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Introduction

The National Quality Framework (NQF)

The National Quality Framework (NQF) provides a national approach to regulation, assessment and quality
improvement for early childhood education and care and outside school hours care services across Australia.

Research shows quality education and care early in life leads to better health, education and employment outcomes
later in life. The early years are critical for establishing self-esteem, resilience, healthy growth and capacity to learn.
Quality education and care shapes every child’s future and lays the foundation for development and learning.

The major benefits for parents and children include:

e improved educator to child ratios, ensuring children have greater individual care and attention for children

e educators with increased skills and qualifications

e better support for children’s learning and development through approved learning frameworks
consistent, transparent information on educators, providers and services in the national registers

The National Quality Standards (NQS)

The National Quality Standard (NQS) sets a national benchmark for the quality of children’s education and care
services. The NQS is comprised of guiding principles, Quality Areas, standards and elements.

The NQS includes 7 quality areas that are important outcomes for children.

¢ Quality Area 1 — Educational program and practice
e Quality Area 2 — Children's health and safety

e Quality Area 3 — Physical environment

e Quality Area 4- Staffing arrangements

¢ Quality Area 5 — Relationships with children

e Quality Area 6 — Collaborative partnerships with families and communities
e Quality Area 7 — Governance and leadership

Services are assessed and rated by their regulatory authority against the NQS, and given a rating for each of the 7
quality areas and an overall rating based on these results.

Learning Frameworks

Under the National Law and Regulations, services are required to base their educational program on an approved
learning framework. This should focus on addressing the developmental needs, interests and experiences of each
child, while taking into account individual differences.

There are 2 nationally approved learning frameworks which outline practices that support and promote children’s
learning:

e Approved learning framework under the NQF for young children from birth to five years of age
Belonging, Being and Becoming: The Early Years Learning Framework for Australia (EYLF)

The Early Years Learning Framework is a National Early Learning Framework for children from birth to five years. As
the early years are a vital time for children to learn and develop, the framework has been developed to ensure your
child receives a quality educational program.

Educators will use the framework in partnership with families to develop learning programs responsive to children’s

ideas, interests, strengths and abilities and recognise that children learn through play.
The Early Years Learning Framework describes childhood as a time of belonging, being and becoming.

Annie Dennis Children’s Centre Inc [3] Parent Handbook 2018



https://www.acecqa.gov.au/Improved-educator-to-child-ratios
https://www.acecqa.gov.au/qualification-requirements
https://www.acecqa.gov.au/national-quality-framework/national-law-and-regulations/approved-early-learning-frameworks
https://www.acecqa.gov.au/national-registers
https://www.acecqa.gov.au/nqf/national-quality-standard/quality-area-1-educational-program-and-practice
https://www.acecqa.gov.au/nqf/national-quality-standard/quality-area-2-childrens-health-and-safety
https://www.acecqa.gov.au/nqf/national-quality-standard/quality-area-3-physical-environment
https://www.acecqa.gov.au/nqf/national-quality-standard/quality-area-5-relationships-with-children
https://www.acecqa.gov.au/nqf/national-quality-standard/quality-area-6-collaborative-partnership-with-families-and-communities
https://www.acecqa.gov.au/nqf/national-quality-standard/quality-area-7-governance-and-leadership
https://www.acecqa.gov.au/media/24251
https://www.acecqa.gov.au/media/24251

Belonging is the basis for living a fulfilling life. Children feel they belong because of the relationship they
have with their family, community, culture and place.

Being is about living here and now. Childhood is a special time in life and children need time to just ‘be’ —
time to play, try new things and have fun.

Becoming is about the learning and development that young children experience. Children start to form
their sense of identity from an early age, which shapes the type of adult they will become.

Through the Framework’s five learning goals educators will assist your child to develop:

A strong sense of their identity.

Connections with their world.

A strong sense of wellbeing.

Confidence and involvement in their learning.
Effective communication skills.

The Framework has a strong emphasis on play-based learning as play is the best vehicle for young children’s
learning providing the most appropriate stimulus for brain development. We aim to guide your child in becoming an
effective learner through creating an environment that is challenging and stimulating. The overall aim of our
programs is to help your child in developing all areas necessary for success now and in later years.

Approved learning framework under the NQF for school age children
My Time, Our Place: Framework for School Age Care in Australia

There is also the following approved learning frameworks specific to Victoria and Western Australia:
Victorian Early Years Learning and Development Framework(VEYLDF)

Philosophy

Aims and objectives of the Centre

In relation to the children:

The centre aims to provide a warm and caring atmosphere that will encourage the stimulation and growth of the
children. We aim to meet the children’s needs as individuals offering planned play based educational programs. We
aim to ensure the rights of the children are upheld, irrespective of gender, race or ability by supporting their right to
equal access and participation by all children and their families.

In relation to the parents:

The centre recognises that the wellbeing of the children is dependent on the wellbeing of the parents. We aim to
provide an environment that is supportive of all parents.

In relation to the community:

We hope to foster and encourage a sense of community within the centre ensuring the centre is flexible to respond
to the changing needs of the community.

Working together is the best way to ensure a high quality education for our children, helping
to build the foundations for their success not only in the centre and the early years, but also

in life.
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Our Philosophy

At Annie Dennis, we believe in providing a nurturing environment for children, where they feel safe and free to
explore their environment through an integrated, play based approach. We encourage the best possible growth and
development of children, where teachers respect and respond to each child’s learning opportunities in conjunction
with their families and communities. We believe:

Children and families

the emotional and physical wellbeing of each child is fundamental to their sense of security

children’s self-esteem and sense of belonging is essential to their continuing growth and development
children need to be supported to freely and safely experience and express their emotions

children need time and opportunities to develop positive relationships with each other and their
educators

children are spontaneous and naturally motivated to learn through play and exploration

individual diversity needs to be respected, encouraged and celebrated

families are the primary caregivers and educators of children

Early childhood educators

warmth and empathy are essential for developing positive relationships with children and families

we are advocates for young children, families and our profession

positive behaviours and attitudes need to be role modelled to children, families and each other

learning is a shared, active process for children, families and educators

ongoing professional development and reflective practice are necessary to improve our programs and
practices

working collaboratively with children and families encourages children to reach their full potential

each educator brings their own experience, knowledge, understandings and values to the program, and this
diversity has its own place in the education of children

educators need to support each other in the development and implementation of programs

Educational programs

educational programs need to be relevant to children’s lives and take into account their existing knowledge
and understandings

educational programs need to incorporate and celebrate indigenous history and culture (near and far)
exploration, play, role modelling, intentional teaching, discussion, spontaneity and flexibility are all important
characteristics of high quality educational programs

children learn best when offered open-ended materials, ample time and the opportunity to investigate,
imagine, dream, hypothesise, problem solve, transform, invent, make decisions and form opinions

Environment

both indoor and outdoor environments are educative in themselves

in taking an active role in caring for our environment, and promoting and contributing to sustainable
practices throughout the centre

both indoor and outdoor environments need to include play spaces for individual children, small groups
and large groups

children learn best in a supportive, flexible, relaxed and safe environment, rich in opportunities and
resources, that meets the changing needs of children

children, families and educators all have a voice in the development of our environments and educational
programs

Community

we exist because of the wider community and for the wider community

strong community networks provide information, resources, support, security, comfort, possibilities,
confidence and resilience

in sharing our knowledge, skills, experience and resources with our diverse community

in fostering positive connections with the wider community

in encouraging families to contribute and work in partnership with the centre management and the educators
in the management and future direction of the centre

open and accessible governance structures are vital in the management of the centre

Reviewed May 2018
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Committee of Management

The Committee of Management is made up of an Executive Committee and General Members. The Executive
Committee is made up of the office bearing roles of President, Vice President, Secretary and the Treasurer, who
meet separately with the Director, when required.

