4. wŜƳƻǾŜ ǘƘŜ ŎƘƛƭŘΩǎ ǿŜǘ nappy and place in the bin under 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 and clean water, then placed in a fresh plastic bag 

for parents to pick up in the afternoon) 

5. /ƭŜŀƴ ǘƘŜ ŎƘƛƭŘΩǎ ōƻǘǘƻƳ 

6. Remove paper and put in a lidded bin 

7. Remove gloves and put them in the bin 

8. Place clean nappy on the child 

9. Dress the child 

10. Take the child away from the change table 

11. ²ŀǎƘ ȅƻǳǊ ƘŀƴŘǎ ŀƴŘ ǘƘŜ ŎƘƛƭŘΩǎ ƘŀƴŘǎ 

Cleaning 

12. Clean the change table with Florosan and clean paper towel after each nappy change 

13. Wash your hands 

 

PROCEDURE 5.4.2: TOILETING 
Preparation 

1. Wash hands 

2. Put on disposable gloves 

Changing 

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 plastic bag for parents to pick up in the afternoon) 

4. Assist the child to use the toilet and wipe their bottom if needed 

5. Assist the child to flush the toilet if needed 

6. Remove gloves and put them in the bin 

7. Assist the child to put on clean clothes if needed 

8. Wash your hands and assist the child to wash their hands if needed 

Cleaning 

9. Clean the toilet with Florosan and paper towel if needed 

10. Wash your hands 
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CATEGORY 6: FAMILIES 

POLICY 6.1: INFORMATION FOR FAMILIES 
Date of Last Review: January 2019 

Date of Next Review: December 2020 

Legislative Links: National Quality Standards 2018 QA5 

Sources: Guild Watch: A Risk Management Guide for Child Care (undated) 

 

Rationale 

The Education and Care Service must ensure that the following written information about the child care centre is given 

to parents.  

 

Aim 

Kookaburra Child Care Centre aims to provide most of this information in the Parent Information book. Any information 

related to updates or notifications are communicated to parents via Story park & Xplor.  

 

¶ Days and times when the centre is open 

¶ The CentrŜΩǎ ǇƻƭƛŎȅ ŀƴŘ ǇǊŀŎǘƛŎŜ ƛƴ ǊŜƭŀǘƛƻƴ ǘƻΥ  

¶ Medical conditions  

¶ The fees payable for the provision of child care; 

¶ The delivery and collection of children; 

¶ Excursions; 

¶ Incidents, Injuries, trauma and illness 

¶ infectious diseases and exclusion 

¶ The administration of medication for children 

¶ Hygiene, safety, emergency and evacuation procedures 

¶ Staffing, staffing levels and non-contact time  

¶ Participation ƻŦ ǎǘǳŘŜƴǘǎ ŀƴŘ ǾƛǎƛǘƻǊǎ ƛƴ ǘƘŜ ŎŜƴǘǊŜΩǎ ŀŎǘƛǾƛǘƛŜǎΦ  

 

¶ Parents rights, including for example, the right to: 

¶ Information about parent participation 

¶ Information about procedures for dealing with concerns of parents; and 

¶ The address and telephone number of the nearest appropriate office of the Department of 

Communities, which is (07) 49672344 

¶ Parents responsibilities relating to: 

¶ Fees payable for the provision of child care, which must be two weeks in advance to secure 

ȅƻǳ ŎƘƛƭŘΩǎ ǇƭŀŎŜ ŀǘ ǘƘŜ ŎŜƴǘre. For example, if you pay $50 a week for child care, the balance 

on your account must read $100cr. 

¶ Delivery and collection of children  

¶ Notification of changes in information recorded about a child 

¶ Compliance with the relevant health and hygiene policies of the centre  

¶ [ŀōŜƭƭƛƴƎ ŀƭƭ ŎƘƛƭŘǊŜƴΩǎ ōŜƭƻƴƎƛƴƎΣ ǇǊƻǾƛŘƛƴƎ ȅƻǳǊ ŎƘƛƭŘ ǿƛǘƘ ŀ ƘŀǘΣ ǎǇŀǊŜ ŎƭƻǘƘŜǎ ŀƴŘ ǎƘŜŜǘǎΦ  

¶ KeŜǇƛƴƎ ȅƻǳǊ ŎƘƛƭŘΩǎ ǘƻȅǎ ŀǘ ƘƻƳŜ ŀƴŘ ƴƻǘ ōǊƛƴƎƛƴƎ ǘƘŜƳ ǘƻ ǘƘŜ /ŜƴǘǊŜΦ 

 

¶ The weekly menu 

¶ Information about the Educational Program implemented at Kookaburra 

¶ Any changes to Policies or Procedures 



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

POLICY 6.2: PARTNERSHIPS WITH FAMILIES AND COMMUNITIES 
Date of Last Review: January 2019 

Date of Next Review: December 2020 

Legislative Links: National Quality Standards 2018 QA6 

Source: National Health Policy for Children and Young People, Guide to the National Quality Standards 2018 

 

Rationale: 

Families are the primaǊȅ ƛƴŦƭǳŜƴŎŜ ƛƴ ǘƘŜƛǊ ŎƘƛƭŘǊŜƴΩǎ ƭƛǾŜǎ ŀƴŘ ŀƭǎƻ ƘŀǾŜ ǎǘǊƻƴƎ ōŜƭƛŜŦǎ ŀƴŘ ǾŀƭǳŜǎ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ŜŘǳŎŀǘƛƻƴ 

and care of their children, and the experiences in which their children should be able to participate. Effective relationships 

between educators and families are fundamental to the quality of education and care that children receive.  

