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CommunityOSH

QUTSIDE SCHOOL HOURS - CARE WITH HEART

Education and Care Services National Regulations (Re

168)

Reg 168 Education and care service must have policies and procedures

(1) The approved provider of an education and care service must ensure that the service has in placi
policies and procedures in relation to the matters set ousuib regulation(2).

(2) Policies and procedures are required in relation to the following

Section of Regulation 168 (2)

(a) health and safety, including matters relating to

(i) nutrition, food and beverages, dietary requirementsnd

(i) sun protectiory and

(iif) water safety, including safety during any watbased

activities; and

(iv) the administration ofirst aid;

(v) sleep and resfor children

(b) incident, injury, trauma and illnesprocedures complying

with regulation 85;

(c) dealing withinfectious diseasesincluding procedures

complying with regulation 88;

(d) dealing withmedical conditionsin children, including the

matters set out in regulation 90;

(e)emergency ad evacuation including the matters set out in

regulation 97;

(f) delivery of children to, and collection of childrefiom,

education and care service premises, including procedures

complying with regulation 99;

(g)excursions including procedures complying with regulatior

100 to 102;
(h) providing achild safe environment
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NQF POLICY
Where to locate

Food, Nutrition and Beverage Policy

PhysicaEnvironment (Workplace
Safety, Learning and Administration)
Policy

Physical Environment (Workplace
Safety, Learning and Administration)
Policy

Incident, Injury, Trauma and lliness
Policy

Rest, Relaxation and Clothing Policy

Incident, Injury, Trauma and lliness
Policy

Infectious Diseases Policy

Medical Conditions Policy

Emergency Management and
Evacuation Policy

Delivery and Collection of Children
Policy

Excursion Policy

Child Protection Policy

Chemical Spills Policy

Child Safe Policy

Delivery and Collection of Children
Policy
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All Topics (Alphabetical)

OSHC TOPIC
A

Abuse and Neglect

Administration of Authorised Medication
Administration of First Aid

Alcohol

Allergy Management

Anaphylaxis Management

Animal and Pet Guidelines

Asthma Management

Authorisations (Acceptance and Refusal)
Authorisation for Excursion Form

B

Babysitting

Back Care and Manual Handling

Behaviour Guidance
Bikes

Birthday Cakes

Biting

Blood Spill Procedure
Bullying

Buses

Bush fires

C

CCTV
Chemical Spill Procedure
Child Care Benefit

Child Safe Environment
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QUTSIDE SCHOOL HOURS - CARE WITH HEART

OSHC NQF POLICY
Where to locate

Child Protection Policy

Administration of Authorised Medication Policy
Incident, Injury, Trauma and lliness Policy
Tobacco, Drug and Alcohol Policy

Medical Conditions Policy

Medical Conditions Policy

Animal and Pet Policy

Medical Conditions Policy

Acceptance and Refusal of Authorisations Policy
Excursion Policy

Educator and Management Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Relationships witlChildren Policy

Bike Safety Policy

Health, Hygiene and Safe Food Policy
Relationships with Children Policy
Health Hygiene and Safe Food Policy
Relationships with Children Policy
Transportation Policy

Bush Fire Policy

CCTV Palicy
Chemical Spills Policy

Enrolment Policy
Immunisation and Disease Prevention Policy

Child Protection Policy

Chemical Spills Policy

Delivery and Collection of Children Policy
Emergency Management and Evacuation Policy
Family Law and Access Policy

Health, Hygiene and Safe Food Policy
Infectious Diseases Policy

Lock Up Policy

Photography Policy
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Child Safe Standards
I KAt RENBiggQ a
Choosing Appropriate Resources and Equipment

Cleaning of Buildings, Premises, Furniture and
Equipment
Cleaning Schedule

Clothing

Code of Conduct

Code of Conduct (Child Protection)
Collection and delivery of children
Communicating with Families

Complaints

Computer and Related Technology Usage

Confidentiality and Storage &ecords
Continuity of Care

Coronavirus

Cystic Fibrosis

D

Data breaches

Death of a Chilé’rocedure

Death of an Educator Procedure
Delivering Children to and from School
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QUTSIDE SCHOOL HOURS - CARE WITH HEART

PhysicaEnvironment (Workplace Safety, Learning
and Administration) Policy

Staffing Arrangements Policy

Technology usage Policy

Tobacco Drug and Alcohol Policy

Transportation Policy

Work Health and Safety Policy

Child Safe Policy

Rest, Relaxation and Clothing Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

PhysicaEnvironment (Workplace Safety, Learning
and Administration) Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Rest Relaxation and Clothing Policy

Educator andManagement Polic{Code of
Conduct Policy)

Child Protection Policy

Deliveryand Collectiorof Children Policy
Additional Needs Policy

Continuity ofEducation and Care Policy
Emergency Management and Evacuation Policy
Excursion Policy

Fees Policy

Grievance Policy

Infectious Diseases Policy

Orientation for Children Policy

Parental Interaction and Involvement in the Servic
Policy

Policy and Procedure Rew Policy

Sleep, Rest, Relaxation and Clothing Policy
Social Media Policy

Grievance Policy
Incident, Injury, Trauma and lliness Policy

Technology Usage Policy

Record Keeping and Retention Policy
Continuity of Education and Care Policy

Coronavirus Policy

Cystic Fibrosis Policy

Privacy and Confidentiality Policy
Death of a Child Policy
Death of an Educator Policy

Delivery and Collection of Children Policy
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Dental Accidents

Dental Hygiene an@are
Detergents

Diabetes
Diploma Qualification Requirements
Diseases

Disinfectants

Drivers
Drugs
Duty of Care

E

Educatorinteractions

Educator Meetings

Educator Orientation

Educators Returning from Extended Leave
Educator Stress ManagemeBuidelines
Educator to Child Ratios

Educator Training and Qualifications
Electrical tagging

Emergency Administration of Medication
Emergency Contact Procedure

Emergency Evacuation Procedures and Drills
Emergency Involving Anaphylaxis or Asthma
Employment of Regular Educators

Enrolment

Enrolment Checklist

Environmental Sustainability and our Curriculum
Ethical Code of Conduct

Equipment and Environment

Exclusion Periods
Excursions
Excursion Risk Assessment Form

Faeces Spill Procedure
Family Involvement

Fees Procedure
Fevers
Fire Danger Ratings

Fire Equipment
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Health, Hygiene and Safe Food Policy

Health, Hygiene and Safe Food Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Medical Conditions Policy
Staffing Arrangement Policy
Infectious Diseases Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Transportation Policy
Tobacco, Drug and Alcohol Policy
Work Health and Safety Policy

Educator and Management Policy
Educator and Management Policy
Educator and Management Policy
Educator and Management Policy
Educator and Management Policy
Staffing Arrangements Policy

Staffing Arrangements Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Administration of Authorised Medication Policy
Emergency Service Contact Policy
Emergency Management arttacuation Policy
Administration of Authorised Medication Policy
Continuity of Education and Care Policy
Enrolment Policy

Enrolment Policy

Environmental Sustainability Policy

Educator and Management Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Infectious Diseases Policy
Transportation Policy
Excursion Policy

Health Hygiene and Safe Food Policy

Parental Interaction anthvolvement in the Service
Policy

Fees Policy

Infectious Diseases Policy

Bush Fire Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy
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First Aid Kit
Food Preparation and Food Hygiene Procedure

Food Safety, Temperature Control and Transport
Procedure

Food Storage Procedure

G

Governance

Grievance Guidelines

Grievance Notification Requirements
Group Relationships

Groupings
Guidelines for Seatbelts and Restraints

H

Hand Washing Procedure
Head Lice
Health andSafety Committees

Heat
Hygiene

lliness Record

Immunisation Children and Educators
Immunisation Records

Incident, Injury, Trauma and lllness Record
Inclusion

Indoor Space Requirements

Injury

Inspection and testing of electrical equipment

Insurance
Interactions with Children

J

Job Description for Cooks

Job Descriptions fdeducators

K

Kitchens
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Incident, Injury, Trauma and lliness Policy
Health, Hygiene and Safe Food Policy

Health, Hygiene and Safe Food Policy
Health, Hygiene and Safe Food Policy

Governance Policy

Grievance Policy

Incident, Injury, Trauma and lliness Policy
Relationships with Children Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Transportation Policy

Health, Hygiene and Safe Food Policy
Head Lice Policy
Work Health and Safety Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Health, Hygiene and Safe Food Policy

Incident, Injury, Trauma and lllness Policy
Immunisation and Disease Prevention Policy
Immunisation and Disease Prevention Policy
Incident, Injury, Trauma and lllness Policy
Relationships with Children Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Incident, Injury, Trauma and lllness Policy
PhysicaEnvironment (Workplace Safety, Learning
and Administration) Policy

Excursion Policy

Relationships with Children Policy

Health, Hygiene and Safe Food Policy

If you need assistance call or email DJMIR on (0Z
6236 8966 odjm@djmir.com.auAs Centre
Support does not provide Industrial Relations
advice, we recommend that you contact David
Morphett from DIMIR for more inforntian.

Physical Environment (Workplace Safety, Learnin
and Administration) Policy
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L

Learning Environments

Learning and Play

Learning and Transitions

Length of Time Records must be Kept
Lockdown

Lock up

M

Management
Management Interactions and Responsibilities

Manual handling

Medical Conditions Management Plan
Medical Conditions Risk Minimisation Plan

Medical Conditions Communication Plan
Medication

Minimising Potentially Dangerous Substances
My Time, Our Place Learning Outcomes

N

Nail Polish
Nits

Notification of Serious Incidents and Complaints

Nutrition

O

OHS

Ongoing Maintenance

Open Doors

Orientation for Children
Orientation for Educators
Outdoor Space Requirements

Overdue Fees
Overseas ImmunisatioRecords

P
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QUTSIDE SCHOOL HOURS - CARE WITH HEART

Additional Needs Policy
Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Education, Curriculum and Learning Policy Physit
Environment (Workplace Safety, Learning and
Administration) Policy

Continuity of Education and Care Policy
Record Keeping arletention Policy
Lockdown Policy

Lock Up Policy

Governance Policy
Educator and Management Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Medical Conditions Policy
Medical Conditions Policy

Medical Conditions Policy

Administration of Authorised Medication Policy
Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Education, Curriculum and Learning Policy

Health, Hygiene and Safe Food Policy
Head Lice Policy

Death of a Child Policy
Incident, Injury, Trauma and lllness Policy
Work Health and Safety Policy

Food, Nutrition andBeverage Policy

Work Health Safety Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Parental Interaction and Involvement in the Servic
Policy

Orientation for Children Policy

Educator and Management Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Fees Policy

Immunisation and Disease Prevention Policy
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Parental and Family Involvement
Parent Grievances

Parent Survey
Partnerships with Families and the Community

Pest Inspections

Photography
Physical Activity

Play Dough
Poison Safethecklist

Priority of Access Guidelines

Privacy

Professional Development Requirements
Professional Support Services for Children

Q

Quialifications for Educators

R

Ratings
Ratios

Rearranging, Adding or RemoviRgrniture
Records of Staff

Records Relating to Enrolled Children
Responsible Person

Rest

Road Safety
Rostering
Routine to promote continuity

S

Safety Checks

Sand Pit

Screen Time
Seatbelts
Serious Incidents
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QUTSIDE SCHOOL HOURS - CARE WITH HEART

Parental Interaction and Involvement in the Servic
Policy

Grievance Policy

Parental Interaction and Involvement in the Servic
Policy

Additional Needs Policy

Continuity of Education and Care Policy
Education, Curriculum and Learning Policy
Environmental Sustainability Policy

Parental Interaction and Involvement in the Servic
Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Photography Policy

Physical Activity Promotion Policy

Health, Hygiene and Safe Food Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Enrolment Policy

Privacy and Confidentiality Policy

Educator and Management Policy

Additional Needs Policy

Staffing Arrangements Policy

National Quality Framework Policy
Staffing Arrangements Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Record Keeping and Retention Policy

Record Keeping and Retention Policy

StaffingArrangements Policy

Rest, Relaxation and Clothing Policy

Transportation Policy
Staffing Arrangements Policy
Continuity of Education and Care Policy

PhysicaEnvironment (Workplace Safety, Learning
and Administration) Policy

Sand Pit Policy

Technology Usage Policy

Transportation Policy

Incident, Injury, Trauma and lliness Policy
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Signin / SigrOut
Smoking

Social Media

Staff Meetings
Standards

Storage of Medication
Storage of Records
Students

Sun Protection

Supervised SeAdministration of Medication by
Children over Preschool Age

Supervision of Services

Supporting Children through Difficult Situations
Supervision of Resting Children

Sustainability

T

Tagging electricals

Technology

Television and DVD Player Usage
Tobacco, Drug and Alcohol
Toileting Procedure

Toy Cleaning
Transitions

Transport Considerations

U

Urine Spill Procedure

V

Vehicles

Visitors

Volunteers

Vomit Spill Procedure

W

Water Safety

Work Experience Students and Volunteers
Work Health and Safety (OHS) requirements
Work Health and Safety (WHS) incidents
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QUTSIDE SCHOOL HOURS - CARE WITH HEART