The Committee consists of—

(@) a President;

(b) a Vice-President;

(c) a Secretary;

(d) a Treasurer;

(e) the Director of Annie Dennis Children's Centre who shall have observer status only (that is, speaking
but not voting rights);

) at least 7 ordinary members elected, of whom at least 1 is the parent or guardian of a child attending

the kindergarten.

The Committee of Management encourages input from parents/guardians, early childhood educators, children and
the local community and in particular, into its delivery of the children’s educational programs.

Committee members are elected at the centre’s Annual General Meeting, held in November. Among the
responsibilities and duties of the Committee of Management are the development of policies, planning of budgets,
management of finances, setting of fees and appointment of educators.

Committee meetings are held on the third Monday of each month at 7.15 pm at the centre. All parents are welcome
to attend meetings, and are encouraged to join the committee or a sub committee.

Centre Director

The Director is responsible to the Committee of Management for the overall administration of the centre according to
its Constitution and the centre’s policies and procedures, for ensuring all applicable laws, regulations and directives
are adhered to, and for promoting the centre and its activities in the local community.

Sub Committees

The following subcommittees — Policy, Staffing, Social/lCommunity, Environment and Website support the
Committee of Management by focusing on particular aspects of the centre. These groups are made up of parents
and make recommendations to the Committee of Management, as well as performing many of the tasks involved.

You do not need to be a member of the Committee of Management to join a subcommittee, come to Committee
meetings or to make a contribution to the centre.

The National Law —the Education and Care Services National Law 2010

The National Law sets a national standard for children’s education and care across Australia.
The National Regulations — the Education and Care Services National Regulations 2011

The National Regulations support the National Law by providing detail on a range of operational requirements for an
education and care service.

Our centre’s aim is to exceed the National Quality Standard across all areas of our service and we have a quality
improvement plan in place to show what is happening in our centre to achieve this.

The quality improvement plan looks at areas such as educational programs and practice, children’s health and
safety, physical environment, staffing arrangements, relationships with children and collaborative partnerships with
families and communities.

For more information about the National Quality Framework, please speak centre management or visit
www.acecga.gov.au
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The Australian Children’s Education and Care Quality Authority (ACECQA)
ACECQA is the national statutory authority established under the Education and Care Services National Law (the

National Law) to work with all governments to guide the implementation and administration of the National Quality
Framework (NQF).

Department of Education and Training (DET)

The Victorian State Government department with primary responsibility for the approval, monitoring and quality
assessment of services in Victoria in accordance with the national legislative framework and in relation to the
National Quality Standards.

About Annie Dennis Children’s Centre

Annie Dennis Children’s Centre is an amalgamation of the former Annie Dennis Kindergarten and the Oldis Avenue
Childcare Centre.

The Kindergarten established in 1936 was one of the first in Melbourne and is named after a prominent local citizen
and advocate, Martha Annie Dennis. More information on the Dennis Family here.

The two-storey building on Bastings Street was originally a family home. Northcote Day Nursery was established as
a children’s centre in 1928 to serve the needs of the children in the Northcote area. The building underwent
extensive renovations in 1984 and again from 2001 through to 2005.

The property is owned and maintained by the City of Darebin. In 1985 the Council handed over the management of
the Centre to a parent committee and, in 1994, capital works were carried out to physically link the two buildings.

From 2001 to 2005, the building underwent further renovations. The kindergarten was renovated and the Maternal
Child Health Centre was relocated to its current site. The building that originally housed the Maternal Child Health
Centre was altered and converted to two new children’s rooms, presently the joeys and pandas educational
programs. At this time, the possum’s educational program was remodelled with a larger bathroom/locker area.

In 2012, with the introduction of universal kindergarten (15 hrs of funded kindergarten) a review of educational
programs took place and educational programs were ‘shuffled’ around in the building so that the kindergarten
programs could access the outdoor environment and importantly to accommodate the longer hours required for
kindergarten.

In 2009, to celebrate the centre’s 80t anniversary, an Open day was held to show case the Centre to the broader
community with a focus on the history and tradition of the Centre.

1928 “Beaumont” is purchased by Northcote council at the instigation of Mrs Annie Dennis, to

provide childcare for the children of working women and women who were destitute.

Mar 1929 The Centre opens

1930 Depression begins

1936 Kindergarten is established

1943 Annie Dennis is honorary secretary

1943-63 Mrs Brownell is President of the Creche and Kinder committee

1948 Kindergarten renovations—bathroom, kitchen, storeroom, office, staffroom, toilet
1940’s Cable tram in the kindergarten yard

1949 Kindergarten closed due to polio epidemic

1966 President Mrs Hill wins a tram in a competition, which she donates to the Children’s

Centre. Her husband, the Northcote city engineer, organises installation

1983 Name of Children’s Centre almost changed to “Oldis avenue” until the staff and parents
researched the history and philanthropic profile of Mrs Annie Dennis, and unanimously

decided to name the centre “Annie Dennis Children’s Centre”

1984 The building underwent extensive renovations
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1996 Major renovations to the outdoor environment - walkthrough and foyer joins the children’s
centre and the kindergarten

2001-2005 Renovations to the Children’s Centre and Kindergarten, Maternal and Child Health Centre
relocated to its present site on Oldis Ave, two children’s rooms are relocated downstairs to
the old Maternal and Child Health Centre.

Sept 2009 The Children’s Centre celebrates 80 years of childcare in the community

Dec 2017 Minor upgrade to the kindergarten outdoor environment- cubby and digging patch

Dec 2017 —Jan Babies outdoor environment is upgraded

2018

Jan 2018 Minor upgrades to the Bastings St outdoor environment- cubby, boat and water play area

Hours of Operation

Annie Dennis Children’s Centre Inc operates between 7.30 am and 6.00 pm Monday to Friday and is closed on
weekends and public holidays.

Centre Policies

Our centre has a number of policies and procedures pertaining to the care of your child. Our policies are located in
the centre foyer and are available to review at any time. For more information on our centre policies please speak
with your Centre Manager.

The centres policies are available in our foyer and centre website www.anniedennis.org.au

Confidentiality and Privacy Policy

We believe your privacy is important. The centre has a Privacy Policy which illustrates how we will collect, use,
disclose, manage and transfer personal information including health information.

(refer to the Privacy Policy)

Complaints and Grievances

The centre is committed to hearing parents’ feedback and concerns regarding the care and education of their
children, the educational programs and the management of the centre. The centre aims to address and resolve any
issues of concern directly, with confidentiality and respect, in a positive and supportive environment for all
concerned. Complaints can be addressed to centre Management or the President of the Committee of
Management.

(refer to the Complaints and Grievances policy)

Website

Our website creates a profile for Annie Dennis outside the centre. Please log in to www.anniedennis.org.au to view
our fee schedule and centre policies.

Enrolment

Childcare places

There are currently 68 childcare places offered as follows:

Room Places per day Age of children Educators
Possum 9 From 6 months 3

Joeys 11 From 15 months 3

Panda 12 From 2 years 3
Grasshopper 16 From 3 years 2

Rainbow integrated with 20 From 4 years 2-3
Kindergarten
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Child Care Waiting List
The City of Darebin administers the Kindergarten and Childcare Registration System for community managed

childcare centres to ensure efficient placement of children into childcare. Families can register from the birth of their
child onwards and names are placed on the Registration System in the order of receipt of application.

Internal Waiting List
Annie Dennis Children’s Centre maintains its own internal waiting list exclusively for families currently enrolled and

attending the centre. Families requiring additional days of care or wanting to change their days must notify the
office. Priority of places is always given to the family that has been requesting the spot the longest.