!ƭƭ ŦŀƳƛƭƛŜǎ ŀǊŜ ŘƛŦŦŜǊŜƴǘΦ /ƘƛƭŘǊŜƴ ǿƛƭƭ ƘŀǾŜ ŘƛǾŜǊǎŜ ǳƴŘŜǊǎǘŀƴŘƛƴƎǎ ƻŦ ΨŦŀƳƛƭȅΩ ŀƴŘ ǳƴƛǉǳŜ ǊŜƭŀǘƛƻƴǎƘƛǇǎ ǿƛǘƘ ǘƘƻǎŜ ǿƘƻ 

feature prominently in their lives. Nominated supervisors, educators and co-ordinators need to think broadly about how 

families can be defined.  

Educators and co-ordinators can nurture the important attachment relationship that exists between the family and child 

when they seek to involve all those who are important to families and children at the service. For example, they recognise 

the ƛƳǇƻǊǘŀƴŎŜ ƻŦ ŜȄǘŜƴŘŜŘ ŦŀƳƛƭƛŜǎΣ ƪƛƴǎƘƛǇ ǘƛŜǎΣ ŎŀǊŜǊǎ ŀƴŘ ƎǳŀǊŘƛŀƴǎ ƛƴ ŎƘƛƭŘǊŜƴΩǎ ƭƛǾŜǎ 

 

Effective collaboration with families regarding the education and care their children receive occurs when constructive 

strategies for ongoing two-way communication are established by the service. Families can provide invaluable 

ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŎƘƛƭŘǊŜƴΩǎ ƛƴǘŜǊŜǎǘǎΣ ǎǘǊŜƴƎǘƘǎ ŀƴŘ ŀōƛƭƛǘƛŜǎ ŀǎ ǿŜƭƭ ŀǎ ŦŜŜŘōŀŎƪ ǘƘŀǘ ŀǎǎƛǎǘǎ ƴƻƳƛƴŀǘŜŘ ǎǳǇŜǊvisors, 

educators and co-ordinators to develop improvement plans that are practical and 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 wider community. In most 

communities, the service is one of a range of services that support families with children. When nominated supervisors, 

educators and co-ordinators develop links, share information, and work in collaboration with other community 

organisations they are better able to achieve the best outcomes for children and families using the service. 

-  National Quality Standards 2013 

 

Aim: 

This childcare centre aims to:  

¶ /ƻƳƳǳƴƛŎŀǘŜ ǊŜƎǳƭŀǊƭȅ ǿƛǘƘ ŦŀƳƛƭƛŜǎ ǘƻ ǎƘŀǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŜŀŎƘ ŎƘƛƭŘΩǎ ƘŜŀƭǘƘ ŀƴd development 

¶ Strengthen partnership between staff and families 

¶ Increase the opportunities where staff and families can communicate and share information 

¶ Build effective partnerships with the local community and relevant support agencies 

 

Implementation:  

Parents will: 

¶ Be reminded about opportunities for sharing information through newsletters, signs/posters etc. 

¶ .Ŝ ǾŀƭǳŜŘ ŀǎ ŀ ŎƘƛƭŘΩǎ ŦƛǊǎǘ ǘŜŀŎƘŜǊ ŀƴŘ Ǿƛǘŀƭ ǎƻǳǊŎŜ ƻŦ ƪƴƻǿƭŜŘƎŜ ŀōƻǳǘ ŀ ŎƘƛƭŘ 

¶ Be invited to all centre events e.g. open night, curriculum evenings, parent committee meetings 

¶ Be made aware of the Grievance procedure (see attached) for handling conflict or issues of concern with staff 

 

Staff will:  

¶ Plan for and deliver a discussion on classroom routines, goals and objectives for in the 1st term of each year in 

a parent night. 