Delivery and Collection of Children Policy
Tobacco, Drug and Alcohol Policy

Social Media Policy

Educator and Management Policy

National Quality Framework Policy
Administration of Authorised Medication Policy
Record Keeping and Retention Policy
Educator and Management Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Administration of Authorised Medication Policy

Staffing Arrangements Policy
Relationships witlChildren Policy
Rest, Relaxation and Clothing Policy
Environmental Sustainability Policy

Physical Environment (Workplace Safety, Learnin
and Administration) Policy

Technology Usage Policy

Technology Usage Policy

Tobacco, Drug and Alcohol Policy
Health, Hygiene and Safe Food Policy

Physical EnvironmerftWorkplace Safety, Learning
and Administration) Policy

Continuity of Education and Care Policy
Orientation for Children Policy

Excursion Policy
Transportation Policy

Health Hygiene an8afe Food Policy

Transportation Policy

Educator and Management Policy
Educator and Management Policy
Health Hygiene and Safe Food Policy

Physical Environment (Workpla&afety, Learning
and Administration) Policy

Educator and Management Policy
Educator and Management Policy

Incident, Injury,Trauma and lllness Policy
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A

Acceptance and Refusal of Authorisations Policy
Additional Needs Policy

Administration of Authorised Medication Policy
Animal and Pet Policy

B

Bike Safety Policy
Bush Fire Policy

C

CCTV Policy

Chemical SpillRolicy

Child Protection Policy

Child Safe Policy

Continuity of Education and Care Policy

Code of Conduct PoligRefer to Educator and Management
Coronavirus Policy

Cystic Fibrosis Policy

D

Death of a Child Policy

Death of an Educator Policy

Delivery and Collection of Children Policy
Dress Code Policy

E

Education, Curriculum and Learning Policy

Educator and Management PoligRrefer toCode of Condugt
Emergency Management and Evacuation Policy
Emergency Service Contact Policy

Enrolment Policy

Environmental Sustainability Policy

Epilepsy Policy

Excursion Policy

F

Family Law and Access Policy
Fees Policy
Food, Nutrition and Beverage Policy
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Governance Policy
Grievance Policy

H

Head Lice Policy
Health, Hygiene and Safe Food Policy
HIV AIDS Policy

Immunisationc No Jab No Play Policy
Incident, Injury, Trauma and lliness Policy
Infectious Diseases Policy

J
K
L

Lock Up Policy
Lockdown Policy

M

MedicalConditions Policy

N

National Quality Framework Policy

O

Orientation for Children Policy

P

Parental Interaction and Involvement in the Service Pol
Photography Policy

Physical Activity Promotion Policy

Physical Environment (WorkplaBafety, Learning and
Policy and Procedure Review Policy

Privacy and Confidentiality Policy

O
R

Record Keeping and Retention Policy
Relationships with Children Policy
Rest, Relaxation and Clothing Policy

S
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Sand PiPolicy
SociaMediaPolicy
Staffing Arrangements Policy

T

Technology Usage Policy
Tobacco, Drug and Alcohol Policy
Transportation Policy

U

Unenrolled Children Policy
V

W

Work Health and Safety Policy

N < X
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Acceptance and Refusal of Authorisations Policy

NQS

QA2 231 Children are adequately supervised at all times

232 Every reasonable precaution is taken to protect children for harm and any hazard likely to
cause injury.

National Regulations

Regs 92 Medication record
93 Administration of medication
99 Children leaving the education and care service
102 Authorisation for excursions
160 Child enrolment records to be kept by approved provider
161 Authorisations to be kept in enrolment record
168 Education and care services must have policies and procedures
Aim

Our service aims to provide clear and transparent policies and procedures for authorisations.
This helps staff and parents understand exactly what they need to do.

Related Policies
Administration of Medication Policy
Enrolment Policy

Excursion Policy

Photography Policy

Privacy and Confidentiality Policy
Social Media Policy

Implementation

To ensure childrends heal t hregairendentschtheeNatipnal and ¢ o mg
Law and Regulations and our policies and procedures, we will only allow the following
activities to occur in respect of individual children if they are properly authorised in writing
and dated:
1 Administration of medication
1 Administration of medical treatment, dental treatment, general first aid products and
ambulance transportation (required in enrolment records)
9 Excursions including regular outings
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=

Taking of childrenés photographs
Posting of <chil dr end <espchalartediagaccaupth s on t he ser vi
9 Collection of children by people other than parents e.g. child

o leaves in accordance with written authorisation of a parent or authorised nominee

0 s given into care of a person or taken outside the premises for urgent medical

treatment or because of another emergency

M Disclosure of a childdéds personal i nformation w
would not expect the disclosure

=

Written authorisations will contain all information required under the National Regulations
and service policies - please see specific policies for more details.

Our service will accept verbal authorisations in the following situations:

1 there is a medical emergency (authorisations are not required for asthma and
anaphylactic emergencies)

9 parents or authorised nominees are unable to collect a child before the service closes
and authorise an alternate person to collect the child

Whenever a person not known to Educators is authorised verbally or in writing to collect the
child, they must be adequately identified by Educators before the child is released. See
Delivery and Collection of Children Policy for more information.

Refusing Authorisations

Staff wild.l refuse an authorisation i finewth unr easc
our policies and procedures or is fraudulent. For example, Educators will refuse an

authorisation in the following situations:

9 the authorisation is not (or does not appear to be) made by an authorised person

9 the authorisation does not comply with aspects of our policies and procedures e.g.

medi cation is not in the original container, d
expired, has an illegible | abel or the authori
instructions

9 an authorised nominee, or person authorised by a parent or authorised nominee, does
not appear to be capable of safely collecting the child (Delivery and Collection of
Children Policy)

For transparency and accuracy, if Educators refuse an authorisation they will record the
folowing i nformation in the childbs file:

1 the details of the authorisation

1 why the authorisation was refused

i actions taken e.g. parent asked to supply medication in original container

Source

Education and Care Services National Law and Regulations
National Quality Standard
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Review
The policy will be reviewed annually by:
1 Management
1 Employees
1 Families
1

Interested Parties

Last reviewed: August 2020 Date for next review: August 2021

CommunityOSH Pty Ltd January 2021 Page 16



AR

CommunityOSH

OQUTSIDE SCHOOL HOURS - CARE WITH HEART

Additional Needs Policy

NQS

QA3 313 Facilities are designed or adapted to ensure access and participation by every child in the
service and to allow flexible use, and interaction between indoor and outdoor space.

QA5 512 Every child is able to engage with Educators in meaningful, open interactions that support
the acquisition of skills for life and learning.
5.1.3 Each child is supported to feel secure, confident and included.
QA6 632 Continuity of learning and transitions for each child are supported by sharing relevant

information and clarifying responsibilities.
6.3.3 Access to inclusion and support assistance is facilitated.

National Regulations

Regs 155 Interactions with children
156 Relationships in groups
157 Access for parents

My Time, Our Place

LO1  children feel safe, secure, and supported
Children develop their emerging autonomy, inter-dependence, resilience and sense of agency
Children develop knowledgeable and confident self-identities

Children learn to interact in relation to others with care, empathy and respect

Aim
To provide each child regardless of their additional needs and abilities with a supportive and
inclusive environment that allows them to fully participate in service activities and programs.

Related Policies

Child Protection Policy
Continuity of Education and Care Policy
Enrolment Policy

CommunityOSH Pty Ltd January 2021 Page 17



AR

CommunityOSH
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Orientation for Children Policy

Relationships with Children Policy

Health, Hygiene and Safe Food Policy

HIV AIDS Policy

Immunisation and Disease Prevention Policy
Infectious Diseases Policy

Medical Conditions Policy

Implementation

Our service positively responds to and welcomes children with additional needs. This
includes children who:

are Aboriginals or Torres Strait Islander

are recent arrivals in Australia

have a culturally and linguistically diverse background

are experiencing difficult family circumstances or stress

are at risk of abuse or neglect

are experiencing language and communication difficulties

have a diagnosed disabilityd physical, sensory, intellectual or autism spectrum disorder
have a medical or health condition

demonstrate challenging behaviours and behavioural or psychological disorders
have developmental delays

have learning difficulties

are gifted or have special talents

have other extra support needs

=4 =4 =4 =8 =8 -8 -8 8 oa o oa oo

We understand that additional needs have different causes and require different responses.
Any child may have additional needs, and these may be temporary or for a lifetime.

Learning Environments

Indoor and outdoor environments and equipment will be designed or adapted (to the extent
reasonably practical given service financial constraints) to ensure access and participation
by every child, including those with additional needs. For example:

1 learning materials, resources and equipment (e.g. books, games, music, role plays,
drama) will reflect the positive inclusion of children with additional needs in the local and
broader community

1 the environment may be adapted to meet the needs of children with sensory sensitivities
to pressure, texture, smell, noise or colour

Promoting Each Childbés Ability

Educators understand their role is to support each and every child to reach their full

potential. Some of the ways Educators do this include:

1 using the enrolment form to gather information about children with additional needs and
encouraging families to update this information throughout the year

9 developing a written individual support plan where appropriate in consultation with
families
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1 encouraging each child to feel a sense of belonging at the service through positive
interactions which help each child feel safe and secure and provide the foundation for
rich and meaningful learning

1 modelling respect for diversity in the community and helping children understand how a

diverse population (e.g. physical, racial, religious and cultural) strengthens our

communities

providing accurate and appropriate information about the additional needs of others

9 assisting all children to develop autonomy, independence, competency, confidence and
pride

1 presenting children with a wide range of resources that breakdown stereotypes and, for
example, show men and women in non-traditional male/female roles within the home
and the workplace, and disabled people engaged in work and community activities

1 encouraging children to develop friendships with each other based on mutual trust and

respect

promoting awareness of cross-cultural and non-discriminatory practices in our curriculum

T developing a curriculum which | esdulueed on each
experiences and ideas

9 encouraging all families, including those from migrant and/or hon-English speaking
backgrounds, to contribute their knowledge and culture to the curriculum

1 promoting fairness and equity to all children, and immediately taking action to address
any inappropriate/unfair behaviour or exchanges between children

1 meeting the verbal and non-verbal communication needs of each child, for example, by
using relevant cues, sign |l anguage, key words
displays.

1 working with local schools to help each child transition. This may include sharing
information about the additional needs of children where families consent

9 attending regular professional development on inclusive practices and educating and
caring for children with additional needs

=

=

Professional Support Services for Children

A chil dbdés best interests are met when Educators
services/professionals. This will, for example, promote continuity of learning for each child.

Educators and the Nominated Supervisor will support families in accessing appropriate

support services or professionals where relevant and will work in partnership with those

services and/or professionals and families to ensure that learning environments and the
curriculum meet each childbés needs.

They will hold regular meetings with families and external services/professionals where
relevant to evaluate documented plans and strategies prepared in consultation with families
or provided by services/professionals.

I n cases where families do not include Educator s
arrangements, families are encouraged to pass on relevant information, and to share any

service support pl an gpracttiorteis antd/dr supporhservickdand me di c al
professionals.
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Partnerships with parents

It is also expected that parents will work in partnership with Educators to ensure any child
with a diagnosed or undiagnosed additional need receives the best possible support to
achieve their potential and does not adversely affect the learning environment for other
children at the service e.g. due to behaviour issues. This may involve accessing external
professional health and support services.

Where parents do not wish to consult these professionals, or work with Educators in
implementing measures which support their child, the Nominated Supervisor may suspend
or terminate the childds enrol ment.

Federal Government Inclusion Support Program (ISP)

Educators or the Nominated Supervisor will contact the State/Territory Inclusion Agency

where appropriate for help with building our capacity and capability to provide and embed

inclusive practice and address barriers to inclusion. Support may include:

91 help to develop and/or review a tailored Strategic Inclusion Plan

9 practical advice and strategies, including solutions to address particular barriers

91 help to access the Specialist Equipment Library

1 reviewing and endorsing applications to the Inclusion Development Fund to deal with a
barrier the I nclusion Agency candét address

Funding categories include:
1. Subsidy for an Additional Educator
Per hour funding to centre based services to subsidise the employment of an Additional

Educator where service may have children with on
Social Security Law, 1.1.R.90 Recognised disabilit y CA (oo the Depajtndent pf Social
Servicesd website. The extra Educator wor ks wit
needs

2. Subsidy for Immediate/Time-Limited Support
Enables centre based services to immediately engage an Additional Educator for a limited
time, while an alternative and more stable solution is being determined.

3. IDF i Innovative Solutions
Assists eligible services to fund innovative and flexible solutions to inclusion e.g. funding for:

9 translating and interpreting services and/or bilingual workers to engage with parents
and/or settle a child from a CALD background

9 funding to purchase services from cultural experts e.g. Indigenous community elders,
bicultural support workers

9 funding for specialist advice on how to include a particular child, beyond the expertise of
the Inclusion Agency e.g. advice from trauma or hearing specialist

Further details about the types of funding support, or other aspects of the ISP, can be found

in the Inclusion Support Programme Guidelines -2016-2017 to 2018-2019 on the

Department of Education and Training website.