Siblings

Siblings of children enrolled at the centre will be given priority weighting in the allocation process. To ensure Priority
of Access Guidelines is adhered to siblings will be allocated through the waiting list system with the City of Darebin.
All siblings must also be registered with the City of Darebin Child Care Registration System.

Priority of Access Guidelines

Childcare places are offered in line with the_Australian Government Priority of Access Guidelines, which all services
are required to comply with.

Families who live in the City of Darebin are also given priority on the waiting list. This is in addition to the criteria set
by the Commonwealth Government Priority of Access Guidelines.

To register on the wait list or for further Information:

Kindergarten and Child Care Registration Team
Ph: (03) 8470 8825
Email: Kindergarten and Child Care Registration

Sessional Kindergarten and Pre-Kindergarten Programs

Annie Dennis Children’s Centre offers Kindergarten and Pre-Kindergarten. The sessional kindergarten and pre-
kindergarten educational programs are offered separately to the childcare educational programs.

Sessional Kindergarten

The sessional kindergarten program provides the funded minimum of 15 hours per week. Children are enrolled in
three sessions (two 6 hr sessions and one 3hr session).24 children enrolled, up to 16 children per session.

Extended hours care (kinder sessional)

Families have the option to book their child in to extended hours care before/after a kindergarten session on
Monday, Wednesday and Friday (during term only).

Pre-Kindergarten

The Pre-Kindergarten program is an unfunded educational program. Two groups are available; each group has one
4 hour session per week. 30 children enrolled, up to 15 children per group

The Kindergarten and Pre-Kindergarten programs operate during term only.

Kindergarten Registration System

The City of Darebin operates a Kindergarten Registration System on behalf of Annie Dennis Children’s Centre and
other community managed Kindergartens located within the City of Darebin. A list of the participating services can

be found in the registration form. Registrations for our (4 YO) Kindergarten program open 1 February to 30 April in
the year prior to attendance.

Online and Paper Registrations are accepted

Online Portal — https://darebincentralenrolments.councilonline.com.au/Public/Login.aspx

You will need to create an account if you haven'’t already done so and follow the prompts to submit your registration.
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Kindergarten Enrolment (Integrated program)

Families enrolled in childcare at Annie Denis Children’s Centre will receive information about the Kindergarten
Enrolment Process via internal communication methods.

Eligibility: A child must be four years old on or before 30 April in the year that they are to attend the Integrated
Kindergarten Program.

Re-Enrolment Process (enrolled childcare families)

In July/August of every year, all families are required to confirm their child’s place for the following year. At this time
families are able to request changes to days or combination of days. In most cases we are able to change any
current bookings for re-enrolment but any changes or additional days requested would depend on vacancies. All
places will be confirmed in writing.

Updating Enrolment Information

It is essential that enrolment information be kept up to date. This is required to meet the National Regulations (it is
particularly important that information is current in case your child is involved in an accident/they are unwell/or if we
need to evacuate the building).

Minimum day enrolment (enrolled Childcare families)

Annie Dennis Children’s Centre recognises the critical importance of children developing strong attachment to
educators, in particular in the early years, to ensure the well-being of children in care. Our centre has a two-day
minimum enrolment requirement with all new enrolments. From time to time, a single day of care may come
available. When this occurs the next eligible child on the wait list will be offered the place.

Delayed commencement of Childcare/Kindergarten/Pre-Kindergarten

In some instances, families with newly enrolled children starting at the centre may elect to delay their
commencement date, e.g. childcare is not required until later in the year or the child is under the age requirement to
commence childcare are the centre.

In order to secure the place, families will be required to pay the full daily fee for their booked days each week/term
until the child commences. Families are unable to claim Child Care Subsidy (CCS) for absences as the child has not
commenced care.

Inclusion and Equity

The centre supports the principles of social justice whereby children of all abilities are valued and included in all
aspects of the centre and the community.

All children and families have a right to the same opportunities for participation, acceptance and belonging
regardless of gender, age, socio-economic status, race, language, beliefs, additional needs and family structure or
lifestyle.

All children, families, educators, students, volunteers and visitors are treated with respect, and appreciated as
individuals with unique abilities, skills and knowledge.

The centre recognises and values the differences and similarities that exist in children, families, educators and the
community and does not tolerate behaviours, language or practices that label, stereotype or demean others.

We aim to help foster in each child an awareness and acceptance of other cultures through integrating
multiculturalism into our programs. This can be achieved through providing and offering a range of books, music,
cooking, activities, singing, clothing, play equipment and more.

(refer to the Inclusion and Diversity policy)
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Inclusion support

Our aim is to provide each child, regardless of their needs and abilities, with a supportive and inclusive environment
that allows each child to fully participate in the educational programs. Educators will remain positive, open minded
and honest at all times when working with families and external support professionals to most positively meet the
additional needs of each child being educated and cared for at the centre

Administration

Settling in to Childcare/Kindergarten/Pre-Kindergarten

Ensuring your child feels safe and secure is our top priority. Starting childcare and kindergarten can be full of
emotions for both families and children. Let us reassure you that this is completely normal. To support you and your
child in this transition we pre arrange an ‘orientation’ schedule when your child begins care/kindergarten, to support
them to form attachments and bonds with their educators.

At the beginning of the year, families meet with the main educator in their child’s educational program; this is a time
to get to know you, your child and for you to obtain information about the service and to answer any questions you
may have.

Building strong relationships with you, your child and your family is very important to us and makes a real difference
to the early learning outcomes for your child. We especially like to know as much as we can about your child’s
interests, likes, dislikes and any special needs they may have. This will become integral as our team incorporates
your child’s interests into our educational programs, so please take the time to share information about your child
with their educators when they start and throughout their enrolment at the centre..

On your child’s first day in care/ kindergarten, educators will make immediate connections with you and your child to
make the transition process run more smoothly. We want to establish an environment in which meaningful and
lasting relationships can develop between educators and children as well as between educators and families. We
encourage families to call at any point of the day to discuss your child’s learning and development with their main
educator. Communication is fundamental in helping all parties adjust.

We initially organise times for your child to settle in on their enrolled days over a period of a few weeks. The settling
in process is a unique journey for each individual child and although we’d like to say the process only takes two
weeks, in reality, it could be shorter than this — or longer. We'll reach that destination when your child arrives into the
care environment feeling confident and ready to learn. That’'s when we’ll know we’ve made strong, lasting
connections

Our aim is to support the diverse needs of all families within the community and therefore value and encourage your
participation and involvement.

Helping children and families feel welcome and settle into the Centre environment is one of
our top priorities

Communication between families and educators

We want to ensure our centre becomes an extension of your home life and that the relationships, cultures and
activities that are important to your child are recognised. This creates an environment where they feel safe, secure
and ready to learn.

By building a strong relationship with us and your child’s educators, we can support you to build on your child’s
learning and development at home.

We encourage you do this by asking questions and getting involved. Working together, engaging in your child’s
interests and learning and discovering with them is the best way to ensure a high quality education for your child

Everybody has a different communication style and different availability times for communication. We understand
that mornings and afternoons can be a little rushed, and are not always the best time to discuss your child. We have
many types of communication we use for families in the centre.

Below is a list of ways we communicate with families:

e Face to face verbal interactions at arrival and departure times.
e Regular newsletters which will be posted via Storypark or emailed upon request
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e A daily communication sheet/book (if applicable to your child), where brief notes can be left between the
educators and parents.

e Notices/posters where various messages are displayed presenting current issues and upcoming events.
Parent meetings are held regularly where parents can raise any issues or topics they feel relevant and
contribute to decision making.

e Completing short surveys annually to seek parent feedback to inform continuous improvement

e Policies will be reviewed and kept up to date, and are available to receive parent/guardian feedback and
input.