¶ Ensure they are approachable to families for ŘƛǎŎǳǎǎƛƻƴ ŀǘ ŀƴȅ ǘƛƳŜ ŀōƻǳǘ ŜŀŎƘ ŎƘƛƭŘΩǎ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ 

wellbeing 



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

¶ Follow the Grievance procedure for conflicts with parents/families of children in their care at the centre 

¶ Encourage families to attend and partake in centre events 

¶ Encourage families to bŜ ŀ ǇŀǊǘ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƭŜŀǊƴƛƴƎ journey at the Centre and share learning stories from 

home and the community 

¶ Build and maintain partnerships with the local community and relevant support services 

¶ 9ƴŎƻǳǊŀƎŜ ŎƘƛƭŘǊŜƴ ŀƴŘ ŦŀƳƛƭƛŜǎΩ ŜƴƎŀƎŜƳŜƴǘ ǿƛǘƘ ǘƘŜ ŎƻƳƳunity 

 

Management will:   

¶ Support staff in their endeavour to provide an open communication policy at the centre 

¶ Accept all Grievance Reports and act on these as per the Grievance procedure for conflicts or areas of concern 

between staff and parents 

¶ Provide reminders in newsletters and Parent Handbook that parents are always welcome to contact 

management regarding any issues of concern 

¶ Communication with parents/families directly through individualised phone calls, newsletters, formal letters 

and informal conversations during centre events and special days. 

¶ Build and maintain partnerships with the local community and relevant support services 

 

EFFECTIVE COMMUNICATION 

Through effective communication staff will:  

¶ Share and record relevant information gathered from general discussions and staff meetings 

¶ Review the recorded information for future reference 

¶ Maintain close communication with their team members, discuss common goals and allow for and 

acknowledge the input of all staff 

¶ Reflect on and evaluate discussions and assess with implementation of changes identified to improve 

relationships and interactions with the staff, the children and families. 

¶ Ensure that new staff are encouraged to participate in discussions and to contribute ideas  

¶ Identify and record staff or students who may be experiencing difficulty in communicating with staff, families 

and children  

¶ Allocate time to discuss duties, policies and procedures with staff experiencing difficulties in interpretation and 

implementation with assistance from the Director 

¶ Ensure that any processes are recorded and sufficient time is allocated for follow up with the staff member 

¶ Recognise the communication skills and strengths of colleagues  

¶ 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 reflection, praise, strategies and any other information to be shared with staff members in the 

staff communication books/diaries 

o Be aware of and encouraged to implement the grievances process should a conflict arise.  

  



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

POLICY 6.3: FAMILY GRIEVANCE 
Date of Last Review: January 2019 

Date of Next Review: December 2020 

Legislative Links: National Quality Standards 2018 QA7 

Sources: Guide to the National Quality Standards 2018 

 

Rationale 

Grievance procedure is the process by which solutions are sought to resolve 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 grievance process must be provided.  

Aim 

Kookaburra Child Care fosters positive relations between all management, 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 the day-to-day well-being of the centre in a fair, prompt and positive manner.   

 

Implementation:  

¶ Every parent is provided with clear written guidelines detailing grievance procedures 

¶ All confidential conversations/discussions with parents will take place in a quiet area away from children, other 

parents and staff who are not involved.  

¶ Where possible parent names will remain confidential. The option to remain anonymous will be at the 

discretion of each parent.  

 

Grievance procedure ς Parents 

A grievance procedure is the process by which solutions are sought to resolve disputes in a fair, equitable and prompt 

manner. Grievances should be resolved as informally and quickly as possible by the parties involved. When the persons 

directly involved cannot resolve grievances informally, a formal grievance process is implemented. 

 

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.  

¶ The parent should discuss the problem with the relevant staff member concerned 

¶ If the parent still feels further action is necessary after discussion with the relevant staff member they should 

take the matter up with the Group Leader. 

¶ If the parent is still unhappy, or the initial complaint is with the Group Leader, the Group Leader can offer to 

take the matter to the centre Director 

Or 

¶ The parent can make an appointment to discuss the matter with the Director of 

¶ The parent can make an appointment to discuss the matter with the Parent Committee 

¶ the parent can complete a Grievance Report form and lodge this with the Director 

And 

¶ The Director will discuss the matter with the Group Leader will convey that finding to the parent concerned 

Or 

¶ The Director will discuss the matter with the Parent and advise the Parent and the Group Leader of their 

decision.  

And 
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¶ The director will advise the Parent Committee of the discussions and outcomes period of time will be held with 

all parties involved to ensure that the dispute is resolved to everyoƴŜΩǎ ǎŀǘƛǎŦŀŎǘƛƻƴ ŀƴŘ ǎǘŜǇǎ ƛƳǇƭŜƳŜƴǘŜŘ ǘƻ 

ensure that there is no recurrence of the problem  

 

Procedure for Dealing with parent/management conflict: 

¶ The parent can make an appointment to discuss the matter with the Director/ Parent Committee 

¶ The parent can 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, or other member of the public, is verbally 

abusive to 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.  A complaint against the parent will be 

lodged with the local police. 
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FORM 6.3: FAMILY GRIEVANCE 
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 management) this report can be completed.  