Sources

Education and Care Services National Law and Regulations
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National Quality Standard

My Time Our Place

Inclusion Support Programme Guidelines -2016-2017 to 2018-2019 Department of
Education and Training

Guide to Social Security Law, 1.1.R.90 Recognised disability CA (child) Department of
Social Services

Review
The policy will be reviewed annually by:
1 Management
1 Employees
1 Families
1 Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Administration of Authorised Medication Policy

NQS

QA2 211 Each chil dbébs health needs are supported.

214 Steps are taken to control the spread of infectious diseases and to manage injuries and
illness, in accordance with recognised guidelines.

232 Every reasonable precaution is taken to protect children from harm and any hazard likely to
cause injury.

National Regulations

Regs 90 Medical conditions policy
91 Medical conditions policy to be provided to parents
92 Medication record
93 Administration of medication
94 Exception to authorisation requirement - anaphylaxis or asthma emergency
95 Procedure for administration of medication
96 Self-administration of medication

My Time, Our Place

LO3 | Children take increasing responsibility for their own health and physical wellbeing

Aim

Our Service and our Educators will only administer medication to a child if it is authorised or
the child is experiencing an asthma or anaphylaxis emergency. We recognise it is essential
to follow strict procedures for the administration of medication to ensure the health, safety
and wellbeing of each child using the service.

Related Policies

Emergency Service Contact Policy
Enrolment Policy

Incident, Injury, Trauma and lliness Policy
Medical Conditions Policy

Implementation

Our service and Educators will only administer medication to children if it is authorised by
parents (or by someone authorised by parents on the enrolment record to make decisions
about the administration of medication). If there is a medical emergency, we will also
administer medication when authorised verbally by a parent, medical practitioner or an
emergency service, however we may administer medication during an asthma or
anaphylaxis emergency without first receiving authorisation.
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Medication under the Regulations includes medication covered by the Therapeutic Goods
Act 1989. Therapeutic goods include those for therapeutic use to:

1 prevent, diagnose, cure or alleviate a disease, ailment, defect or injury

1 influence, inhibit or modify a physiological process.

This covers products like sunscreen.

The Nominated Supervisor will ensure a copy of this policy is provided to parents when they
enrol their child.

The Nominated Supervisor or Program Managerwile nsur e chil drenbés medi cat
regularly audited to ensure it has not expired and is in the original container with legible
labels.

Administration of Medication (non-emergency)
Educators will administer medication to a child if it complies with our policy requirements
and:
1. if the medication is authorised in writing by a parent or another authorised person and
9 is the original container
1 has not expired
1 has an original label and instructions that can be clearly read and, if prescribed

by adoctorhasthe chi |l dés name
9 is administered in accordance with any instructions on the label or from the
doctor.

2. after the childdéds identity and the dosage of t
is not administering the medication. This Educator will withess the administration of the
medication.

Over the Counter Medication (non-prescription medication)

Our service does not administer over the counter medication unless it has been prescribed
by a medical practitioner. Medication may mask the symptoms of other, more serious
illnesses and our Educators are not qualified medical professionals. However, we will
administer sunscreen without prescription if a parent or authorised person authorises this.

Anyone delivering a child to the service must not leave medicat i on i n the chil dbés
locker. Medication must be given directly to an Educator on arrival for appropriate storage.
Auto injection devices (e.g. Epi Penbés) and ast hn

they are inaccessible to children. All other medication will be stored in accordance with the
storage instructions on the medication in a locked labelled container in a cabinet or fridge.
Non-refrigerated medication will be kept away from direct sources of heat.

Self-Administration of Medication by Children over Preschool Age
Our service permits children over preschool age to self-administer medication if this is

authorised by the chil dds parent or another auth
detailed in the chil doéadMédichliCongitionsNRslkoMingréesatiennt Pl an
Plan if appropriate. The childés medication wil/

children cannot access it.

When the medication is due to be administered:
I Educators will advise child to take their medication
1 Educators will supervise child administering the medication
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1 Educators will complete a medication record
Administration of Medication in emergencies other than anaphylaxis or asthma
emergencies
1. Educators will administer medication to a child in an emergency:
9 if a parent or another authorised person verbally authorises the administration of the
medication or
1 they receive verbal authorisation from a registered medical practitioner or emergency
service if the parent or authorised person cannot be contacted.
2. The child will be positively reassured, calmed and removed to a quiet area under the
direct supervision of a suitably experienced and trained Educator.
3. The Nominated Super vi s oarentvand ptovide writteén aatide tot he c hi |
the parent, as soon as possible.
4. The Nominated Supervisor will ensure the service completes an Incident, Injury, Trauma
and lliness Record.

Educators will not administer medication if parents provide verbal authorisation in
circumstances that are not emergencies. If Educators are unsure whether they should be
administering a medication in an emergency after receiving verbal authorisation from a
parent or responsible person, Educators will obtain authorisation from a registered medical
practitioner or emergency service.

Administration of Medication during Anaphylaxis or Asthma Emergencies

1. Educators may administer medication to a child in an anaphylaxis or asthma emergency
without authorisation.

2. The child will be positively reassured, calmed and removed to a quiet area under the
direct supervision of a suitably experienced and trained Educator.

3. The Nominated Supervisor wil!/l contact the chil
soon as possible.

4., The NominatedSuper vi sor wi |l | advise the childbds pare

5. The Nominated Supervisor will ensure the service completes an Incident, Injury, Trauma

and lliness Record.

Medication Record

Educators will complete a Medication Record with the name of the child which:

I contains the authorisation to administer medication or for the child to self-administer the
medication

9 details the name of the medication, the dose to be administered and how it will be
administered, the time and date it was last administered, and the time and date or
circumstances when it should be administered next

9 if medication is administered to a child (including during an emergency), details the
dosage that is administered and how it is administered, the time and date it is
administered, the name and signature of the person that administered it, and the name
and signature of the person that checked the c
administered and witnessed the administration.

9 if medication is administered by a child that is authorised to self-administer medication,
details the dosage the child took and how, and the time and date it was taken.

We will use the Medication Record template published by the national authority ACECQA
www.acecga.gov.au
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If required, we will adapt this Medication Record template to record the self-administration of
medication for authorised children overpre-s c hool age (e. g. i n the finamé
Educator administering medtapgidahled ndo col umns put N

Sources

Education and Care Services National Law and Regulations
National Quality Standard
My Time Our Place

Review

The policy will be reviewed annually by:
1 Management
1 Employees
1 Families
1 Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Animal and Pet Policy

NQS

QA2 232 Every reasonable precaution is taken to protect children from harm and any hazard likely to
cause injury.

QA3 311 Outdoor and indoor spaces, buildings, furniture, equipment, facilities and resources are
suitable for their purpose.

33 The service takes an active role in caring for its environment and contributes to a
sustainable future.

332 Children are supported to become environmentally responsible and show respect for the
environment.

National Regulations

Regs 168 Policies and procedures are required in relation to health and safety

My Time, Our Place

LO2 Children become socially responsible and show respect for the environment

Aim
To promote respect for the environment and all animals, to educate children about the

proper care and treatment of animals, and to provide a safe and hygienic environment that
minimises the risk of injuries from the animal.

Implementation

1 The Nominated Supervisor will complete a written risk assessment before allowing
any animal to be kept at the service, or pet to visit the service, and take appropriate
actions to reduce the risk of harm the animal may pose to children and adults (which
may include a decision not to proceed). Records of the assessment and resulting
actions will be maintained at the service

91 Children must be closely supervised when accessing any animal or pet at the
service.
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1 Any animal or pet kept at the Service will be regularly fed, cleaned, vaccinated, have
flea powder applied to them and be regularly checked for fleas and wormed. Any
animal in a cage will have its cage cleaned daily

9 Educators will teach children how to properly care for animals and how to treat them
appropriately

1 Room tasks will include feeding, cleaning and caring for the animal, and children will
take turns completing these activities. The roster will be supervised by Educators to
ensure caring for and feeding the animal is not overlooked

1 The Nominated Supervisor and Educators will implement a roster to ensure any
animal that requires care or feeding over the weekend or outside service operating
hours is either taken to an Educators home or provided with care and food at the
service during these periods

1 Animal or pets will not be allowed in the sandpit or any other play area. In event that
this happens, Educators will refer to the Sand Pit Policy

1 Animal or pets will never be taken into the food preparation area nor will they be
allowed near the eating or sleeping area

1 Anyone who has handled the animal or pet will immediately wash their hands after
they have finished handling the animal or pet

T Childrenbs ani mal or pets wild.l only be all owt
been granted by the Nominated Supervisor. If an animal is brought to the Service
when families are collecting children, it must be left at the gate far enough way, so
children cannot touch the animal through the fence

Source

Education and Care Services National Law and Regulations
National Quality Standard
My Time Our Place Learning Framework

Review
The policy will be reviewed annually by:
T Management
1 Employees
T Families
1

Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Bike Safety Policy

NQS

QA2 222 Physical activity is promoted through planned and spontaneous experiences and is
appropriate for each child.
2.3.2 Every reasonable precaution is taken to protect children from harm and any hazard likely to

cause injury.

QA3 3.11 Outdoor and indoor spaces, buildings, furniture, equipment, facilities and resources are
suitable for their purpose
3.1.2 Premises, furniture and equipment are safe, clean and well maintained.
3.2.2 Resources, materials and equipment are sufficient in number, organised in ways that

ensure appropriate and effective implementation of the program and allow for multiple uses

My Time, Our Place

LO3 | 3.2 Children take increasing responsibility for their own health and physical wellbeing

Aim
To ensure all children can participate safely in bike riding activities that promote physical
activity, learning through play and collaboration with peers.

Related Policies

Physical Activity Promotion Policy
Physical Environment (Workplace Safety, learning and Administration) Policy

Implementation

The Approved Provider or Nominated Supervisor may consider the following issues if
planning bike tracks or using existing tracks or other areas for bike riding:

1 locate away from main traffic areas at the service or spaces designed for restful or
creative activities

1 grade so children can move easily along track or through area

1 include materials of different textures so children experience different vibration and
sounds

1 include challenging elements like hills, mounds and speed humps if these are
appropriate for the age of the children at the service

1 make from materials least likely to absorb and retain heat

1 preferably cover with a shade structure or shady tree

9 consider including road features which may reinforce road safety such as line markings,
pedestrian crossings, stop and give way signs, traffic lights

1 promote features petrol stations, bus stops and gardens to encourage role play and
collaborative learning
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9 if planning or implementing a bike track, make 1200-1500 mm wide, have 1000 mm free
space beside it and edge, for example with rounded bricks or concrete.

Bikes

The Nominated Supervisor will ensure:

9 bikes at the service are suitable for the ages of children at the service
1 comply with AS/NSZ 1927

9 are regularly inspected and maintained

Safety Assessment and Education

Before children can ride bikes at the service:

1 the Nominated Supervisor will conduct a risk assessment to plan how bikes can be used
safely in different locations at the service and take action to eliminate or minimise risk to
children from bike riding

1 the Nominated Supervisor will induct Educators and staff in the safe use of bikes

Educators will:
o teach children how to ride the bikes
o teach children the bike safety rules
o discuss bike safety behaviours and their expectations for consistent safe riding at
the service
o provide children with a bike licence containing their name and photo. Their
licence may be revoked if they engage in unsafe behaviour or do not follow the
servicebs bike safety rul es.
When children are riding bikes, Educators will ensure all children follow the bike safety rules
consistently.

Bike safety rules

9 all bikes are ridden in one direction only
1 different age groups will ride in different places or at different times
9 all children wear properly fitting helmets that comply with AS/NSZ 2063
o hel met canét be moved around on the head
o chinstrap fastened firmly and not twisted
o strapsjoinin a 6V6é just below the ears
0 helmets replaced after an impact or accident, or if materials split or deteriorate
0 sunhats worn under helmets in accordance with sun safe policy

1 no child can ride a bike if an Educator is not supervising them

1 no child can collide with a stationary bike or one being ridden by a child
1 children can only overtake other children if it is safe

9 children who have finished riding must park their bike in the parking bay
Sources

National Quality Standard

Early Years Learning Framework
Kidsafe NSW - Bike tracks

NSW Transport i Safety on wheels
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Review

The policy will be reviewed annually by:
1 Management
1 Employees
1 Families
1

Interested Parties

Reviewed: August 2020 Date for next review: August 2021
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Bush Fire Policy

NQS

QA2  23.2 Every reasonable precaution is taken to protect children from harm and any hazard likely to
cause injury.

233 Plans to effectively manage incidents and emergencies are developed in consultation with
relevant authorities, practised and implemented.

QA6 | 6.3.1 Links with relevant community and support agencies are established and maintained.

6.3.4 The service builds relationships and engages with their local community.

National Regulations

Reg 168(2)(e) Policies and procedures in relation to emergency and evacuation
97 Emergency and evacuation procedures
98 Telephone or other communication equipment

My Time, Our Place

LO2 Children develop a sense of belonging to groups and communities and an understanding of the
reciprocal rights and responsibilities necessary for active community participation

Children become socially responsible and show respect for the environment

LO4 Children resource their own learning through connecting with people, place, technologies and natural
and processed materials

Aim
Our service aims to keep all children and Educators safe at all times. Therefore, in the

instance of a bush fire, the service will act at all times to protect the Educators and children
in line with recommendations and instructions from relevant emergency authorities.