Confidentiality and Discretion
e Information received through written and spoken communication with families will be treated with discretion.
e Atany time if you require a private discussion with any member of our team, please inform us. This can
happen face-to-face or by phone.

What can you expect from the educators?

e Educators will make efforts to communicate effectively with families.

e Educators will inform families promptly and sensitively of any out of the ordinary incidents affecting their
child.

e Educators will share with children’s families some of the specific interactions they had with the children
during the day.

e Educators will provide information on children’s routines at the centres through verbal communication and
through the daily communication sheets (if applicable).

e Arecord will be kept of any family/educator joint decisions that affect your child’s progress, interest and
experience. These may include new events such as toilet training.

Please feel free to contact us at any time to discuss your child’s progress,learning and development and
experiences at Annie Dennis.

Keeping in touch and working together is the best way to ensure a high quality education
for our children, and to help ensure their success not only in the centre and the early
years, but also in life

Storypark
Storypark is an easy to use private online service that helps educators and families work together to record, share
and extend children’s learning and development. Educators can capture a child’s development by posting photos,

videos, stories, note and comments. Creating a Storypark account is quick, easy and without separate charge to
families.

Public holidays

The centre is closed on public holidays. Fees apply for all public holiday closures that fall on booked days.

Time-in-lieu for Public Holidays (childcare only)

Families are able to pick a day in lieu at no extra charge for each public holiday incurred in the calendar year.

Families are required to request additional days through the office, families will be notified via email if a requested
day becomes available or may be called on the day.

The following guidelines will apply for taking time-in-lieu days:

e priority will be given to families who have public holidays time-in-lieu days owing to them
e time-in- lieu days do not carry over year by year

Family holidays

Fees apply for absences when families go on holiday. The fee paid retains your child’s place.
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Arrival and Departure

Each child must be signed in and out of the centre every day they attend. This is a legal requirement and is in the
interest of your child’s safety.

These records are used in case of emergencies and for the calculation of the Child Care Subsidy (CCS).

To ensure the safety of all children, no child will be released into the care of any persons not nominated as
authorised by the parent/guardian as per the child’s enrolment form.

If and educator does not know the person collecting your child, the educator will contact the parent/guardian to
confirm the person is authorised to pick up the child. The person must be able to produce some form of photo
identification before the child will be released by the educator.

(refer to the Acceptance and Refusal of Authorisations policy)

Electronic signing in/out

On your child’s first day, you will be issued with a 4-digit pin code to electronically sign your child in/out of the centre.
All educational programs have an ipad set up for this purpose. Please do not give you 4-digit pin code to another
person, it is unique to you. Persons that you have authorised on your child’s enrolment form to drop off and pick up

your child will also be issued with a 4-digit pin code.

On arrival at the centre you are asked to:

e Sign your child IN the centre using the SmartCentral App on the ipad
e Come into the program/outdoor area and approach one of our educators to accept your child upon arrival

When you collect your child, we ask that you:
e Sign your child OUT of the centre using the SmartCentral App on the ipad
e Come into the program/outdoor area and approach one of our educators, any information about your child’s day

will be discussed with you
e Collect your child’s belongings

(Refer to the Delivery and Collection of children policy)

Late Collection of children
Children enrolled in childcare are required to be picked up by 5.45pm and depart the centre by 6.00pm.

Children enrolled in kindergarten sessions (no childcare) are required to be picked by the end of their kindergarten
session.

We realise that on some occasions parents/guardians are late due to factors out of their control e.g. train
cancellation. If possible parents/guardians should notify the centre where a late pick up is likely.

The following procedure will apply to the parent/guardian upon their arrival.
1. On the first occasion the parent/guardian will be:

e advised regarding their late arrival and notified of the late fee, and
e requested to complete late arrival details in the ‘late book’ and sign the entry.

For any subsequent late collection of the child, the parent/guardian will be imposed a fine payable at the rate of
$5.00 every five minutes or part thereof. ($1.00 per minute)

Where a late fee is payable, the parent will be:

e requested to complete details in and sign the ‘late book’ and sign the entry and,
e issued a letter from centre amnagement with the following information:

1. date of the late collection
2. date of caution
3. number of minutes for which the late fee will apply
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4. total amount owed in the late fee, and
5. notified of the date the late fine will be included to the next centre
invoice.

2. The parent will not avoid the effect of the above penalties simply because they notified the centre in advance of
a late pick up.

3. When a parent/guardian is continually and regularly late arriving at the service to collect their child, centre
management will arrange a time to discuss this further

Security of the building

We ask parents/guardians to ensure:

all doors and gates are closed when entering and leaving the premises

no children other their own are leaving the centre with them

the front door security key code is kept confidential and not disclosed to unauthorised persons
and be mindful of who is entering the building

When entering the building please do not keep the door open for another person unless you know them, this
minimises the risk of an unauthorised person entering the building.

Visitors to the Centre

All visitors to the Centre must ring the doorbell to be attended to by Centre Management and are required to sign
infout. Maintenance workers contracted by the City of Darebin wear ID badges and sign in/out

Custodial access

Any custody arrangements should be made known to centre management upon enrolment. The parent/guardian
with full custody of a child will be the only person who may collect the child unless they have authorised someone
else to do so.

The Centre must have a copy of a valid court order stating custody arrangements filed with the child’s details. If a
parent/guardian without legal access comes to the centre to collect a child without authorisation from the full
custodian parent/guardian, centre management will call the parent/guardian who has full custody prior to releasing
the child.

In instances where an unauthorised person does remove a child from the centre, centre management will notify the
parent/guardian and the police.

Open door policy

You are welcome to drop in and see your child or speak with an educator. We would love for you to come in and join
in our educational programs- your participation is valued.

Centre Newsletter

The centre produces a newsletter every 2-3 weeks that is posted onto StoryPark. Parent contributions and
suggestions are welcome, and can be emailed to the office on info@anniedennis.org.au

Parent Resources

Families are also welcome to borrow any of the resource books available from the office. Borrowing times are two
weeks. Feel free to drop by the office to have a browse.

Working Bees

The building is owned and maintained by the City of Darebin. Council contractors are engaged to perform
maintenance work. We aim to organise 3- 4 working bees per year to do odd jobs around the centre e.g. gardening,
pruning, equipment maintenance etc. They are held on weekends for 3 hours. Families are encouraged to
participate at these working bees or alternatively if you can assist in other ways e.g. sewing, or take things home to
repair let us know.
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Children’s Care and Education

Watching Your Child’s progress

Using the Early Years Learning Framework educators will observe your child’s learning so they can build on it and
plan the next steps. They will do this by listening, watching and talking to your child. Each child will have their own
digital portfolio or collection of learning through Storypark. This may contain photos and children’s work to show what
your child is learning. This learning journey is available for you to view at any time.

To ensure you are connected to your child’s early education, parents have access to the Storypark app and receive
notifications to their smartphone or email with details of their learning and development, including photos and the
learning outcome’s they're achieving.

Play experiences planned by our educators allow children to naturally develop and have
the opportunity to guide their own learning.

The importance of Eary Learning

Our centre is guided by the National Quality Standards (NQS), the Early Years Learning Framework (EYLF), and the
Victorian Early Years Learning and Development Framework (VEYLDF). These frameworks guide and shape the
curriculum for all education and care services for children under the age of eight, across Australia.

Children’s neurological pathways multiply and develop faster in the first five years than at any other time in their life.
The architecture of a child’s brain is shaped by high quality interactions with trusted adults and peers. The
foundation of a strong relationship with educators is fundamental for future success.