 

Family Member Name: _______________________________  Date: __________________ 

Contact Number: ____________________________ 

Details of the issue (be concise): 

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________ 

How often does/did this issue occur? (E.g. Once/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 be contacted by phone or letter, or asked to come in and see the Director to assist in the resolution of the 

matter. 

 

 

Signature: ________________________________ Date: ________________________ 
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POLICY 7.1: RESPONSIBLE PERSON 
Date of Last Review: January 2019 

Date of Next Review: December 2020 

Legislative Links: Education and Care Services National Law Act 2010, Guide to the National Quality Standards 2018 QA4 

Sources: Education and Care Services National Law Act 2010, Guide to the National Quality Framework 2018 

 

Rationale  

The Approved provider must ensure that a person in day-to-day charge of the service is always present at a centre-

based service that the service is educating and caring for children.  

A person in day-to-day charge of the service is defined in the Education and Care Services National Law Act 2010 as: 

¶ The approved provider or a person with management or control 

¶ The Nominated Supervisor of the service  

¶ A person in day to day charge of the service. 

¶ Being in day-to-day charge of a service does not place any additional legal responsibilities on a person under 

the National Law. 

Aim 

To determine, always display and keep a record of the appropriate person in day-to-day charge of the service present 

at the service. 

 

Implementation: 

¶ The Director as the Nominated Supervisor is the person in day-to-day charge of the service when present at 

the service. 

¶ 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 and will be the person in day-to-day charge of the service present at the 

service. 

¶ If both the Director AND the 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 day to day charge of the of the service and will be the 

responsible person. 

¶ If both the Director, the Assistant Director 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 Supervisor will be placed in day to day charge 

of the of the service and will be the responsible person. 

¶ The Person in day-to-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 to the centre at all times. 

¶ The person in day-to-day charge of the service register will be completed as a record of the person in day-to-

day charge of the service at all times during operation. 

¶ Each nominated supervisor and person in day-to-day charge must have adequate skills and experience to 

manage a service in accordance with the National Law and Regulations and have completed the child 

protection training required in Queensland. 

Each person in day-to-day charge (PIDTDC) of the service must give written consent to being a PIDTDC.  
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POLICY 7.2: PARENT COMMITTEE 
Date of Last Review: January 2019 

Date of Next Review: December 2020 

Legislative Links: Workplace Relations Act 1996, Workplace 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 provider means a person who holds a provider approval. As a community organisation, our Service is managed 

by a Parent Committee. Our Parent Committee is our approved provider. 

Aim 

The Parent Committee hold the highest level of governance in our organisation 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 recognise that the Centre Director is responsible for the day to day running of 

the centre.    

Conduct 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 are to 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 to committee meetings is encouraged. 

Conduct in the Dispute Resolution Process: 

Committee members 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 approaches the committee with a complaint about another staff member or parent, the 

committee must 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 be to ask the complainant if they have spoken with the other party and to encourage this initial 

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 parties to speak with each other with a third party to facilitate the discussion.   

At all ǘƛƳŜǎ ŀǊŜ ŀƭƭ ǇŀǊǘƛŜǎ ǘƻ Ŧƻƭƭƻǿ ǘƘŜ ŎŜƴǘǊŜΩǎ Grievance Policy. 

At all times members should: 

¶ Maintain confidentiality until the dispute is resolved 

¶ Approach the person who can best address your concern. This will usually be the other person directly involved. 
If necessary request a meeting or time to call so that the matter can be fully discussed. 

¶ Work with the Director and Committee to resolve the dispute if it is not possible to resolve your concern with 
the person directly involved. 

¶ Use appropriate 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 if requested.  
 
Responsibilities of committee: 

¶ Commit to using the centre grievance procedure 

¶ Maintain a neutral stance in helping solve disputes if called upon to do so  
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¶ Stand down from the dispute resolution process if there is a conflict of interest particularly when the situation 
involves family members or close friends. 

¶ Contact your 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 resolution of disputers 

¶ Keep a written record of all disputes and outcomes 

¶ Advise the parties to the dispute of their right to have an independent third party accompany them to any 
meetings to provide them with support. 

 
Eligibility for Admission to the Parent Committee 

An association member will be deemed not suitable for admission 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 member of the association. 

In the event that there is an 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 application. 
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POLICY 7.3: INCLUSION, ANTI-BIAS AND PROMOTING EQUITY 
Date of Last Review: February 2019 

Date of Next Review: December 2020 

 

Legislative Links: National Quality Standards 2018 

Source: NAEYC, 1995: Responding to Linguistic and Cultural Diversity, Recommendation for Effective Early Childhood 

Education, www.naeyc.org Dau, Elizabeth, 2001, The Anti-Bias Approach in Early Childhood www.pearsoned.com.au  

 

Rationale:  

ά¢ƘŜ children and families in early childhood programs reflect the ethnic, cultural, and linguistic diversity of the nation. 