Related Policies

Emergency Management and Evacuation Policy
Emergency Service Contact Policy
Physical Environment (Workplace Safety, Learning and Administration) Policy

Who is affected by this policy?
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Children
Families
Educators
Community
Visitors

Implementation

Our service wild@l prepare a Bushfire Action

operations.

The aim of this Bushfire Action Plan is to outline the activities that Educators, children,
families and visitors to be undertaken in the following circumstances:

- On days of very high, severe, extreme fire ratings including Total Fire Bans
- When there is a fire in the local district.

- When a bushfire is threatening or impacting the site.

- During a period of recovery if a bushfire impacts the service.

During peak bush fire seasons, such as Spring and Summer, Educators will monitor the Fire
Danger Rating daily. If the Rating is Very High or above, Educators will monitor the situation
via the internet, radio or other form of local communication to stay aware of the current
situation. Our service will not accept children for care on days when there is an extreme or
catastrophic danger rating applying in the immediate area.

Our Educators will follow a fAleave elay |l yo
whenever a bushfire may impact the service.

Preparation

Before the Bush Fire danger period (1 October to 31 March) the nominated supervisor will
work with the school to ensure:
1 ensure trees are trimmed to 2m from buildings.
1 ensure any dead branches, leaves and undergrowth are removed from around buildings.
1 ensure bark, heavy mulch, wood piles and any other flammable materials close to
buildings are removed.
9 arrange for any lopping of branches if necessary
9 arrange for gutters and roofs to be regularly cleaned and kept free of leaves
1 ensure tile and paintwork on buildings is well maintained
1 ensure there is well maintained equipment to fight fires (e.g. long hoses with nozzles,
buckets, sprinklers, petrol/diesel powered pump)
1 prepare a bushfire survival kit which will be organised and stored somewhere that is
easily accessible. This kit will include:
- A copy of the Bushfire Action Plan
- Emergency Contact Details for each child.
- Child attendance registers.
- Emergency telephone numbers.
- Working torch and spare batteries
- First Aid Kit.
- Educators/Children Medications and Medical Register
- Mobile Phone and Charger
- Drinking Water
- Woollen blankets
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- Towels

- Gloves

- Smoke mask

- Goggles

- Battery operated radio and spare batteries

This Kit will be checked at the start of Spring for contents.

Very High, Severe or Extreme Fire Danger Ratings including Total Fire Bans and when
Fire is Reported in the Local District

On days where the Fire Danger Rating is Very High, Severe of Extreme, or when fire is
reported in the local district, the service will inform families by posting a warning on the front
door/foyer/noticeboard.

Children will be transitioned throughout the day as per our usual practice.

Any Educators who planned to attend off-site training will stay at the service and have their
training cancelled/rescheduled.

The nominated supervisor/OHS or WHS Officer or Fire Warden will ensure that:

all gates have access keys and ensure the locks are in working order.

all outdoor taps are in working order with hoses attached and buckets placed beside
each exterior tap

any outdoor industrial dumpster is closed at all times.

all hazards are removed from passages and walkways and nothing is blocking
emergency exits.

E | E

All Educators will monitor conditions when outside. Educators will also ensure that no art and
craft work, posters etc are hung outside and that garbage bins are emptied throughout the
day.

Educators will ensure the Bushfire Survival Kit is easily accessible and contains a mobile
phone which is in full working order, has a fully charged battery, and a battery charger. The
Emergency Contact register, Daily Roll and the medical register for the day will also be
added to the Kkit.

Family members will be required to provide a reliable contact number for the day together
with their childés asthma medicati on.

Additional Steps Where Fire Reported in Local District
In addition to the steps outlined in the previous section of the policy:

The nominated supervisor will ensure all preparation activities have been undertaken. They
will also ensure there is a current evacuation plan in place that can be implemented after
considering any local road closures etc.

Al chil dr en6s eéulding willbe caecslledo ut si de t h

Educators, families and visitors to the service will be encouraged to reverse park their cars.

The nominated supervisor/Educators will:
1 turn off power and gas (including gas cylinders)
1 back up all computer files.
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1 ensure that whistles are in place beside each portable fire extinguisher, so they can
be used to notify everyone if a fire starts on site.
Educators will be diligent in ensuring children
not in use.

Fire Reported in Immediate Vicinity or Directly Impacting the Service
The steps outlined in the previous sections will be followed immediately.
In addition:

The Nominated Supervisor will;
9 contact and liaise with the emergency services
1 implement emergency evacuation procedures if it is safe to do so
1 implement emergency shelter in place procedures if it is not safe to evacuate.

In this case the Nominated Supervisor will ensure Educators:

move all hoses inside building

close all doors and windows

access the roof space every 10-20 minutes to check for spot fires
soak towels and place under external doors

block drain pipes and fill gutters with water

continually patrol property for spot fires and extinguish

remove curtains, move furniture away from windows

= =4 =8 -8 -8 -89

The nominated supervisor will inform the approved provider of the situation and regularly
keep them updated.

The approved provider/nominated supervisor will inform the regulator about the situation,
advising the number of children affected, the Educator ratios in place and any issues or
injuries that have arisen.

Recovery after the Front has passed.

The nominated supervisor will:
1 ensure that no Educators, family members, children or visitors leave the service or
evacuation centre until the situation is considered safe by the emergency services
1 at all times work to keep the regulator aware of the situation, including the number of
children affected, emergency Educator ratios in place, any issues that arose and if
possible the impact to the service.

The nominated supervisor or Emergency Response Team made up of nominated Educators
will
9 assess the situation and if necessary, make arrangements for the care of children for
an extended period of time
1 continue to check the building and surrounds for 2-4 hours after the front has passed
1 arrange to have firefighting equipment, warning system and Bushfire Safety and First
Aid Kits checked and readied for use again.

Educators at the service will stay on duty until all children have been collected or relief
Educators arrive.
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Only a qualified Educator will administer first aid should the situation arise.

Relevant Educators will undertake a debrief of the fire emergency and the procedures
undertaken. Educators will be requested to review their own roles, responsibilities and
preparation before and during the crisis. The policy will be reviewed to ascertain its
effectiveness.

If necessary, the approved provider/Nominated Supervisor will arrange for relevant
authorities to check the safety of the site.

Fees and Charges

Attendance fees for the day will still be charged. CCS payments are available if your child is
absent for any reason for up to 42 days each financial year. Should a family member be
unable to collect or arrange collection of their children within one hour of the usual operation
hours of the service, late fees will apply as per our Fees Policy.

Sources

National Quality Standard

Education and Care Services National Regulations

The Bushfire Royal Commission Report Vic 2009

My Time Our Place Framework for School Age Care

Occupational Health and Safety Act 2004

Emergency Management Act 1986

Guide to Developing an Emergency Management Plan by DEECD Victoria
www.mychild.gov.au

Review

The policy will be reviewed annually by:
1 Management
1 Employees
1 Families
1 Interested Parties.

Reviewed: August 2020 Date for next review: August 2021

CommunityOSH Pty Ltd January 2021 Page 35



AR

CommunityOSH

OQUTSIDE SCHOOL HOURS - CARE WITH HEART

CCTV Policy

NQS

QA4 421 Professional standards guide practice, interactions and relationships.
QA7 711 Appropriate governance arrangements are in place to manage the service
7.3.1 Records and information are stored appropriately to ensure confidentiality, are available

from the service and are maintained in accordance with legislative requirements.

Aim
To implement a mechanism which complies with the Australian Privacy Principles and can

be used to help minimise or eliminate immediate risks to children, employees or visitors, or
to support matters which may be investigated by the Police or Courts/Tribunals.

Related Policies

Record Keeping and Retention Policy

Implementation

We may install CCTV cameras to help ensure the safety and security of children, employees
and visitors to our service. Surveillance footage may be used to minimise or eliminate
immediate risks to children, employees or visitors, or it may be used as evidence in any
matter which involves the Police or Courts/Tribunals.

If we install CCTV cameras we will comply with privacy and other legislative requirements
by:
1 notifying employees and families in writing at least 14 days before use:

o that CCTV cameras will be used for security and safety purposes
when they will start recording
whether they will record footage continuously or intermittently
the period of surveillance i.e. a specific period or for an ongoing period
how long the footage will be kept
who has access to the footage i i.e. employees or owners who use it to ensure
the safety of children, families or visitors, the Police, legal representatives in the
event of a Court case, and employees or owners whose role it is to maintain or
delete the video

o when and how the footage will be deleted

o that they may consult with the Nominated Supervisor about the conduct of the

surveillance
1 displaying signs at each entrance telling people that CCTV cameras are in use and they
may be recorded

9 recording vision but not sound

O O O0OO0Oo
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ensuring there is no external access to the footage e.g. families cannot log in and view it
ensuring there is no surveillance of adult or
rooms and no surveillance of lactation rooms. This does not prevent CCTV vision of the
entrance/exit to these areas.

= =4

During the 14-day notice period the Approved Provider or Nominated Supervisor will consult
in good faith with employees and families who raise issues about the surveillance by giving
them a genuine opportunity to influence the conduct of the surveillance.

Once the CCTV is in operation, the Nominated Supervisor or Director, Operations will
provide new employees or families with a copy of the CCTV policy before they start at the
service.

Sources

National Quality Standard

Education and Care Services National Regulation
Surveillance Devices Act 1999

Privacy Act 1988 (includes Australian Privacy Principles)

Review
The policy will be reviewed annually by:
T Management
1 Employees
1 Families
1

Interested Parties

Reviewed: August 2020 Date for next review: August 2021
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Chemical Spills Policy

NQS

QA2 | 232 Every reasonable precaution is taken to protect children from harm and any hazard likely to
cause injury.

233 Plans to effectively manage incidents and emergencies are developed in consultation with
relevant authorities, practised

and implemented.

QA3 311 Outdoor and indoor spaces, buildings, furniture, equipment, facilities
and resources are suitable for their purpose.

3.3 The service takes an active role in caring for its environment and contributes to a
sustainable future.

3.3.2 Children are supported to become environmentally responsible and show respect for the
environment.

National Regulations

Regs 85 Incident, injury, trauma and illness policies and procedures
97 Emergency and evacuation procedure
106 Laundry and hygiene facilities

Aim
To ensure that, should a chemical be spilled in the service, that it is cleaned up immediately
in a safe manner.

Related Policies

Emergency Management and Evacuation Policy

Emergency Service Contact Policy

Incident, Injury, Trauma and lliness Policy

Physical Environment (Workplace Safety, Learning and Administration) Policy

Who is affected by this policy?

Child
Parents
Family
Educators
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Management
Visitors
Volunteers

Procedure

Remove children from the area.

Contain the spill. Ensure that it is cleaned up thoroughly and promptly.

Approach with care when cleaning. Some chemicals may lack colour or odours but
may still be dangerous. Never assume a chemical is harmless

Identify chemicals and potential hazards by using the appropriate Material Safety
Data Sheet.

Use the manufacturerds r ecompmwaprthizly.i ons t o c¢c | «
Decontaminate any equipment or clothing associated with the spill.

Dispose of any equipment should the spill have made it unsafe for further use.
Reflect on procedures to analyse how this incident occurred and how the incident
could be prevented in the future.

Source

Education and Care Services National Regulations 2011
National Quality Standard

Occupational Health and Safety Act 2004

Public Health and Wellbeing Act 2008

= = = =4
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Review
The policy will be reviewed annually.
The review will be conducted by:

T Management

1 Employees
T Families
1

Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Child Protection Policy

NQS

QA2 223 Child protection - Management, educators and staff are aware of their roles and
responsibilities to identify and respond to every child at risk of abuse or neglect.

National Regulations

Regs 84 Awareness of child protection law
Alm
To ensure all employees take their responsibility to protect children from any type of harm
very seriously, understand their reporting obligations and are aware of our risk management
strategy which includes practices designed to ensure the safety and wellbeing of children is
paramount.

Related Policies
Educator and Management Policy
Privacy and Confidentiality Policy
Record Keeping and Retention Policy

Related Documentation

Incident Injury Trauma and lllness Record
Child Protection Annual Review

Educator Induction Processes

Educator Appraisal Processes

Educator Recruitment Processes

Educator Professional Development Processes
Educator Job Descriptions

Staff Records

Risk Management Plans

Implementation

Under the Children Youth and Families Act 2005 a child is considered to be in need of

protection if:

9 the child has been abandoned by their parent(s) and no other suitable person is willing
and able to care for the child.

1 the child's parent(s) are dead or incapacitated and there is no other suitable person
willing and able to care for them.
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9 the child has suffered, or is likely to suffer, significant harm as a result of physical injury,
sexual abuse, emotional or psychological harm and the child's parent(s) have not
protected, or are unlikely to protect, the child from that harm.

1 the child's physical development or health has been or is likely to be significantly harmed
and the child's parent(s) have not provided or arranged, or are unlikely to provide or
arrange, basic care or effective medical, surgical or other remedial care.

Mandatory reporters must make a report to Child Protection as soon as possible after
forming a belief on reasonable grounds that a child is in need of protection from significant

harm as a result of physical or sexual abuse,and t he chil dbés parents are

unable to protect the child.