Our educators understand the impact relationships have on a child’s learning journey and are committed to ongoing
professional development to stay current in their knowledge of how to best program and plan for every child’s
developing mind.

For a child, play and learning are interrelated and our team of educational professionals embrace this. Our
educators view children as creative, curious, responsible, resilient, capable and resourceful individuals. This holistic
view of the child encompasses a commitment to provide warm, caring, safe, respectful and stimulating learning
environments to support children’s learning through play.

Learning experiences, daily routines and resources are based on the children’s individual development, strengths
and interests. Each day, our educational teams provide interactive learning experiences that develop the children’s
physical, language, social and emotional development.

A holistic approach to your child’s development is prioritised through our focus on social and emotional well-being.
Concepts such as confidence, resilience, getting along and self-care are embedded throughout the day and
explored in small and large groups, as well as during spontaneous interactions with educators.

The natural environment is seen as having an important role in children’s learning. The educational programs allow
children to independently choose from play experiences within the indoor and outdoor environments; each is seen
as an equally rich source of learning. Outdoor programs are encouraged all year round in all the children’s
educational programs.

The program planning process recognises that children mature at different rates and have individual preferred styles
of learning; therefore the progress of each child is monitored closely. Our educators maintain individual children files
using an online learning platform Storypark. StoryPark helps to keep you connected to your child’s learning journey
and share in their wonder and joy as they explore and discover.

We invite parents and family members to participate in their child’s learning by contributing to their child’s individual
eportfolio and sharing information with their child’s educators about their child’s development and family stories. It
promotes a shared approach in making decisions, allowing our educators to focus on each child and develop an
intimate and enduring relationship with them.

Children learn more quickly during their early years than any other time in their life. They
need love and nurturing to develop a sense of trust and security that turns into confidence
as they grow
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Interactions with children policy

The centre promotes 'belonging, being and becoming’ to support children’s learning about how their behaviour and
actions affect themselves and others and how to develop the skills to regulate these independently.

Educators form equitable relationships with all children to let them know that they care about them, know them well
and are interested in what they do, think and feel.

We recognise that the way children behave is a typical part of their growth and development and therefore our
response always encourages positive learning within a supportive environment.

Educators continually monitor and modify their behaviour and guidance methods to ensure they are working
effectively and are sensitive to the children’s needs. Parents/guardians are encouraged to discuss these strategies
with educators to further enhance the process.

(refer to the Interactions with Children policy)

Active Play

Our educational programs are committed to providing children with the opportunity for safe active play and ensuring
that children, families and educators are aware of the value of daily active play.

Equipment and play spaces are varied to provide children opportunities to develop age appropriate skills, take on
challenges, test limits, explore boundaries and learn about taking managed risks. Yes, risk in play is an important
part of children’s physical and mental development.

Safety checks are conducted daily to ensure the environments are free of hazards.

Active transport is promoted by the centre, including bike riding and walking. There is allocated space for the storage
of bikes at the front of the centre.

Guiding children’s behaviour

We believe in developing positive relationships with all children. The following principles will be applied when guiding
children’s behaviour:
¢ the dignity and rights of every child will be maintained at all times;

e each child will be supported to guide their own behaviour, respond appropriately to the behaviour of others and
communicate effectively to resolve conflicts;

e each child will be given positive guidance and encouragement toward positive and acceptable behaviour.

e each child will be treated with respect and in a consistent manner;

e all children will be in an environment that is safe and conducive to learning;

e behavioural guidance issues will be managed in a manner that is relevant, respectful and supportive of all
parties involved; and

¢ all complaints or concerns regarding challenging behaviour will be dealt with in accordance with the Education
and Care Services National Law Act 2010 and the Education and Care Services National Regulations 2011.

(refer to the Guiding Children’s Behaviour policy)

Supervision of children

Supervision is essential in ensuring that children’s safety is protected in the service environment.

Supervision is an integral part of the care and education of children and requires educators and staff members to
make ongoing assessments of the child and the activities in which they are engaged.

Active supervision assists in the development of positive relationships between educators, children and their

families, and informs ongoing assessment and future planning. Adequate supervision requires teamwork and good
communication between educators.

(refer to the Supervision of children policy)
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Our Environments and Routines

Our routines provide for individual play and learning as well as small and large group play and learning activities.
Children’s language and literacy skills are further developed during these times as children are involved in
storytelling, drama and games. Music also plays a large part during these sessions as children are able to
experiment with dancing, singing and exercising their bodies.

Spaces are made available for children to engage in rest and quiet experiences. Educators provide a range of active
and restful experiences and support children to make appropriate decisions regarding participation.

Every educational program in the centre are individual, unique and tailored to suit the age and development stage of
your child, the diversity of the educators, children, families and the wider community and are filled full of laughter, fun
and educational resources.

All aspects of children’s learning and development is catered for including physical, social, emotional, creative,
cognitive and communication. Children’s learning is dynamic and complex and the centre’s environments are
designed for this.

As your child grows and develops so will their needs, interests and abilities. To cater for this, the educational
programs are evaluated and reviewed during the planning cycle, modifications are made and leaning and
development is extended.

Our transitioning procedure to new educational programs includes communication with families and involves a
careful assessment of your child to ensure they are ready for the next step. This process also includes short visits to
the new room to build familiarity and ensure a smooth transition. Children transition into new educational; programs
at the beginning of each year.

There is more to early learning than simply care- the early years are fundamental to a child’s
emotional, cognitive and social development...
That is why we are focused on providing our families with quality programs to support children’s
learning and development from birth right through to five years of age.

What to bring for your child

We promote indoor and outdoor play all year round, therefore ample changes of clothing is necessary in all
educational programs.

Items to pack for your child:

e clearly labelled bag;

e dummy or comforter and bottles clearly labelled, if required;

any other security items the child may need, particularly during the settling-in process (e.g. teddy, comfort toy,
book or stories);

clearly labelled clothing, including underpants and socks

coat for winter and beanie;

hat — wide brimmed for summer;

closed toed sandals

water bottle, clearly labelled.

Sipper cup (possums program only)

We have gumboots and wet weather gear (long pants)

[ There is no such thing as bad weather, only bad clothing.

Clothing
It is important that children are dressed in clothes that allow them to feel comfortable, move freely and are safe.

Clothes that children can manage themselves are recommended, as this will encourage independence and self-help
skills — especially for toileting and rest time.
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It is also important that clothes are sun safe. Sun safe clothes are loose fitting clothes that cover as much skin as
possible (eg. clothes with sleeves that cover the shoulders, non-backless tops that cover the child’s back from the
sun).

Clothing with cords, drawstrings and long ribbons such as parkas, hooded windcheaters and capes can present
choking hazards, suffocation or can catch on play equipment and should be avoided.

Footwear should be safe and sturdy. Thongs offer little protection for children and can also catch on climbing
equipment and should not be worn to the centre.

Experiences in all educational programs are hands-on and include messy play so please ensure your child is
wearing appropriate clothing. Smocks are provided for children during messy play. We can guarantee children will
get messy; it is a part of play. They will play with water, mud, paint, clay and sand and much much more...

Please ensure all clothing is clearly labelled as the centres take no responsibility for lost clothing.

Bottles and dummies

To minimise the possibility of cross infection, parents/guardians are asked to supply clearly labelled bottles and
dummies. The centre provides cow’s milk, soy milk and rice milk but does not provide formula.

For children requiring formula, parents/guardians are asked to bring formula in a labelled single measured container
(available at chemists). Please ensure that teats are covered with caps and dummies are in a small labelled
container. Clearly labelled bottles are to be placed in the basket on the bench in the possums program on arrival at
the centre.