¢ƘŜ ƴŀǘƛƻƴΩǎ ŎƘƛƭŘǊŜƴ ŀƭƭ ŘŜǎŜǊǾŜ ŀƴ ŜŀǊƭȅ ŎƘƛƭŘƘƻƻŘ ŜŘǳŎŀǘƛƻƴ ǘƘŀǘ ƛǎ ǊŜǎǇonsive to their families, communities, and 

racial, ethnic, and 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 educational needs. Early 

childhood educators face the challenge of hoǿ ōŜǎǘ ǘƻ ǊŜǎǇƻƴŘ ǘƻ ǘƘŜǎŜ ƴŜŜŘǎΦέ όb!9¸/Σ мффрΥ wŜǎǇƻƴŘƛƴƎ ǘƻ [ƛƴƎǳƛǎǘƛŎ 

and Cultural Diversity, Recommendations for Effective Early Childhood Education. www.naeyc.org)  

The staff, parents and management of this centre endorse the concept of a cross-cultural and non-discriminatory 

curriculum, and believe that this perspective should be implemented throughout all centre programs 

We believe that educational progrŀƳƳŜǎ Ƴǳǎǘ ǎǳǇǇƻǊǘ ǘƘŜ ŎƘƛƭŘΩǎ ǎŜƭŦ-esteem and pride in family, community, ethnic 

and linguistic origins.  

 

Aim: 

At this centre we promote inclusion, equity and anti-bias. We celebrate diversity in our staff, families and community. 

People will not be discriminate against on the basis of their race, ethnicity, religion, gender, disability or family structure.  

¶ To incorporate an anti-bias approach in all interactions with children, their families and fellow staff. 

¶ To welcome each and every child and their family to the centre and its programs 

¶ To ensure that the programs appropriately meet their individual physical, cognitive, social, emotional and 

creative needs.  

¶ To encourage every child to develop to their fullest potential 

¶ To ensure that the programs recognise and respects individual difference, and teaches children about other 

people and the world without receiving clichéd information 

¶ To develop educational and developmental programs that supports the goals of the anti-bias program  

¶ To regularly assess the physical environment for inclusiveness and undertake to plan changes in the 

environment where appropriate.  

 

Parents will:  

¶ LƴŦƻǊƳ ǎǘŀŦŦ ƻŦ ǘƘŜ ŦŀƳƛƭȅ ŀƴŘ ŎƘƛƭŘΩǎ ǇǊƛƳŀǊȅ ƭŀƴƎǳŀƎŜΣ ǊŜƭƛƎƛƻǳǎκŎǳƭǘǳǊŀƭ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻǊ ǊŜǉǳƛǊŜƳŜƴǘǎ ŦƻǊ 

disabilities or special needs on enrolment or whenever identified.  

¶ Be encouraged to contribute to the centre programs by sharing information and celebrations from their 

culture. 

¶ Be invited to attend the centre to share opportunities for celebrating special cultural events.  

 

Staff will: 

¶ Ensure that through their programs, boys and girls have 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 children will 

have an equal right to develop their full potential irrespective of their abilities or disabilities.  

¶ Use empowerment as a prime teaching technique 

¶ Use equipment and materials that are anti-discriminatory, culturally inclusive and relevant and that enable 

children to explore issues of human diversity and anti-discriminatory (anti-biased) ways of being 

http://www.naeyc.org/
http://www.pearsoned.com.au/
http://www.naeyc.org/
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¶ Model anti-biased ways of being 

¶ Interact with children without bias or prejudices 

¶ Use critical thinking and activism to help children to explore real-life inequities that arise out of real life 

situations that interest them 

¶ Empower the children to think critically about their social world and take action against inequalities and 

injustices  

¶ Ensure that their language and daily practice are inclusive and non-discriminatory education and professional 

development experience 

¶ Adjust their responses and behaviours accordingly to comply with centre policies 

¶ ¦ǘƛƭƛǎŜ ǇŀǊŜƴǘΩǎ ŜȄǇŜǊǘƛǎŜ ǿƛǘƘ ǊŜƎŀǊŘ ǘƻ ǘƘŜ ŎǳƭǘǳǊŜ ŀƴŘ ǊŜƭƛƎƛƻƴ ǘƘŀǘ ƛǎ ǎƘŀǊŜŘ ƛƴ ǘƘŜ ƘƻǳǎŜƘƻƭŘ ǘƻ ŜƴƘŀƴŎŜ 

continuity of care 

¶ Explore languages other than English to ensure that first home languages are appreciated 

¶ Provide inclusive resources and materials 

¶ Ensure the physical environment of the centre reflects the commitment to a cross-cultural and non-

discriminatory perspective.  

¶ Show respect for the various ways that families care for their children and be aware of the range of child-

rearing practices and attitudes of different cultures and groups within Australian society. 

¶ 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 

¶ Make observations in each area of development ς social/emotional, cognitive, language, physical and 

health/wellbeing.  