Mandatory reporters include the Approved Provider, Nominated Supervisor, teachers
registered under the Education and Training Reform Act 2006 and qualified educators, while
all adults are mandated reporters if they form a reasonable belief that a sexual offence has
been committed against a child under 16 by someone 18 or over.

A report to Child Protection will be made if:
9 the harm or risk of harm has a serious impactonthechil dés I mmedi ate safety
development
1 the harm or risk of harm is persistent and entrenched and is likely to have a serious
i mpact on the childés i mmediate safety, stabil
T the childbds parents c¢annromhaor wi | | not protect

A report to Child FIRST will be made if concerns about the child have a low to moderate

impact on the child and the immediate safety of the child is not compromised. Some of these

concerns may include:

9 family conflict or family breakdown

9 young or isolated families

T significant parenting problems that may be aff

A step-by-step guide to making a report to Child Protection or Child FIRST is available on
the Department of Human Services website.

A person may form a belief on reasonable grounds that a child is in need of protection after
becoming aware that a childds health, safety or
parents are unwilling or unable to protect the child. For example:
9 achild states that they have been physically or sexually abused
1 achild states that they know someone who has been physically or sexually
abused (sometimes the child may be talking about themselves)
1 someone who knows the child says they has been physically or sexually abused
9 achild shows signs of being physically or sexually abused
i a staff member is aware of persistent family violence or parental substance misuse,
psychiatric illness or intellectual di sabili
development
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1 a staff member observes indicators of abuse, including non-accidental or
unexplained injury, persistent neglect, poor care or lack of appropriate supervision

1T a childdés actions or behaviour place them at
parents are unwilling or unable to protect the child.

Child Protection Risk Management Strategy

The Approved Provider, Nominated Supervisor, employees and volunteers will implement a

Child Protection Risk Management Strategy to ensure the health, wellbeing and safety of all

children at the service, protect children from harm and protect the integrity of employees and

volunteers. The Strategy includes the following components:

1. Aim (page 2)

2. Code of Conduct

3. Recruitment, Selection and Training Procedures for employees and volunteers which
include child protection principles

4. Procedures for handling disclosures and suspicions of harm Reporting and

Documenting Abuse or Neglect

Procedures for Managing Breaches

Risk Management for High-Risk Activities and Special Events

7. Strategies for Communication and Support

o o

2. Code of Conduct

The service upholds the Code of Conduct in our Educator and Management Policy for
employers, educators, volunteers, students, families and children to ensure the safety and
wellbeing of children.

3. Recruitment, Selection and Training Procedures

The Approved Provider or Nominated Supervisor will implement recruitment,

professional development and training procedures for employees and where relevant

volunteers to ensure no-one at the service poses a risk to children and everyone

understands how to manage disclosures or suspicions of harm (Recruitment procedures

at Appendix A and training procedures in Educator and Management Policy).

Requirements include:

9 job advertisements which include qualifications and skills required, and culture of
child safety and protection

9 job descriptions which outline level of professional skills and responsibilities

1 processes (including job advertisements) which ensure employees and volunteers
have clear Working with Children Checks or they are exempt (see
http://www.workingwithchildren.vic.gov.au/)

T interview questions and referee checks which r
safety and protection
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9 documented induction/ orientation checklists which reference child safety and
protection, supervision, compliance with National Law and Regulations, NQS, Code
of Conduct, policies and procedures

9 annual training and development to ensure individuals are clear about their roles and
responsibilities to protect children from harm, are aware of their reporting obligations,
can confidently recognise the indicators of harm (see Appendix B) and understand
documenting and reporting procedures.

1 annual performance appraisals for employees

9 regular inclusion of child protection and risk management strategy at least every 6
months in staff meetings and annual review of written training plans which must include
Child Protection matters (eg disclosures and suspicions of harm)

9 providing access to relevant legislation and other resources to help employees and
volunteers meet their obligations

4. Procedures for managing disclosures and suspicions of

harm

What is a disclosure of harm?

A disclosure of harm occurs when someone, including a child, tells you about harm that has
happened, is happening, or is likely to happen to a child. Disclosures of harm may start with:
T I think | sawécd

f Somebody told me thatéd

f Just think you should knowéé

T I dm not sure whabtutlé b want you to do,

What is a suspicion of harm?

A suspicion of harm is when someone has a reasonable suspicion that a child has suffered,

is suffering, or is at an unacceptable risk of suffering significant harm. Note there may be
circumstances where thereisconcernf or a c¢chi |l dés wel fare but
to be considered a disclosure or suspicion of harm. In this case educators will connect

families with Family and Child Connect with

The Approved Provider, Nominated Supervisor, employees and volunteers may suspect

harm if:

9 achild says they have been harmed

1 someone else, for example another child, a parent, or an employee, says harm has
occurred or is likely to occur

1 achild tells them they know someone who has been harmed (it is possible that they may
be referring to themselves)

91 they are concerned at significant changes in the behaviour of a child, or the presence of
new unexplained and suspicious injuries

1 they see the harm happening.
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Managing and recording a disclosure of harm
If the Approved Provider, Nominated Supervisor, educators have concerns about the safety
of a child they will:
find a private place to talk
remain calm and listen in an attentive, active and non-judgemental way
encourage the person (including a child) to talk in their own words
take anything a child says seriously
allow children to be part of decision-making processes where appropriate
ask just enough open-ended questions to act protectively without asking any leading
guestions which suggest an answer and could compromise later investigations
T tell the person they have done the right thing
to tell someone who can help keep them safe
1 not try to investigate or mediate the matter themselves
1 record their own observations as well as accurate details of any conversation with a
parent (who may for example explain a noticeable mark on a child)
1 document as soon as possible so the details are accurately captured including:
o0 time, date, location and who was present
o full details of the (suspected) abuse
o exactly what the person said using Al saidbo
0
0

=4 =4 =4 4 -4 4

the questions educators asked
any comments educators made
o educatorsd actions following the disclosure
1 ensure the managements and storage of records complies with our Privacy and
Confidentiality Policy.
9 follow our reporting procedures
See template at Appendix C

Managing and recording a suspicion of harm

The Approved Provider, Nominated Supervisor, employees and volunteers will:

1 remain alert to any warning signs or indicators

T pay close attention to changes in the chil dés
they use

1 make written notes of observations in a non-judgemental and accurate manner, and
manage in line with our Privacy and Confidentiality Policy

9 assure a child that they can come to talk when they need to, and listen to them and
believe them when they do

9 follow our reporting procedures

See template at Appendix C

Making a Report

A report will be made using the following procedure preferably on the same day there is a

disclosure or suspicion of significant harm, and no later than 24 hours after the disclosure or

suspicion.

Reports will be kept confidential while the matter is investigated. Employees or volunteers

must not discuss the Report with anyone whobés no
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thoroughly and fairly investigat edeeaantdthet he per sc
allegation is not substantiated.

The following procedure will be followed where there are allegations of harm against the
Approved Provider, Nominated Supervisor, employees or volunteers.

The Approved Provider, Nominated Supervisor, employees and volunteers will:

1. Consider whether disclosure or suspicion needs to be reported to Police

1 contact the police on 000 if there is an immediate danger to a child and intervene
immediately if it is safe to do so

9 contact the police on 000 where the child has been or may be the victim of a criminal
offence (including sexual abuse and where a child is at risk of significant harm outside
the family)

9 contact the Police immediately on 000 if the Approved Provider, or an employee,
volunteer or visitor has abused or is alleged to have abused a child

T get clear guidance from Police about who wil!/l
who can give ongoing support

2. Consider whether the disclosure or suspicion must be reported to Children
Protection

1 make a report by phone to the Child Protection hotline on 131 278 (available 24 hours/7
days a week). You may also contact Regional offices (See page 2)

1 make the report with the assistance or support of the Nominated Supervisor. If the
Nominated Supervisor does not follow through and make the report, employees and
volunteers will make the report

T get clear guidance from the person answering a
disclosure and who can give ongoing support

3. Consider whether referral is needed to Child FIRST/The Orange Door

9 connect families with Child FIRST/The Orange Door (available 24 hours/7 days a week)
where concerns of abuse or neglect do not require reports to Child Protection or the
Police. Get family consent first.

4. Consider whether you must notify ECEC Regulatory Authority

1 notify the Regulator through the online NQA ITS portal about any incident/allegation,
including any suspected or alleged incident of child abuse that has occurred at the
service within 24 hours of the incident/allegation. This includes any physical or sexual
abuse that has occurred or is occurring while the child is at the service

1 notify the Commission for Children and Young People using the online form within 3
business days of becoming aware of reportable allegations/conduct (see next section),
providing name of employee/volunteer, date of birth, whether police have been contacted
and police report if relevant, service contact
allegation

0 get clearance from Police first if allegation is a criminal offence and start
investigation using grievance procedure ie gather information to establish
facts, decide whether it is more likely than not that reportable conduct
occurred and make findings/recommendations

o consider when to tell alleged perpetrator eg could they destroy evidence like
emails/texts/documents, what sort of evidence is there, will they have enough
time to prepare response
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0 provide a progress report to the Commission for Children and Young People
within 30 calendar days of becoming aware of reportable allegations/conduct,
providing name of person investigating allegation, details of allegation and
your response including any disciplinary action taken or proposed, any
reasons why you no action has been taken, any written response from
employee/volunteer

0 provide outcomes of investigation to the Commission for Children and Young
People (if these not included in progress report) including any disciplinary
action taken or proposed and reasons for taking or not taking action

o help any employee/volunteer subject to allegations access appropriate
support/counselling. (Also provide this to others involved in reportable
incidents if appropriate)

0 protect the identity of employees/volunteers where possible in relation to
unsubstantiated complaints

0 suspend volunteers pending outcome of investigation, and ensure employees
subject to allegations are supervised at all times. Seek legal advice if relevant
about restricting personés duties or putt

Reportable Allegations/Conduct involving Employees and

Volunteers

The Approved Provider must report allegations of reportable conduct to the Commission for
Children and Young People if they involve employees aged 18 and over, or people 18 and
over who volunteer at the service with the verbal or written agreement of the Approved
Provider or Nominated Supervisor, if they believe that the alleged conduct may have
occurred. For example, they may have observed the conduct, or heard about it from a child
or other person. Allegations must be reported even if a person does not have direct contact
with children, the conduct occurred outside of their work or the person resigns.

Any employee or volunteer who becomes aware of conduct that is potentially reportable
must inform the Approved Provider.

Reportable conduct includes sexual offences, sexual misconduct and physical violence all
against, with or in the presence of a child, behaviour that causes significant emotional or
psychological harm and significant neglect. A more detailed description of each type of
conduct is available in the Commission for Children and Young People Information Sheet
6What is reportable conduct ?50
https://ccyp.vic.gov.au/. The Commission has a series of Fact Sheets to assist services
understand their responsibilities under the Reportable Conduct Scheme.

5. Procedures for Managing Breaches

All employees and volunteers working with children have a duty of care to support and

protect children which is breached if a person:

1 does something that a r easparialarisimatpgner son woul dn
i fails to do something that a reasonable person would do in the circumstances
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9 acts or fails to act in a way that causes harm to someone owed a duty of care.

In relation to our Child Protection Risk Management Strategy, a breach of that duty of care
includes any action or inaction by an employee, volunteer or child that fails to comply with
any of the eight components of the Strategy.

Employees, volunteers or families should report the breaches to the Nominated Supervisor
or Approved Provider who will manage an investigation into the breach in a fair, unbiased
and supportive manner in line with our Grievance Policy and Procedure (see Report Breach
template at Appendix D). For example:
9 those involved in the breach will be able to provide their version of events
1 matters discussed in relation to the breach will be kept confidential
1 an appropriate outcome will be decided
1 everyone affected will receive a clear written statement (letter, email or SMS) of the
outcome
1 records will be kept about the details of the breach, including the versions of all
parties and the outcome of the breach

Depending on the nature of the breach outcomes may include:

1 emphasising the relevant component of the Child Protection Risk Management
Strategy, for example, the Code of Conduct
providing closer supervision
professional development and training
mediating between those involved in the incident (where appropriate)
disciplinary procedures if necessary
reviewing current policies and procedures and developing new policies and
procedures if necessary
1 termination of employment.

= =4 =4 4 =4

6.Risk Management Plan for High-Risk Activities and

Special Events

The Nominated Supervisor and educators will anal

relevant events including purchase of new equipment as well as high risk activities where

there is an increased risk of harm to children for example:

1 water based activities

1 special events like service concerts and family information days where there will be a

large number of visitors or people present

events or activities where visitors will be present

excursions

playground renovations

activities using dangerous equipment

The Nominated Supervisor and educators will:

1. ldentify all the elements of an activity (eg objectives, location, participants,
transportation, toileting/change room procedures, appropriate supervision and adult to

= =4 -8 A
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child ratios, photography policy, managing medications, managing illness and injury,
procedure applying to visitors, physical environment)

Identify the risks

Analyse the likelihood and consequences of the risks

Evaluate the level of risk (eg low, moderate, high, extreme)

Implement strategies to eliminate or minimise the risk

Review the activity to determine how it could be improved

See Appendix E for a Risk Management template.

o0 s wN

Where relevant (eg playground renovations) the Nominated Supervisor will
encourage families to provide feedback on the risk of harm to children and strategies
to minimise the risk. Feedback may be sought via newsletters or survey forms, or
during parent information sessions.