We encourage breastfeeding mothers to bring in breastmilk (thawed or frozen) in labelled pouches with the child’s
name, amount of breastmilk and date and time expressed. The fridge in the possums room has a small freezer.
Educators are aware of the process to prepare thawed and frozen breastmilk.

Toys from home

Bringing toys from home to the centre can be a complex issue for children; other children may want to play with
them, conflicts may arise and they may not be suitable for group play. Educators are not always able to ensure that
toys brought from home do not get broken or lost. If children bring toys to the centre, the centre will not accept
responsibility for them.

Children's Belongings

Some children like to bring along a special toy or blanket for rest time and a familiar ‘friend’ from home can provide a
feeling of security for a new child. However, we do not encourage children to bring their own toys for playing with.
Children will naturally become upset if their toys get broken or lost.

We take as much care as possible in ensuring that clothing, toys, prams, car seats, etc. are returned to the correct
family. The labelling of all items can help us achieve this. However, we must make it clear that the centre is not
responsible for damaged lost or stolen items. If families choose to leave prams and car seats at the Centre during
the day it is completely at the family’s own risk.

Sun Protection

It's important to have a healthy balance of ultraviolet radiation (UV) exposure. Too much of the sun’s UV can cause
sunburn, skin and eye damage and skin cancer. Overexposure to UV during childhood and adolescence is a major
factor in determining future skin cancer risk. Too little UV from the sun can lead to low vitamin D levels. Vitamin D is
necessary for the development and maintenance of healthy bones and muscles, and for general health. To comply
with SunSmart guidelines, sun protection is used during the daily local sun protection times (issued whenever
UV levels are three and above), typically from mid-August to the end of April in Victoria. When this occurs a
combination of sun protection measures are used for all outdoor activities.

We sell bucket style sun hats from the office.
(refer to the Sun Protection policy)
Nappies

Disposable nappies are provided by the centre for children in nappies. If you prefer your child to wear cloth nappies,
they must be supplied. All cloth nappies will be sealed in a plastic bag and collected at the end of the day.
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Sustainable practices

Our early childhood educators and children work together to learn about and promote the sustainable use of
resources and to ensure we continue to develop and implement sustainable practices. Our centre has an
environmental action plan including recycling, use of recycled resources, energy efficiency, water conservation and
more.

No more plastic bags- We sell wet bags. The perfect bag to store wet/soiled clothing, great for swimming gear too
Each bag comes with a handy toggle closure and clip to attach to your child’s bag/backpack.

(refer to the Environmental Sustainability policy)

Food and Nutrition

The convenience of dropping off your child without having to worry about what to pack for lunch is a benefit to many
busy families.

Mealtimes at the centre are relaxed and unhurried and children and are an important opportunity for children to
develop routines, practice self-help skills and hygiene practices, and is an enjoyable social experience.

The centre provides fresh fruit for morning tea; the centre cook prepares a nutritious meal using fresh ingredients
based on the dietary guidelines for young children and a prepared afternoon tea.

We encourage children to drink water throughout the day in a water bottle they can easily manage, that will be
refilled up throughout the day.

Parents/guardians and educators are encouraged to consult regularly regarding their child’s routine and food
requirements, as these patterns will change continually as the child grows. Educators respect and support children’s
cultural and religious food preferences and are happy to follow parents/guardians requests regarding this.

(refer to the Nutrition, Oral Health and Active Play policy)

Birthday Cakes
Your child’s birthday is a special event in his/her life. To celebrate your child’s birthday you can order a cake that is

sugar free, egg free and dairy free enabling all children to share in the celebration. We will make it a special time for
all the children and sing happy birthday and recognise how special it is that your child is celebrating growing up.

Birthday cakes can be ordered through the kitchen; at least 2 days’ notice is required.

The cost of the cake is $10.00 and will be charged to families through their invoice.

Dental care

Educators will discuss, and include in the educational program, information about oral health including caring for
healthy teeth. Dental professionals will be invited to the children’s centre on an annual basis to emphasise good
dental hygiene practices (over three year olds only).

Food Preparation and Provision
The centre stores, prepares and provides food in accordance with the requirements of the Food Act. A current Food

Safety Program is maintained that meets the requirements of the Food Act and is approved by the Health
Department of the City of Darebin.

Food Safety Plan and Food Safety Audit

A food safety plan has been developed for the centre. It includes such things as cleaning schedules and food
preparation processes and procedures. A copy of the plan is available from the office for parents to view. The centre
undergoes a yearly audit by an independent food safety inspector.

(refer to the Food Safety policy)
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Children’s centre events

Children learn through a broad range of experiences and from people in the community. The centre invites visitors
and organises special events to enhance the educational programs offered to children. Events and special guest
visits vary each year. Some examples of previously enjoyed events are:

Wild Action (Australian animals)
Monty Pryor (aboriginal storyteller)
Puppet shows

Dog Safety

Digging for dinosaurs

The flying Bookworm

African drumming

Music and Movement

The centre organises a music and movement session every fortnight on a Friday

Payment of Fees

Following a bond payment to secure your child’s place, it is our policy that family’s fortnightly/term fees must be paid
upon receiving an invoice/statement.

Our preferred payment method is via EasyPay, families can complete an EasyPay application form upon enrolment.
Alternatively, families can arrange a direct debit arrangement with their financial institution.

Our service has a no cash policy.

Late fees are charged if children remain in the centre after closing times.

All fees are payable from the centre’s reopen day at the beginning of the year to the last day the centre is
open.

Childcare fees are not charged during the centres closure period over the Christmas/New Year break.
If you anticipate any difficulty with making payments please approach centre management.

(Refer to the Fees policy)
Centre Levy

An annual fee is charged per family at the start of each year equal to the fee for one day of long day care. The
Centre Levy is payable by any family enrolled in any education programme at Annie Dennis.

The Centre Levy is to be used for works and improvements that are not funded by the local council which will
enhance the service and continue to support the philosophy of the centre.

Proposals of works and improvements to be funded using the Centre Levy will be presented to the Committee of
Management for approval as part of annual budget review.

Any family who may have difficulty paying the Centre Levy should discuss this with the Nominated Supervisor.
Families with concession cards will not be required to pay the Centre Levy.

Notice of Withdrawal

It is our policy that parents must give three weeks’ notice to cancel a booking (withdraw from the centre or reduce
days) in all educational programs. The bond payment paid upon enrolment will be used during the notice period to
offset fees charged.

Annie Dennis Children’s Centre Inc [20] Parent Handbook 2018




Child Care Subsidy (CCS)

The Child Care Subsidy (CCS) is a payment made by the Australian Government to help families with the cost of
quality childcare and early education. This is paid directly to the service to reduce your weekly fees.

Three things will determine a family’s level of Child Care Subsidy:

1. A family’s combined income will determine the percentage of subsidy they are eligible to receive.

2. An activity test will determine how many hours of subsidised care families can access, up to a maximum of 100
per fortnight.

3. The type of childcare service will determine the hourly rate cap.

Some basic requirements must be satisfied for an individual to be eligible to receive the Child Care Subsidy. These
include:

e The age of the child (must be 13 or under and not attending secondary school).
e The child meeting immunisation requirements.
e The individual, or their partner, meeting the residency requirements.

The number of hours of subsidised child care that families will have access to per fortnight will be determined by
a three-step activity test.

In two parent families both parents, unless exempt, must meet the activity test. In the case where both parents
meet different steps of the activity test, the parent with the lowest entitlement will determine the hours of
subsidised care for the child.

Low income families on $66,958 or less a year who do not meet the activity test will be able to access 24 hours
of subsided care per child per fortnight without having to meet the activity test, as part of the Child Care Safety
Net.