¶ Collect information about the cƘƛƭŘǊŜƴΩǎ ŦŀƳƛƭȅ ōŀŎƪƎǊƻǳƴŘΣ ƛƴǘŜǊŜǎǘǎ ŀƴŘ ƻǘƘŜǊ ŜƴǾƛǊƻƴƳŜƴǘŀƭ ŦŀŎǘƻǊǎ 

¶ Set up appropriate experiences, activities or routines; 

¶ Identify any adult reactions which may occur; and 

¶ Identify potential interaction with other children 

¶ Evaluate your observations.  

Management will:  

¶ Support staff in professional development opportunities to ensure the provision of cross-cultural non-

discriminatory programs 

¶ Ensure that staff feel valued, accepted and supported in their efforts to provide an inclusive and individualised 

program for children 

¶ Ensure that all children and families feel welcome and appreciated and respected whatever their 

socioeconomic status, culture, colour of skin, race, ability, family type, belief system or lifestyle.  

¶ Assess centre documents and communications to ensure that it is inclusive and takes into account the language 

needs of parents 

¶ Ensure all enrolment policies to be inclusive.  

¶ Provide the opportunity for parents to contribute to the anti-bias policy and review the policy annually 

¶ Ensure that all equipment and resources purchased are inclusive regarding gender, race, religion, culture, 

ability and family structure 

¶ Obtain parents ideas and help in providing for children with special needs, perhaps with extra equipment or 

changing the environment to suit the children, so that they are included fully within the programs 

¶ Show acceptance of all parents and family members. Use interpreters if needed to communicate more 

effectively 

¶ Show the diversity of families using the service within the program, through photographs, displays, posters, 

newsletters or through encouraging interactions between families 

¶ Take positive action to resolve any exclusion of parents by other parents or staff 
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¶ Whenever possible, ensure a diversity of staffing to ensure that role models are inclusive to a broader society  

POLICY 7.4: HARASSMENT IN THE WORKPLACE  
Date of Last Review: February 2019 

Date of Next Review: December 2020 

Legislative links: National Quality Standards 2018 

Source: Bullying and Harassment in the Workplace, www.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 standards of behaviour between staff are important workplace 

issues. In conjunction with our Policy on Inclusion, Anti-Bias and Promoting Equity our aim is in building an environment 

that encouraged cooperative and inclusive behaviour and positive, mutually respectful relationships amongst the 

community of Kookaburra. This follows that we expect: 

¶ All people should be treated with respect; and 

¶ All staff should develop an awareness of the effects of their behaviour on others 

¶ All staff have a fundamental obligation to exhibit 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 workplace may be subject to disciplinary action.  

 

A bully is a person who 

¶ Has never learnt to accept responsibility for their behaviour 

¶ Enjoys the benefits of living in the adult world, but who is unable and unwilling to accept the responsibilities 

that are a prerequisite for being part of the adult world.  

¶ Abdicates and denies responsibility for their behaviour and its consequences (abdication and denial are 

common feature of harassment)  

¶ Is unable and unwilling to recognise the effect of their behaviour on others 

¶ Does not want to know of any other way of behaving 

¶ 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 also be perpetrated against 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 authority or by a person who 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 to action being taken against the perpetrator based on that single 

incident.  

 

http://www.unionsafe.labor.net.au/
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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 covert.  

Overt Harassment 

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 

¶ Constant unreasonable and unconstructive criticism  

Covert Harassment 

Examples of covert harassment may include: 

¶ Deliberate exclusion, isolation or alienation of the employee from normal work interaction, such as 

intentionally  excluding the employee from meetings 

¶ Placing unreasonably high work demands on one employee but not on others 

¶ Allocation of demeaning jobs or meaningless tasks only 

¶ Unreasonably ignoring the employee  

¶ ¦ƴŘŜǊƳƛƴƛƴƎ ŀƴƻǘƘŜǊ ŜƳǇƭƻȅŜŜΣ ƛƴŎƭǳŘƛƴƎ ŜƴŎƻǳǊŀƎƛƴƎ ƻǘƘŜǊ ǘƻ άƎŀƴƎ ǳǇέ ƻƴ ƻǘƘŜǊ ǎǘŀŦŦ ƳŜƳbers  

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 absenteeism, reduced 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, depression, loss of sleep, 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 productivity and staff 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 negatively affeŎǘ ŀƴƻǘƘŜǊ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ŎŀǊŜŜǊΣ ƘŜŀƭǘƘ ƻǊ wellbeing.  

¶ Report any incidences of harassment to the Director 

¶ Not condone harassment that may be happening to a colleague 

¶ Be aware that harassment or condoning harassment may cause disciplinary action to be instigated 

¶ Attempt to resolve the issue with the person whom they feel is perpetrating the behaviour 

¶ For formal complaint, lodge the Grievance Report with the Director 

Responsibilities of Director 



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

¶ Provide a safe work environment free from harassment  

¶ Acknowledge 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  

Strategies for dealing with incidents:  

In incidents of harassment there will be 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 reports will be obtained from all those involved, including 

witnesses. 