7. Strategies for Communication and Support

The Nominated Supervisor will implement the following to ensure families, employees,

volunteers and children are aware of our Child Risk Management Strategy:

9 regularly advise families and prospective families (at least every 6 months) via service
newsletters, emails and information evenings about the reasons for and components of
our risk management strategy, where they can access our Child Protection Policy and
Risk Management Strategy, and that we welcome feedback about the Policy/Strategy.
We may include what we aim to teach children about protective behaviour (see
Attachment G)

9 provide written information about our risk management strategy during enrolment and
orientation and include in Parent Handbook

9 regularly include (at least every 6 months) the reasons for and components of our risk
management strategy in staff meetings and include in Staff Handbook

1 ensure educators talk to children about the Strategy where appropriate and provide any
feedback to the Nominated Supervisor

1 display posters about child protection issues, including safe and supportive environments

9 include child protection issues and our risk management strategy in employees 6
performance and training plans

1 ensure educators regularly include learning about appropriate child protection issues in
the Curriculum, including how to keep themselves safe, and what to do if they feel
unsafe

1 make available to employees and families relevant resources

Sources

Children, Youth and Families Act 2005
The Child Wellbeing and Safety Act 2005
Crimes Act 1958

Working with Children Act 2005
Education and Training Reform Act 2006
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Depart of Human Services Child Protection, Dept of Education and Early Childhood

Devel opment , Licensed Childrenbés services and Vi
Safety and Well being of Children and Young Peopl
Education and Care Services National Law and Regulations

Review

The policy will be reviewed annually and will be conducted by:
Management
Employees

Families

= == =4 =4 -2

Interested Parties

Reviewed: December 2020 Date for next review: December 2021
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NOTIFICATIONS OF ABUSE
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Additional Child Protection Contacts Business Hours

East

Alpine, Benalla, Boroondara, Greater Shepparton, Indigo,
Knox, Manningham, Mansfield, Maroondah, Mitchell, Moira,
Monash, Murrindindi, Strathbogie, Towong, Wangaratta,
Whitehorse, Wodonga, Yarra Ranges

South

Bass Coast, Baw Baw, Bayside, Cardinia, Casey, East
Gippsland, Frankston, Glen Eira, Greater Dandenong,
Kingston, Latrobe, Mornington Peninsula, Port Phillip, South
Gippsland, Stonnington, Wellington

North

Banyule, Buloke, Darebin, Campaspe, Central Goldfield,

Gannawarra, Greater Bendigo, Hume, Loddon, Macedon

Ranges, Mildura, Moreland, Mount Alexander, Nillumbik,
Swan Hill, Whittlesea, Yarra.

West Metro only

Brimbank, Hobsons Bay, Maribyrnong, Melbourne, Melton,
Moonee Valley, Wyndham

West Rural and Regional

Ararat, Ballarat, Colac-Otway, Corangamite, Glenelg, Golden
Plains, Greater Geelong, Hepburn, Hindmarsh, Horsham,
Moorabool, Moyne, Northern Grampians, Pyrenees,
Queenscliffe, Southern Grampians, Surf Coast, Warrnambool
West Wimmera, Yarriambiack

1300 360 391

1300 655 795

1300 664 977

1300 664 977

1800 075 599

{ S Sstefby-step guide to making a report to Child
t NPOGSOUAZ2Y 2NJ/ KAfR CLw{¢Q 2V
Services website. Guide also includes contact numbers for

Child Protection and Child FIRST
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Appendix A

Recruitment Process

1 The Approved Provider/Nominated Supervisor will oversee and approve the recruitment
process:

0 ensuring there is a documented position description for the vacant position that is
accurate and current.
o arranging for the position to be advertised

ensuring there is a standard list of interview questions for all applicants

0 reviewing the applications that have been received and making a short list of
applicants

0 arranging suitable interview times with the shortlisted applicants

contacting referees for the most suitable candidate(s)

0 making an offer of employment in writing which the applicant must sign as an
acceptance of the offer. The applicant must sign a contract of employment
containing the specific terms and conditions of employment. A base Employment
Contract is attached.

o notifying unsuccessful applicants by letter, telephone or email.

(@)

o

1 Recruitment and selection decisions will be made by the Approved Provider/Nominated
Supervisor.

Job Description

Every position must have a position description which:

1 summarises the job and describes the tasks,

9 details the skills, qualifications and experience required to perform the job and whether
these are essential or desirable criteria.

1 Clearly describes the expectations for educators/staff members to provide a safe and
supportive environment for children.

Advertising

1 Positions may, at the discretion of the Approved Provider/Nominated Supervisor and
where relevant, be initially advertised internally via email. This process gives current
employees the chance to be considered for a transfer or nominate a suitable contact as
a potential candidate.

9 External advertising will occur when a suitable internal candidate (including employee
contact) is unavailable, or may occur concurrently with the internal advertising where the
Approved Provider/Nominated Super vi sor believes it is
source additional candidates.

The Job Advertisement
The job advertisement will be written in clear, concise and non-discriminatory language and
will contain:
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the title of the position

a summary of the role and conditions of employment

the essential and desirable criteria for candidates

information about what applicants should provide with their applications

clear, concise details about our Service and our safe, supportive work practices
advice that the successful applicant will need to undergo a successful Working with
Children Check

the name of a contact person

1 the closing date for receipt of applications

i a statement that the Service is an Equal Opportunity Employer

= =4 =4 =4 -8 4
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Interviews

The Approved Provider/Nominated Supervisor will conduct the interview. The format of the

interview will be:

9 advise the applicant about the position and the Service

di scuss the applicantbés skills and experience
discusstheappl i cant 6s understanding of child safety
answer any questions the applicant may have

advise the applicant about the next steps in the selection process

obtain permission to contact the applicantbs n

=A =4 =4 4 =4

Selection of Candidates and Offer of Employment

Following the interviews, we will check the work histories and references of the most suitable
candidates(s) after obtaining their permission. If a decision is made to employ the most
suitable candidate, we will make a written offer of employment.

The successful applicant must sign a contract of employment containing the specific terms
and conditions of their employment.

If a decision is made to employ the most suitable candidate, we will make a written offer of
employment.

The successful applicant must sign a contract of employment containing the specific terms
and conditions of their employment.

Exit Interviews

If an employee resigns, management will undertake an exit interview with the person to:

1 gather information about the effectiveness of the recruitment process.

9 identify possible areas for improvement in organisational processes, management, job
design, remuneration or career planning and development.

1 receive positive feedback on what is working well.
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Appendix B

Indicators of Harm

There are many indicators of harm to children. Behavioural or physical signs which assist in

recognising harm to children are known as indicators. The following is a guide only. One

indicator on its own may not imply abuse or neglect. However a single indicator can be as

important as the presence of several indicators. Each indicator needs to be considered in the
context of other indicators and the childbés <cirec
affected if he/she is under stress. There can be many causes of stress and it is important to

find out specifically what is causing the stress. Abuse and neglect can be single incidents or

ongoing, and may be intentional or unintentional.

General indicators of abuse and neglect

marked delay between injury and seeking medical assistance

history of injury

the child gives some indication that the injury did not occur as stated

the child tells you someone has hurt him/her

the child tells you about someone he/she knows who has been hurt

someone (relative, friend, acquaintance, sibling) tells you that the child may have
been abused

= =4 =4 =8 -8 =9

Physical Abuse

Physical indicators include:
1 Bruises, burns, sprains, dislocations, bites, cuts
1 Fractured bones, especially in an infant where a fracture is unlikely to occur
accidentally
1 Poisoning
T Internal injuries
1 Bald patches where hair has been pulled out

Possible behavioural indicators include:

Showing wariness or distrust of adults

Wearing long sleeved clothes on hot days (to hide bruising or other injury)
Demonstrating fear of parents and of going home
Becoming fearful when other children cry or shout
Being excessively friendly to strangers

Being very passive and compliant

Not reacting or showing little emotion when hurt
Showing little or no fear when threatened

Often being absent

Showing regressive behaviour such as bed-wetting
Often feeling sad or crying

=4 =4 -4 -8 -8 -4 -84 _8_9_9

Sexual Abuse

A child is sexually abused when any person uses their authority or power over the child to
engage in sexual activity. This can include exploitation through pornography or voyeurism.
Sexual abuse is not usually identified through physical indicators. Often the first sign is when
a child tells someone they trust that they have been sexually abused. However the presence
of sexually transmitted diseases, pregnancy, or vaginal or anal bleeding or discharge may
indicate sexual abuse.
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Physical indicators include:

Injury to the genital or rectal area

Vaginal or anal bleeding or discharge
Discomfort in toileting

Inflammation and infection of genital area
Bruising

Frequent urinary tract infections

E N N

One or more of these behavioural indicators may be present:

Child telling someone that sexual abuse has occurred

Complaining of headaches or stomach pains

Experiencing problems with schoolwork

Displaying sexual behaviour or knowledge which is unusual for the child's age
Showing behaviour such as frequent rocking, sucking and biting

Experiencing difficulties in sleeping

Having difficulties in relating to adults and peers

Drawing or telling stories that are sexually explicit

Showing regressive behaviour such as bed-wetting

=4 =8 =4 =8 -4 -4 -4 -4 -9

Emotional Abuse

Emotional abuse happens when a child is repeatedly rejected, isolated or frightened by
threats or by witnessing family violence. It also includes hostility, derogatory name-calling

and putdowns or persistent coldness from a

development and behaviour is at serious risk of being impaired. There are few physical
indicators, although emotional abuse may cause delays in emotional, mental, or even
physical development.

Physical indicators include:
1 Speech disorders
91 Delays in physical development
9 Failure to thrive

Possible behavioural indicators include:

Displaying low self esteem

Tending to be withdrawn, passive, tearful

Displaying aggressive or demanding behaviour

Being highly anxious

Showing delayed speech

Acting like a much younger child, eg. soiling, wetting pants
Displaying difficulties in relating to adults and peers
Showing mental or emotional displays

Having overly high standards and a fear of failure

=A =4 =4 =8 a4 -8 -4 -9

Neglect

Physical indicators include:
1 Frequent hunger
1 Malnutrition
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Poor hygiene

Inappropriate clothing, eg. Summer clothes in winter
Left unsupervised for long periods

Medical needs not attended to

Abandoned by parents

=A =4 =4 -4 =4

Possible behavioural indicators include:

stealing food or gorging when food is available
staying at school outside school hours

often being tired, falling asleep in class
abusing alcohol or drugs

displaying aggressive behaviour

not getting on well with peers

poor socialising habits

withdrawn, listless, pale and thin

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

The presence of indicators such as those described may alert us to the possibility that a
child is being abused. It is important that anyone who has concerns that a child or young
person is in need of protection contacts a local Child Protection Service for assistance and
advice.

Family Violence
Family violence, either threatened or actual, occurs within a family, including physical,
verbal, emotional, psychological, sexual, financial and social abuse. Child Protection must

be informed when there are strong indicators that family violence is placing a child at
significant risk if danger.
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Appendix C

Disclosure of harm

A disclosure of harm occurs when someone, including a child, tells you about harm that has
happened, is happening, or is likely to happen to a cbilsiclosures of harm may start with:

T L dKAY]l L alegx

T {2YSo62Reé (G2fR YS GKIFGX

f Wdzald GKAYy]l @e2dz aK2dzZ R (y26X

T LYY y20 adaNB gKIFG L ¢Fyld @2dz 42 R23X o0dziX

| KAt RQa VI YS

What is the name of the person who made the disclosure?

Are they related to the child? YesD No D

If yes, what is the relationship?

What did the person disclose? Try to use the exact words they usedt Use & A R¢ daGKSe& &l A
statements, include any questions you asked and comments you made

What date did the person make the disclosure? What time? AM/PM

Where did the disclose occur?

Was anyone else present during the disclosunés D No |:| If yes what is/are

their name, role and employer?
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Have you followed the procedure in the Child Protection Policy for making a reportDes No D

Describe the actions you have taken following the disclosure

Name of person completing form Signature of person completing form

Date Time AM/PM

CommunityOSH Pty Ltd January 2021 Page 58



AR

CommunityOSH

OQUTSIDE SCHOOL HOURS - CARE WITH HEART

Suspicion of harm

Educators may suspect harm if:

T
T

1

a child says they have been harmed

someone else, for example another child, a parent, or an employee, says harm has occurred or is
likely to occur

a child says they know someone who has been harmed (it is possible that they may be referring
to themselves)

they are concerned at significachanges in the behaviour of a child, or the presence of new
unexplained and suspicious injuries

they see the harm happening.