Step Hours of activity* Maximum number of hours of subsidy per child *
1 8-16 hours 36 hours

2 More than 16 hours to 48 hours 72 hours

3 More than 48 hours 100urs

*Per fortnight. http://www.education.gov.au/child-care-subsidy-activity-test

You can read more about the Child Care Subsidy and Activity Test, and can complete an online estimator at

www.education.gov.au/ChildCarePackage

It is the responsibility of the parent to register for Child Care Subsidy. This can be done by contacting Centrelink
either in person, by phone on 136 150 or by accessing their My Gov account at my.gov.au

Absence from the Centre

Each child is allowed an initial 42 absence days from childcare during each financial year which can be used for any
reason and without the need to produce supporting documentation (includes public holidays).

Please inform the centre if your child is absent due to illness, holiday or staying home.

Additional absence days

You may receive CCS for absence days after the initial 42 days each financial year. For all absences beyond the first
42 absent days, CCS will only be paid if you are able to provide evidence to demonstrate the absence has occurred

under permitted circumstances. There is no limit on these days but you will be required to provide documentation to
support the absence.
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Specified reasons are:

¢ illness (with a medical certificate), or another absence due to sickness of the child, a carer, carer's partner
or sibling, supported by medical certificates,

e temporary closure of a school or pupil-free days,

e up to 28 days following a period of local emergency where the service is closed or the child is unable to
travel to the service due to the emergency,

e shared care arrangements due to a court order, parenting plan or parenting order), where a copy has been
provided to the approved child care service,

e the child is not immunised, the absence occurs during immunisation grace period and a medical practitioner
certifies exposure to the infectious disease would pose a health risk to the child (see the No Jab, No
Pay fact sheet for more information on immunisation requirements),

e attendance at preschool.

Educator: Child Ratios

The centre is committed to ensure that the required numbers of early childhood educators are employed within the
correct ratios to meet the required regulations.

The qualified educator to children ratios at the centre is according to the Education and care Services National
Regulations 2011. At all times the centre is open, qualified early childhood educators are on duty in the prescribed
ratios.

Age range of children Educator: child ratio | ADCC educator: child ratio
Birth to 24 months 1:4 1:3

Over 24 mths but less than 36 mths 1:4 1:4

Preschool age or under who are aged 36 months or over | 1:11 1:8

Over preschool 1:11 1:10to 1:11

Educators qualifications and Professional development

Qualifications of educators are in accordance with National Regulations. Educators have a wide range of additional
training in first aid, anaphylaxis, asthma, child protection, a
llergy management and CPR training.

The centre’s edcuational leaders provide guidance and support to all educators working within the centre. It is
recognised that all educators are responsible for the children in the centre. It is expected that permanent educators
in any of our programs take responsibility in the absence of a program leader. For any absence more than a day,an
edcuator will be allocated 'in charge’.

Casual educators from the centre’s relief pool are used to fill educator absences. Approved agency educators are
used when our regular relievers are not available. The centre endeavours to have familiar educators to cover all
leave, including lunch breaks, planning, rostered days off, sick and annual leave.

Educators are provided with ongoing training opportunities and in-service training throughout the year to better meet
children’s needs and enhance their professional development.

Volunteers and Students

Students from tertiary colleges and universities are placed at the centre to gain practical experience in early
childhood care and education. Students are supervised by educators at all times and are not included in the
educator/child ratio.The students are asked to identify themselves with a notice on the door of the room they are
working in. Please make them feel welcome.

Occupational Health and Safety
The centre recognises its moral and legal responsibility, in particular, under the Occupational Health and Safety Act

2004, to provide and maintain a safe and healthy working environment for employees, contractors, customers,
volunteers, families and visitors so far as is reasonably practical.

Annie Dennis Children’s Centre Inc [22] Parent Handbook 2018



https://beta.health.gov.au/resources/publications/no-jab-no-pay-new-requirements-fact-sheet
https://beta.health.gov.au/resources/publications/no-jab-no-pay-new-requirements-fact-sheet

This commitment extends to ensuring the organisation’s operations do not place the community at undue risk of
injury or iliness and minimises all losses.

Any concern relating to OHS should be taken immediately to the centre’s director. Educators and families should
report any damage to equipment or the general work environment to centre management.

The centre offers resources and support for educators and parents/guardians in relation to many health and safety
issues. Educators are provided with regular information, instruction, training and supervision to ensure their safety,
support and overall wellbeing

(refer to the Occupational Health Wellbeing and Safety Policy)

Relaxation and Sleep

We understand that each child will have their own individual sleep/rest requirements. Children need a comfortable
relaxing environment to enable their bodies to rest and relax. This environment must be safe and well supervised to
ensure children are safe, healthy and secure in their environment.

We will ensure that children have appropriate opportunities for rest and relaxation in accordance to their individual
rest patterns. Educators will consult and work positively with families to develop a routine that is acceptable to both
families and meets the needs of the children.

(refer to the Relaxation and Sleep policy)

Child Protection

Meeting the needs of children and making sure they are safe in the family is a shared responsibility between
individuals, the family, the community and the government. When adults caring for children do not follow through
with their responsibilities, are abusive or exploit their positions of power, then it is the child protection system that
becomes responsible for taking action. As educators, we're part of the system to protect children and will provide
notification to the relevant authority in accordance with state legislation when necessary

(refer to the Child Safe Environment policy)
Accidents, Injuries and Trauma
Minor injury

Educators aiding a child with a minor injury will:

* ensure a qualified first aider administers first aid;

» contact parents/guardians if medical attention is required and ask parents/guardians to arrange for the child to be
taken to the doctor; and

» ask parents/guardians to sign an incident/injury/traumalillness report form filled out by an educator when they
collect their child.

The incident/injury/trauma/iliness report form states how the accident occurred, injuries sustained and treatment
provided by educators.

Major accident or trauma

A major emergency is an incident or accident that requires an immediate medical response.
Where a child exhibits extreme distress, difficulty in breathing, severe bleeding, listlessness, extreme anxiety or
other signs that differ from the child’s normal behaviour, educators will:

* check there are no further dangers to anybody present;

» administer appropriate first aid if required and ensure the child is kept comfortable and warm;

« call an ambulance on triple zero;

* contact parents/guardians and organise to meet at the centre or the hospital;

» travel with the child in the ambulance if the parents/guardians are not available and take the child’s enrolment form;
and

« fill out an Incident/Injury/Trauma/lliness Report and arrange for parents/guardians to sign.
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Parents/guardians will consent to the educators of the centre seeking, or where appropriate, administering, such
emergency treatment as is reasonably necessary and that parents/guardians will reimburse any necessary
expenses incurred by the centre in the response to the medical needs of a child.

According to the National Regulation, all accidents requiring medical treatment must be reported by the team leader
to ACECQA and the Department of Education and Training.

Children’s Allergies

There are a number of children enrolled at the centre that are at risk of Anaphylaxis. This means if any of these
children are exposed to even small traces of foods or food products that they are allergic to, it can trigger an acute
severe allergic reaction called Anaphylaxis.

The most common foods children are allergic to are:
Eggs

Peanuts

Tree nuts

Cow milk

We aim to as a far as practicable to maintain safe environments for all the children. We strongly ask families not to
bring ‘snacks’ (store bought or home prepared) into the centre.

Children enrolled in sessional kindergarten and prekindergarten are required to bring their lunch to each session.
Families are encouraged to prepare healthy and nutritious lunches.
NO pre-packaged foods or foods that contain traces of nuts/peanuts/seeds can be brought into the centre.

(refer to the Anaphylaxis policy)
Medication

If your child requires medication whilst in care, a medication record must be filled in and signed by a parent. The
medication must be in original packaging and accompanied by a prescription label / doctor’s letter (for non-
prescription medication) which states who the medication is for and the dosage. Medication must be handed to a
staff member and will be stored. Under no circumstances is any type of medication to be left in children’s bags.