A range 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 particular incident.  

In addition to punishing the bully in accordance with existing 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 until a successful outcome is achieved.  
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POLICY 7.5: PHILOSOPHY, POLICY AND PROCEDURE REVIEW 
Date of Last Review: February 2019 

Date of Next Review: December 2020 

Legislative Links: Education and Care Services National Regulations [NSW] 2018, National Quality Standards 2018 

Sources: Education and Care Services National Regulations [NSW] 2018, National Quality Standards 2018 

 

Rationale 

Well-documented policies and procedures, well-maintained records, shared values, clear direction and reflective 

practices enable the service to function as a learning community. 

 

Aim 

The Philosophy, and our policies and procedures are developed and reviewed regularly in open collaboration with the 

Director, Parent Committee, Teachers, Group leaders, Assistants, Cooks and Clerks, on occasion specialists and 

departmental information are utilised in the policy production.  

 

Implementation 

¶ Philosophy, Policies and Procedures must acknowledge all sources. 

¶ Philosophy, Policies and Procedures must be purposeful and practical to maintain the high quality standard of 

child care practices at Kookaburra Child Care Centre.  

¶ The Philosophy, Policies and Procedures are reviewed annually or as required due to changes in the Centre and 

must be dated with the last time of review.  

¶ Staff meetings and Parent Committee meetings are held in accordance with the review procedures.  
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PROCEDURE 7.5: PHILOSOPHY, POLICY AND PROCEDURE REVIEW 
Our Philosophy, Policies and Procedures should be reviewed regularly to accommodate changes in practice, legislation, 

standards and current trends. 

Our review process involves all stakeholders having the opportunity to provide input. Information will be gathered from 

staff meeting, group leader meeting and parent committee meeting minutes, feedback from families and incident 

records. 

The following questions will be considered when reviewing Philosophy, Policies and 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 centre, and thereby affect our Philosophy, Policies and Procedures? 

2. Have there been any legislative changes? If so, are these changes covered by current Philosophy, Policies and 

Procedures? 

3. What is the current advice and information coming from registered authorities? Is this in line with current 

practices and policies?  

4. How effective is the current practice of your service? Is there anything that we could improve? 

5. Have there been any changes to your service since the Philosophy, Policies and Procedures were last 

reviewed/written? Why did they occur and how will this be reflected in our Philosophy, Policies and 

Procedures?  

6. Have you looked at Philosophy, Policies and Procedures from other organisations or sample policies from 

NCAC? Is there any ideas from these that we could add to our Philosophy, Policies and Procedures? 

7. How practical is your Philosophy, Policies and Procedures? Is it easy to understand and follow? Is it consistent 

in language and layout? Is it an accurate portrayal of the day to day practice in your service? 

 

 

  



KOOKABURRA CHILDCARE CENTRE 
 

POLICIES AND PROCEDURES MANUAL 

POLICY 7.6: CONTINUING IMPROVEMENT 
Date of Last Review: February 2019  

Date of Next Review: December 2020 

Legislative Links: Education and Care Services National Regulations [NSW] 2018, National Quality Standards 2018 

Sources: Education and Care Services National Regulations [NSW] 2018, National Quality Standards 2018 

 

Rationale 

Effective evaluation and self-review enables a service to continuously improve their policies, procedures and practices. 

This approach enables the nominated supervisor, educators and coordinators to improve their practice, which 

contributes directly to improved learning outcomes for children. 

- Guide to the National Quality Standards 2013 

Aim 

We are fully committed to continuing improvement at Kookaburra. Each staff member is required to undertake self-

assessment and reflection regularly.  

All staff are required to contribute to our Quality Improvement Plan when improvement strategies are identified and at 

regular staff meetings. 

We also encourage families and children to be 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 Quality Improvement Plan. 

 

Areas to include in self-assessment and reflections:  

¶ Policy and procedure adherence 

¶ Practice in regard to specific NQF quality areas 

¶ Work place health and safety adherence 

¶ Record keeping practice 

 

Strategies that may be utilized:  

¶ Reflections and Evaluations on programming and practice 

¶ Policy review procedure 

¶ Surveys 

¶ Parent meetings 

¶ Staff meetings 

¶ Anecdotal notes and observations 

¶ Check lists 
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POLICY 7.7: NOTIFICATIONS TO AUTHORITIES 
Date of Last Review: February 2019 

Date of Next Review: December 2020  

Legislative Links: Education and Care Services National Regulations [NSW] 2018, National Quality Standards 2018 

Source: http://www.acecqa.gov.au 

 

Rationale 

The Regulatory Authority as well as other relevant Authorities are notified of any relevant changes to the operation of 

the service, of serious incidents and of any complaints which allege a 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 incidentð 
(a)  the death of a childð 
(i)  while that child is being educated and cared for by an education and care service; or 

(ii)  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 serviceð 
(i)  which a reasonable person would consider required urgent medical attention from a registered medical 
practitioner; or 

(ii)  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 serviceð 
(i)  appears to be missing or cannot be accounted for; or 

(ii)  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. 