/| KAt RQa VI YS

Why do you suspect harm? Try to use the exactds@ child or someone else uses if relevant.
Provide as much detail as possible

If relevant, what date did the person say something? What time? AM/PM

Have you followed the procedure in the Child Protection Policy for making a rep(ere No D
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Describe the actions you have taken because of your suspicion

Name of person completing form Signatue of person completing form

Date Time AM/PM
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Appendix D

CHILD PROTECTION RISK MANAGEMENT STRATEGY BREAC

INCIDENT REPORT FORM

Date breach occurred Timebreach occurred

Location of breach

Name of person(s) involved in the breach

Description of the breach

Immediate action taken

CommunityOSH Pty Ltd January 2021
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If no acion takenc reason

Name of person completing form Signature of person completing form
Date Time AM/PM
Authority breach reported to (if relevant) Name of person reported to
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Appendix E
Child Protection Risk Management Strategyfemplate for HighRisk Activity
Management
STEP 1 STEP 2 STEP 3 STEP 4 STEP 5 STEP 6
Describe the activity Identify Risks Analyse the Risk Evaluate the Risk Manage the Risk Review

Identify all elements of the event from

beginning to end eg activity,
objectives, location, participants

Something thatould happen that
results in harng also consider
physical, emotional, sexual and
cultural risks from children, adults
visitors, employees, volunteers

How likely is the risk, what would
happen if the risk did occur?

Likelihood/Consequences

Assess the options to reduce the
risk

Nominate who will
review after the
event/activity

CommunityOSH Pty Ltd

January 2021

Page 63




LIKELIHOOD

Very likely
Expactad o occur in

most circumstances

Likely
Will probably ocour in
mosl circumstances

Possible
Might cccur at some
tirme

Unlikely
Mot expected to occur

Rare
Oecurs in axcaptional
circumstances only
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Appendix F

Working with Children Check reckeéping sheet

Clubname/location: Year:

Clubsassaociatiormovement{sportssulturakecreationaic. thatprovideervicesractivitieforchildremprwhosenembershipmainlyomprisedfchildrermust
ensureghatallpaidandvolunteerorkersloinghildrelatedvorkhavea Check.

SomelubsandassociatiormvepolicieshatexceedheminimumequirementgtheWorkingvithChildreAct2005Checkhiswithyourcluborassociation.

Responsiblperson& contactdetails:

Position Currentholderof Volunteer/ Does an exemption apply/why? ¥  Applicatiorreceipt Check Card Expiry date
requiring position paid number number sighted?
the Check

*Youshould periodically rassess who is exemipt your organisation. For exampkeparent was exempt because their childngolved in an activity, but is
their child stillinvolved inthe activity?
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Attachment G

Educating Children about Protective Behaviour

Educators will regularly include child protection issues in the curriculum. For example they will

intentionally teach children:

9 about acceptable/unacceptable behaviour, and appropriate/inappropriate conteat i
manner suitable to their age and level of understanding

1 that they have a right to feel safe at all times

¢ G2 alre wy2w (2 lyedkKAy3a GKIG YI1Sa GKS

f GKS RATFSNBYOS 6Sis6SSy WTdzyQ a0 NBR (K
that is not ok

9 to use their own skills to feel safe

1 to recognise signs that they do not feel safe and need to be alert and think clearly

f GKIFIG GKSNB Aa y2 aASONBG (22 | ¢gFdd = y2
they trust

1 that educators aravailable for them if they have any concerns

1 to tell educators of any suspicious activities or people

1 torecognise and express their feelings verbally andverbally

9 that they can choose to change the way they are feeling.

Educators believe that:

1 children are capable of the same range of emotions as adults

T OKAf RNByQa SYy2G4A2ya NS NBFE FyR ySSR

T Iy | RdzZ 6§Q&d NBaLRyasS G2 I OKAfR Rdz2NARy3
L2aAGADBS 2NJ RSHONRYSY ieaction RSLISYRAY 3 2y

T OKAf RNBY | NBE OSNE Ay (2dzOK gA0GK GKSANJ

T OKAf RNBY 6K2 0SGGSNI dzyRSNRGIFYR GKSANI 0
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Child Safe Policy

NQS

QA2 223 Child Protection - Management, educators and staff are aware of their roles and
responsibilities to identify and respond to every child at risk of abuse or neglect.

National Regulations

Regs 84 Awareness of child protection law

Aim

Itis important that children are able to learn and develop in a safe and supportive environment.

The safety, health and wellbeing of children is our number one priority. We have zero tolerance

for child abuse andarec ommi tt ed to acting in childrenods

environment and practices are always safe, consistent with best practice and legislative
requirements including the Child Safe Standards.

Related Policies

Additional Needs Policy

Child Protection Policy

Educator and Management Policy
Incident, Injury, Trauma and lliness Policy
Social media Policy

Staffing Arrangements Policy

Technology Usage Policy

Implementation

Our Service commits to an environment and practices which are consistent with the Child
Safe Standards as follows:
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1. Strategies to embed an organisational culture of child safety, including through effective

leadership arrangements

A child safe policy

3. A code of conduct that establishes clear expectations for appropriate behaviour with
children

4. Screening, supervision, training and other human resources practices that reduce the

risk of child abuse by new and existing personnel

Processes for responding to and reporting suspected child abuse

Strategies to identify and reduce or remove the risk of abuse

7. Strategies to promote the participation and empowerment of children

n

o o

8. Many of the practices and procedures which support these standards are embedded in
our existing policies which are referenced below with additional comment where relevant.

1. Strategies to embed an organisational culture of child safety, including through
effective leadership arrangements

Under our Educator and Management Policy, the Nominated Supervisor embeds a culture of
child safety in several ways including:
1 ensuring staff are appropriately qualified and ratios are met
91 ensuring all staff understand their responsibilities under the National Law and
Regulations, National Quality Standard (NQS) and the My Time Our Place Learning
Framework (MTOP)
91 ensuring all staff, visitors and volunteers are aware of and comply with our Code of
Conduct
9 organising appropriate information, instruction, training or supervision to staff

Our Child Protection Policy outlines our Child Protection Risk Management Strategy:

a) Code of Conduct

b) Recruitment, Selection and Training Procedures which include child protection principles
(also Standard 4)

c) Procedures for Reporting and Documenting Abuse or Neglect (also Standard 5)

d) Procedures for Managing Breaches

e) Risk Management for High Risk Activity

f) Information for Families

Under the NQS, childrenbés culture and heritage
programs. For example:

NQS 1.1.1 Approved learning framework - Curriculum decision-making contributes to each

chil ddébs | earning and devel opment outcomes in r
community, wellbeing, confidence as learners and effectiveness as communicators.

NQS 1.1.2 Child-centred-Each <chi |l d&ds cur r e n ideag outiuel| abilitigse , st r €
and interests are the foundation of the program.

Addi ti onal

Iy, educators integrate MTOP Principl
6cul tural <co

mpetenced and 6éhigh expecréchidrenons and
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achieve the learning outcomes related to their identity, connection to their world and sense of
wellbeing. Educators do this in numerous ways including:

1 providing resources and information that promote Indigenous and other cultures

9 establishing links with local Indigenous and cultural groups

1 inviting families and community members to visit the service and complete activities and
experiences with the children

9 through intentional teaching strategies promoting Indigenous customs, stories, traditions,
history and that of other cultures

T through an AAcknowledgement of Countryo

1 working with other professionals to assist children with additional needs

1 ensuring all children can participate in learning activities

Records which enable staff to monitor and review incidents, and implement continuous
improvement practices, are maintained as required under the National Law and our Incident,
Injury, Trauma and lliness Palicy.

2. A child safe policy

This policy is available to all families on our website, as part of our regular policy review
program.

3. A code of conduct that establishes clear expectations for appropriate behaviour
with children

The Code of Conduct in our Educator and Management Policy sets out clear expectations

for appropriate behaviour with children. For example, all staff and volunteers will:

9 implement activities and experiences that are age appropriate, culturally sensitive and
inclusive

1 comply with all service policies, including those which protect children from harm, abuse
and neglect

1 refrain from developing close personal relationships with children outside work

refrain from using abusive, derogatory or offensive language

1 not favour any particular child.

=

The Code also provides the following examples of appropriate interactions with children

1 use of YouTube, social media and technology to support age appropriate curriculum

1 physical contact to soothe children, build trusting relationships, demonstrate learning and
skills and assist children with additional needs

9 families and visitors will not have physical contact with children at the service that are not
their own unless a staff member is present.

We will also display the United Nations Convention on the Rights of the Child.

Our Relationships with Children Policy also contains clear guidelines on appropriate
behaviour with children as discussed under Standard 6.
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All families must declare they have read and understand our policies and Code of Conduct
and will comply with them when signing our enrolment form.

4. Screening, supervision, training and other human resources practices that reduce
the risk of child abuse by new and existing personnel

Our Educator and Management Policy details our commitment to the professional
development and performance management of all staff. It explains, for example, that the
Nominated Supervisor will complete an annual performance appraisal for all staff, as well as
for new staff after 3 months service. Appraisals are used to ensure staff are aware of their
duties and responsibilities and to identify training needs which include child safety practices.
The Nominated Supervisor will ensure funds are set aside for training in the annual budget.

Child protection training may cover the definition of abuse, how to identify abuse and reduce
risks, including for children with disabilities, inappropriate behaviour between children and
inappropriate behaviour between children and adults. Training may occur through a
recognised face to face or on-line training course, mentoring and at staff meetings.

This Policy also outlines orientation practices to ensure new or returning staff are aware of
current service policies and procedures, and relevant legislative requirements including their
child protection obligations. Training is undertaken where required.

Our Child Protection Policy contains recruitment and selection procedures which reduce the

risk of child abuse by staff. The procedures cover position descriptions, advertising, interviews,

and selection of candidates. For example:

9 position descriptions will clearly describe the expectations for staff to provide a safe and
supportive environment for children (also Standard 1)

9 job advertisements will state applicants need to have a clear Working With Children Check

91 applicants will be questioned on their understanding of child safety and child protection,
and permission is obtained to contact referees

Our Staffing Arrangements Policy sets out the required ratios of staff to children, staff
gualifications and the requirement for the Nomi:
With Children Check before the person is employed or works as a volunteer at the service

(unless exemptions apply).

Other procedures in this Policy that reduce the risk of abuse include:

1 more than one staff member being present when children attend

1 always supervising students and volunteers

9 educators positioning themselves (outdoors), so they see as much as possible

5. Processes for responding to and reporting suspected child abuse
Our Child Protection Policy contains clear procedures for responding to and reporting

suspected abuse and neglect, including allegations of abuse made against staff members.
Where staff members are involved, the Approved Provider or Nominated Supervisor must
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review the personébés duties, and if they continue
investigated, ensure they are appropriately supervised at all times.

The Policy outlines appropriate interactions and behaviour if staff receive a disclosure of abuse
from a child or adult and contains information for families about the way staff teach children
about protective behaviour.

Our response to cases of abuse will be culturally sensitive. For example, we will engage with
families and/or community members to improve our understanding of cultural behaviours and
inform our responses.

Our Educator and Management Policy outlines our commitment to training, including
training in child safe practices to meet staff needs and obligations (see Standard 4).

6. Strategies to identify and reduce or remove the risk of abuse

Our Relationships with Children Policy contains extensive guidelines and examples about
positive interactions with children to promote their self-esteem, and positive behaviour
guidance. The Policy also clearly states that staff will not isolate, intimidate or subject children
to corporal punishment to guide behaviour. Instead staff may take actions which include:

1 ignoring negative behaviour and praising positive behaviour

using key words with signing and visuals to help children with communication difficulties
using minimal steps in directions and allowing time for children to understand

using terminology that children understand

providing opportunities for exercise which can calm anxious or agitated children
intentionally teaching behaviours

putting themsel ves innanduhderstanthwheretbesehpvogr camé on t o
from

=A =4 =4 -4 -8 4

Our Educator and Management Policy sets out the practices which will be followed for

visitors to the service:

9 visitors will never be left alone with children and will always supervised by staff

9 visitors must have or obtain a child protection clearance (unless exempt) before being
allowed into the service

9 specialists or professionals engaged to support a child will only be allowed to visit and
engage with the child if written authorisation has fi r st been obtained fro
parents

This policy also outlines our commitment to training, including in child safe practices, to meet
staff needs and obligations (see Standard 4).

Our Technology Usage Policy requires technology only be used to supp or t chil drer
learning, that only age appropriate websites will be accessed, and that staff will directly
supervise children when they areon-l i n e . Children will view 6G6 r .
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Our Social Media Policy cont ai ns a number of measur es

privacy and wellbeing. For example:

1 staff will not post any information or photos from the service on personal social media
accounts

1 staff will not use their personal camera or phones to take photos or video while at the
service

desi ¢

T the Nominated Supervisor must obtain authori

any photos of their child on a service social media account or website
Comments made under Standard 4 also apply.

7. Strategies to promote the participation and empowerment of children

The National Quality Standard (NQS) promotes

ways. We are required to meet the following NQS Elements for example:

1.1.2 Child-centred-Eac h c¢ hi | d @wledgeustrangths, tideak, rulture, abilities and
interests are the foundation of the program

1.1.3 Program learning opportunities - All aspects of the program, including routines, are
organised in ways that maxi mise opportunit
1.2.3 Child directed learning - Each child's agency is promoted, enabling them to make choices
and decisions that influence events and their world

3.2.1 Inclusive environment - Outdoor and indoor spaces are organised and adapted to
support every child's participation and to engage every child in quality experiences in both
built and natural environments

5.1.1 Positive educator to child interactions - Responsive and meaningful interactions build
trusting relationships which engage and support each child to feel secure, confident and
included.

i es

S a

c h

f

Together with MTOP, the NQS requires educators b
and needs. For exampl e, MTOP principle 6Partne
O6Responsiveness to Chulladlreeiprdtal nelationships with chitddeep e c t f
based on deep understanding of their interests, community and culture. Educators view

children as active participants and decision makers. These types of relationships empower

children to voice their views, ideas and concerns.