(refer to the Administration of Medication Policy)
Infectious Diseases

The control of communicable illness is a prime concern of the centre. In order to protect children and educators,
parents/guardians are asked to keep children who are unwell at home.

Parents/guardians must inform the centre if their child has been diagnosed with an illness or infectious disease.

The Department of Health provides strict guidelines regarding the exclusion of children affected by infectious
disease. Please speak to centre management if you are in any doubt.

The centre follows these recommendations and applies the minimum period of exclusion from schools and
children’s services centres for infectious diseases cases and contacts.

The exclusion table from the Department of Health outlines exclusion times and will be referred to when making a
decision about when a child can attend the centre. All parents will be notified of any case of infectious disease in the
Centre. Written information about the number of cases and the specific diseasel/illness will be made available via
Storypark and in the relating educational program.

A medical certificate or medical clearance letter may be requested in some instances.

In the case of an occurrence of a notifiable disease at the centre, educators will inform the centre’s team leader. The
team leader will notify the relevant health authorities.
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The following conditions are the most common:

Gastroenteritis (Diarrhoea/Vomiting): A child who has watery stools/vomiting should be kept home and not return to
the Centre until he or she has been free of these symptoms for 48 hours. Gastro is a communicable disease and
must be notified to the Health Dept and strict guidelines must be followed. Micro-organisms that cause vomiting and
diarrhoea are highly contagious and will spread quickly throughout the Centre.

If, however your child has an allergy or condition that regularly causes diarrhoea, please inform the early childhood
educators at the time enrolment or diagnosis and provide a letter from the child’s medical practitioner stating this is
the case.

Contagious Conjunctivitis; This is an infection of the eyes, characterised by redness, a yellow discharge and
watering. This condition requires specific medical treatment and children may not return to the Centre until after 24
hours on medication and the discharge has cleared.

School Sores (Impetigo): This is a contagious skin infection characterised by crusted sores that usually appear on
the face. The condition requires specific medical treatment and the child should be kept at home until the sores have
been healed or treatment has started and the sores are completely covered.

Cold Sores (Herpes Simplex): These are painful sores usually around the mouth, and possibly accompanied by a
fever. The condition requires medical attention if the infection is severe or the area becomes secondarily infected.
The child should be excluded until sores have healed.

Hand - Foot - Mouth Infection: This is a highly contagious infection which consists of small lesions which tend to
spread quickly on the side of the tongue or inside the mouth around the cheek region. Lesions may also appear on
the hands and feet, and occasionally on the buttocks.

(refer to the Infectious Diseases policy)

Children’s lliness

It is the responsibility of parents/guardians to ensure that their child is well enough to attend the centre. In making
this decision parents/guardians should be satisfied that children are well enough to participate in normal activities

without requiring special attention due to ill health.

When a child is ill they need one-on-one care and we are unable to offer this level of care. For working
parents/guardians it is important to consider a support network in case a child becomes ill.

If a child has a temperature before attending the centre, they child should stay ay home until the temperature
becomes normal and they are able to resume normal activities and cope in a group situation.

Paracetamol should not be used to relieve symptoms prior to attending care/kindergarten. If a child is unwell they
must stay at home. Educators do not have the resources to care one on one for a child when they are unwell.

Notifying families or emergency contacts
When children become unwell at the centre, centre management will:

. contact the child’s parents/ guardians to collect the child within 1 hour

. if parents/guardians cannot be contacted to collect the child or are unable to be at the centre within the
specified time frame, the persons authorised to collect the child in an emergency will be contacted to collect
the child.

. the child will be monitored, if the child’s illness worsens an ambulance will be called
If there are concerns regarding a child’s health, parents/guardians are encouraged to seek medical attention.
In the case of an accident or emergency resulting in the need for immediate medical attention, an educator will call
triple zero for medical assistance. Parents/guardians will be contacted and the child will be taken to hospital by

ambulance.

Parents/guardians will need to sign an illness form, recording illness details and treatment provided by educators
when collecting their child.

Parents/guardians are responsible for any medical or ambulance costs incurred while their child is in care.

(refer to the Administration of Medication policy)
(refer to the Dealing with Medical conditions policy)
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Immunisation

Children must be fully immunised, undergoing a vaccination catch-up program, or have a medical reason not to be
vaccinated, to attend the centre. Vaccination objection is not a valid exemption. Children can be refused enrolment
or enrolment can be cancelled if these immunisation requirements are not met.

If an outbreak occurs, unimmunised children may be excluded from child care for a period of time.

The centre requires an immunisation history statement for enrolment. You can obtain this from the Australian
Immunisation Register (AIR) and must be provided every 6 months. If your child is not fully immunised, contact your
health care provider to organise a vaccination catch-up program

Fire Fighting Equipment

The City of Darebin is responsible for arranging for all units to be serviced annually. Fire extinguishers are
strategically located throughout the centre.

Emergency and Evacuation

The centre has an ‘Emergency Management Plan’ as required by the Department of Education and Training. The
Emergency Management Plan (EMP) has been developed that will prepare for and respond to emergency
procedures at the centre.

Emergency Evacuation Plans are on display at all marked exit points. Emergency telephone numbers are posted by
each telephone.

All early childhood educators are familiar with the emergency evacuation procedures and participate in regular

emergency evacuation scenarios. If families are in the centre at the time the children are practicing an evacuation
drill, families are asked to participate

As part of our fire safety measures all children in attendance at the centre are noted from the attendance list. Each
child is identified during a fire drill. This is why it is important to ensure that you sign your child ‘IN" and “OUT’ of the
Centre each day.

Dangerous/hazardous products

To reduce children’s exposure to chemicals, educators:
e use warm water and detergent when wiping surfaces or equipment;

Where possible, priority is given to the product that has the least hazardous properties and a material safety data
sheet is available from the office.

Potentially dangerous products will be inaccessible to all children at all times.
Safety and Security of Children

Please ensure that older siblings are supervised in the centre

Early Warning System

The centre is installed with an automated early warning system that detects smoke and extreme high temperatures
in the building and roof cavity. The system is checked monthly by a council appointed contractor specialising in
monitoring early warning systems to ensure that it is operating properly.

The system sounds an audible siren, which alerts all early childhood educators to evacuate the children according to
our evacuation procedures on display in all rooms to our designated evacuation points.
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https://www2.health.vic.gov.au/public-health/immunisation/immunisation-schedule-vaccine-eligibility-criteria/immunisation-schedule-victoria
https://www.humanservices.gov.au/customer/services/medicare/australian-childhood-immunisation-register
https://www.humanservices.gov.au/customer/services/medicare/australian-childhood-immunisation-register

Yearly Maintenance Audit of the Building

The City of Darebin conducts a yearly maintenance audit of the building and equipment. Major repairs/maintenance
issues are identified e.g. painting of exterior, replace carpets etc. Council is responsible for the undertaking of these
works and are allocated according to scheduled council capital works.

Important contacts & informative websites for parents

Department of Education and Training www.education.vic.gov.au

Family Assistance Office p. 13 61 50

Australian Childhood Immunisation Register p. 1800 653 809

Early Childhood Association (ECA) www.earlychildhoodaustralia.org.au

Australian Children’s Education & Care Quality Authority (ACECQA) p. 1300 422 327 www.acecga.gov.au

Raising Children Network, The Australian parenting website; comprehensive, practical, expert child health and
parenting information and activities covering children aged 0-8 years. www.education.vic.gov.au

Better Health Channel Quality consumer health information. Regularly reviewed health and wellbeing information
and services. This site is sponsored by the State Government of Victoria. www.betterhealth.vic.gov.au
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