 
(f)  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; 
(j)  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), includingð 
(l)  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 

(ii) 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 illness at the centre. This should include illnesses across all groups and should 

include staff and volunteers in attendance at the centre. State Health Departments will have their own laws as to how 

Ƴŀƴȅ ŎŀǎŜǎ ƻŦ ŀ ŎŜǊǘŀƛƴ ŘƛǎŜŀǎŜ ǿƛƭƭ ōŜ ŘŜŜƳŜŘ ŀƴ άƻǳǘōǊŜŀƪέ ŜΦƎΦ ŘƛŀǊǊƘoea and over what period of time. Should it be 

evident from the records maintained that the possibility of an outbreak is occurring, contact the State Health 

Department personnel to discuss your documented information. Should a notifiable disease from the list below be 

identified or suspected, notify the State Health Department immediately. At all times ensure that the privacy of 

individuals involved is respected. 

 

NHMRS recommended notifiable diseases  

AIDS Haemolytic Uraemic Syndrome Mumps 
Anthrax Haemophilus influenza type b infection 

(invasive only) 
Ornithosis (Psittacosis) 

Arbovirus infections: 
Barmah Forest virus 
Dengue virus 
Japanese encephalitis 
Murray Valley encephalitis 
Ross River virus 
Kunjin virus 
Other arbovirus infections 

Haemorrhagic Fever 
(Quarantine) Hepatitis A 
Hepatitis B 
Hepatitis C 
Hepatitis D 
Hepatitis E 
Hepatitis other 
HIV infection 

Pertussis Plague 
Poliomyelitis 
Pneumococcal infection 
(invasive) 
Q fever 
Rabies (refer to Lyssavirus) 

Botulism (foom borne) Influenza (laboratory confirmed) Rubella/congenital rubella 
Brucellosis Legionellosis Salmonellosis 
Campylobacteriosis Leprosy Shigellosis 
Chlamydia trachomatis genital 
infection 

Leptospirosis Shiga-like toxin producing E.coli 
VTEC/SLTEC 

Cholera Listeriosis Syphilis/congenital syphilis Tetanus 
Tuberculosis 

Cryptosporidiosis Lyssavirus: Australian Bat lyssavirus 
Rabies 

Typhoid 

Diphtheria  Malaria  Yellow fever 
Donovanosis Measles  
Gonococcal infection Meningococcal infection  
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POLICY 7.8: DEBTS 
Date of Last Review: July 2019 

Date of Next Review: December 2020 

Legislative Links: Education and Care Services National Regulations [NSW] 2014, National Quality Standards 2013 

Sources: http://www.careforkids.com.au/childcarenews/2013/june/18/unpaid-debt.html 

 

Rationale 

Most early child care service providers will seek to avoid the emotionally challenging step of excluding a child from 

care in the event of non-payment, however when non-payment starts to effect the viability of the business or reach 

unmanageable levels then providers need to take action. 

 

Aim 

Kookaburra Child Care Centre will support families 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 outstanding debts within in the Centre.  

At times througƘƻǳǘ ǘƘŜ ȅŜŀǊ ŦŀƳƛƭƛŜǎ ŀǊŜ ƻŦŦŜǊŜŘ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ƻǊŘŜǊ ōƻƻƪ ŎƭǳōΣ ǇƛŎǘǳǊŜ ǇƭŀǘŜΩǎ ǇƘƻǘƻǎ ŀƴŘ 

resources, these are then charged to parent accounts. Kookaburra reserves the right to refuse families from ordering 

such items if their parent account do not have a zero balance. Once their account is rectified and displays a zero 

balance families can proceed with ordering items.  

Parents will: 

¶ Upon Enrolment pay the required two weeks in advance to avoid falling into arrears 

¶ Continue to pay their accounts to avoid falling into arrears 

¶ Contact the Centre Director if they have fallen into financial hardship to arrange payment options. 

Management will: 

¶ Deal with accounts and parent finances confidentially 

¶ Deal with accounts in arrears on an individual basis ŦƻƭƭƻǿƛƴƎ ǘƘŜ ΨŘŜŀƭƛƴƎ ǿƛǘƘ ŘŜōǘǎΩ ǇǊƻŎŜŘǳǊŜ ƻǳǘƭƛƴŜŘ 

below 

¶ 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 for a period of greater than four weeks. 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 of what 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 direct debit  

ii. Pay the weekly childcare 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 will be given notice (1 week) that their 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 forwarded to tƘŜ /ŜƴǘǊŜΩǎ ŘŜōǘ ŎƻƭƭŜŎǘƛƻƴ 

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 debts will be required to pay fees via Direct Debit 

only.  

http://www.careforkids.com.au/childcarenews/2013/june/18/unpaid-debt.html



