Staff will regularly discuss childrends rights w

about their body and privacy, that they have a right to feel safe at all times, to recognise signs
that they do not feel safe, and that staff are available for them if they have any concerns
(discussed further in our Child Protection Policy)

Our Relationships with Children Policy contains extensive guidelines on the inclusion and
agency of all children. For example, staff will:
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9 allow children to be as independent as possible, try things for themselves and
experience the consequences of their choices while considering the risk and benefit to
others

T ensure curriculum is generated mainly

1 promote and value cultural diversity and equity for all children, families and colleagues

Our Additional Needs Policy indicates we welcome children with additional needs (including
children from diverse cultural backgrounds) and will design or adapt the environment to ensure
every child can participate and achieve meaningful learning outcomes. We will work with
professionals, families and children to ensure that learning environments are suitable and
implement plans or instructions.

Any questions about child safety or this Policy may be directed to the Approved Provider,
Nominated Supervisor or Certified Supervisor in day to day charge of the service. If you have
any concerns about the way these managers address or respond to child safety issues, you
may contact the Child Protection Hotline on 131 278, the Department of Education and
Training (Chil d3eimB@/s15srahe Rdlice ensO)0. 0 n

Source

Education and Care Services National Regulations 2011

National Quality Standard

My Time Our Place

Victorian Child Safe Standards

UN Convention on the Rights of the Child

An overview of the Victorian child safe standards Department of Health and Human
Services

Review

The policy will be reviewed annually by:

1 Management
1 Employees
1 Families
1 Interested Parties
Last reviewed: August 2020 Date for next review: August 2021
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Continuity of Education and Care Policy

NQS

QA6 | 6.3.2 Continuity of learning and transitions for each child are supported by sharing relevant
information and clarifying responsibilities.
QA7 7.1.3 Every effort is made to promote continuity of Educators and co-ordinators at the service.

My Time, Our Place

LO1 Children feel safe, secure, and supported

Aim

We aim to ensure continuity of education and care during transitions and routines, so that
each child has the opportunity to feel safe, secure and supported and can engage in rich
learning and development experiences.

Related Policies

Additional Needs Policy
Educator and Management Policy
Relationships with Children Policy

Rest, Relaxation and Clothing
Staffing Arrangements Policy

Implementation

To support effective continuity of education and care between settings, the Nominated

Supervisor will:

1 ensure casual or relief Educators, volunteers and work experience students complete an
induction process similar to that for permanent staff (see Educator and Management
Policy) so they can become familiar with:

o0 the service environment, staff and needs of children

0 and receive copies or access to service policies and procedures, relevant
legislation, Staff Handbook, Code of Conduct, Service philosophy and their
position description.

9 draw on the same casual staff and volunteers, and on the same day each week where
possible, so they can develop positive and meaningful relationships with the children and
their families.
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1 implement rosters and staffing arrangements which provide children and families with
familiar Educators with whom they can develop supportive and trusting relationships
during their time at the Service.

1 inform families and children of any changes to staffing before they occur where possible.
Notification may be via the Service newsletter, email, note or on the Service noticeboard.

1 encourage casual Educators, volunteers and work experience students, as well as
permanent staff, to display a photo of themselves with an introductory paragraph to help
children and their families identify and get to know them.

1 regularly remind Educators about the importance of maintaining continuity of education
and care practices between settings, for example between the home and service setting.

1 ensure where possible that routines and transitions have the flexibility to accommodate
each chil ddés needs.

Educators will;

T communicate with each other during the day
information shared by families, especially where they are rostered on different shifts.
This may be verbal or through the use of Educator diary and will include information on
the attendance or non-attendance of children at the service.

1 supervise children when transitioning to and from the service, for example to and from
excursions and arriving and leaving the Service.

1 provide responsive, one- on- one support to children who return to the service after an
absence (e.g. by considering groupings and groups sizes and using family information

abo

about the childbdbs absence to inform the curric

1 support children during transitions between settings (e.g. through open, meaningful
interactions and communication, comfort and positive behaviour guidance).

tell children what is happening next and when.
allow children to use familiar and favourite items if appropriate.

meet each c hainkedsiwherd posdibileduridguransitions and routines.

=A = =4 =4

through direct conversations (e.g. daily on arrival and departure) or written requests (e.g.

encourage families to share information about

throughourFami | 'y | nput O6What You Did on the Weekend

9 support children with additional needs in their transition to and from specialist services.

Sources

Education and Care Services National Regulations 2011
National Quality Standard
My Time Our Place
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Review

The policy will be reviewed annually by:
1 Management
1 Employees
1 Families

9 Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Coronavirus Policy

NQS

QAZ2 212 Health practices and procedures Effective illness and injury management and hygiene
practices are promoted and implemented.

National Law

Section 167 Offence relating to protection of children from harm and hazards

National Regulations

Reg 77 Health, hygiene and safe food practices

Aim

To ensure all employees and families implement appropriate risk management procedures
to prevent the spread of coronavirus or reduce the potential for the illness to spread.

Related Policies

Excursion Policy

Fees Policy

Food, Nutrition and Beverage Policy
Health Hygiene and Safe Food Policy
Incident, Injury, Trauma and lliness Policy
Infectious Diseases Policy

Medical Conditions Policy

Relationships with Children Policy

Sleep, Rest, Relaxation and Clothing Policy
Transport Policy

Work, Health and Safety Policy

Implementation

Coronavirus (COVID-19) can cause illnesses similar to the common cold, but it can also
cause more serious respiratory diseases. Most people displaying symptoms such as fever,
cough, sore throat, tiredness or shortness of breath are likely suffering with a cold or other
respiratory illnessd not coronavirus. People at higher risk of catching the virus include older
people, those with underlying medical problems and Indigenous Australians. The threats
posed by the virus mean serious steps must be taken to stop the spread of the disease.
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As outlined in our Infectious Disease and Health, Hygiene and Safe Food Policies, the
Approved Provider, Nominated Supervisor, educators and staff implement strict hygiene and
infection control procedures at all times to prevent or minimise the spread of contagious
illnesses. Hygiene measures and exclusion principles outlined in these policies continue to
apply, and will be informed by current guidance on coronavirus issued by relevant
Commonwealth and State/Territory Governments including:
o Federal Department of Health coronavirus health alerts which are updated daily
o State/Territory Education Departments which may issue coronavirus updates directly to
service providers. Latest updates and resources can also be reviewed online
o Federal Department of Education, Skills and Employment Information including
Frequently Asked Questions and email updates Federal Department of Education, Skills
and Employment
0 Federal Department of Health coronavirus Information Sheets which include:
1. Environmental Cleaning and Disinfection Principles for COVID-19
2. COVID-19-Frequently Asked Questions
3. 61 nf or mat i on which covers migeh siaff eannst@o to work, what to tell
staff, cleaning precautions and how to help prevent spread of Coronavirus.

If in doubt about current coronavirus guidance, the Approved Provider or Nominated
Supervisor will contact the Federal coronavirus hotline on 1800 020 080 or their
State/Territory health Department.

The Approved Provider and Nominated Supervisor will also implement a COVID Safe Plan to ensure
0KS aSNBAOS OFy LINRPOARS |y SYyg@ANRYYSyd GKIFGQa

What must employees and families do?

Comply with government guidance

The Approved Provider, employees and volunteers and families must:

1 comply with guidance issued by Government agencies, including in relation to
attendance, quarantine and self-isolation. This includes ensuring they/a child/a family
member comply with isolation requirements and stay home or in quarantine for 14 days
where required eg arriving in Australia from overseas, or another state which is in
lockdown or having close contact with someone who has the virus ie face to face for at
least 15 minutes or in the same closed space for at least 2 hours

1 seek medical attention if they develop symptoms of coronavirus including fever, cough,
sore throat or shortness of breath. Call ahead before visiting the doctor/hospital to advise
them of your symptoms, and wear a surgical mask when visiting the medical facility.
Employees/families must advise the Approved Provider or Nominated Supervisor
immediately if they are being tested for coronavirus. They and their close contacts
including enrolled children must not come to the service until they are cleared by medical
authorities and return a negative coronavirus test

1 comply with all service policies including Infectious Diseases Policy which requires
ill children and adults to remain at home and comply with relevant Exclusion periods.
Note employees, volunteers and families must comply with any isolation/exclusion
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periods in relation to coronavirus implemented by the Approved Provider or Nominated
Supervisor including periods which exceed government requirements

9 agree to have their temperature tested before entry to the service if the Nominated
Supervisor or staff reasonably believe a
control measures in our COVID Safe Plan

9 advise the service if they develop symptoms of the virus or are confirmed to have the
virus. This is particularly important if they have been at the service before a positive test

1 provide written clearance from a doctor after a period of isolation or quarantine related
to coronavirus confirming they/child/family member are not contagious and may return to
the service

1 complete a Health Declaration if requested by staff declaring they are healthy and do
not have any symptoms of coronavirus before entering the service.

Implement effective hygiene process

The coronavirus is most likely to spread from person-to-person through droplets of saliva

produced when a person coughs or sneezes. Droplets cannot go through skin and people

can only be infected if they touch their mouth, nose or eyes once their skin (ie hands) is

contaminated. Droplets usually travel no farther than 1 metre through the air. This means the

transmission of droplets can occur when people:

1 have direct close contact with a person while they are infectious

1 have close contact with an infected person who coughs or sneezes

9 touch objects or surfaces like door handles or tables contaminated from a cough or
sneeze from a person with a confirmed infection, and then touch their mouth or face.

The Approved Provider will ensure all staff complete the online_ COVID-19 Infection Control
Training made available by the Federal Department of Health. Certificates of completion will
be displayed. Employees and volunteers will ensure they continue to implement hygiene
processes outlined in the Health, Hygiene and Safe Food Policy to ensure high standards of
hygiene and infection control at all times. This includes ensuring they and where relevant
children:

1 wash hands frequently with soap and water including before and after eating or handling
food, going to the toilet, changing a nappy, handling play dough, using gloves, and after
wiping or touching nose and cleaning up spills of body fluids

1 wash hands in ways that meet the principles recommended by the World Health
Organisation in the following videos wash hands with soap and water andwash hands
with alcohol based sanitiser

1 cough and sneeze into their inner elbow, or use a tissue to cover their mouth and nose
and placing tissues in the bin immediately after use

9 Ifusing alcohol-based hand sanitiser in place of soap it will contain 60-80% alcohol and
antibacterial soap/gel will never be used.

1 In addition, the Approved Provider and Nominated Supervisor will ensure educators
engage in regular handwashing with children and cleaning requirements are documented
and completed more frequently than usual. This includes regularly cleaning and
disinfecting frequently touched surfaces like door knobs, bathrooms (eg taps, toilets),
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tables and chairs, phones, tablets, keyboards. Cleaning staff, including contracted
cleaning staff, will implement the procedures outlinedinthe6 | nf or mati on f or e mp
and Environmental Cleaning and Disinfection Principles for COVID-19 Information
Sheets including:
1 wearing gloves and using alcohol-based hand sanitiser before and after wearing gloves
1 wearing surgical masks and eye protection if person with the virus or in isolation has
been in the area being cleaned or there are spills of body fluids which could be infected
with the virus
9 disinfecting surfaces with an anti-viral disinfectant after cleaning with detergent and
water.

The Approved Provider and Nominated Supervisor will ensure hand hygiene posters are

displayed in areas which can easily be seen by families, including the front entrance, and

require all employees and families to use hand sanitiser provided at service entrances. They

will also place signs and posters about physical distancing around the Service like those

from Safework Australia. Educat or s wi | | ensure childrenbs bags
sanitiser/disinfectant at the beginning and end of each day.

Face Masks

Face masks must be worn inside the service by adults and children over 12 years unless
they meet one of the lawful exceptions. Itis not compulsory for teachers and educators to
wear face masks while teaching or caring for children as this can interfere with the ability to
clearly communicate.

Masks must also be worn outside the service where people from different households are
unable to stay more than 1.5 metres apart. Note it is not safe to use a mask on children
under two years due to the risk they may choke.

The Approved Provider and Nominated Supervisor will ensure:
1T teachers and educators wear masks when theyore
the staff room (when not consuming food and drink) or during interviews with parents
1 non-teaching staff, including office staff, wear face masks while working unless they work
alone in an enclosed space (eg office). In this case they must wear a mask if someone
enters the space and when they leave it
T parents and carers wear face masks whenever th
and collect their children from the service an
maintain social distancing
1 they and all staff implement the following hygiene measures when putting on or removing
a face mask:
1 wash hands first for at least 20 seconds with soap and water or alcohol-based hand
sanitiser with at least 60% alcohol
T donot touch the front of the mask or the face
Putting on a mask
91 carefully grasp the ear loops or ties. For masks with a pair of ties, fasten the top one first,
then the bottom one
Removing a mask
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91 carefully remove the mask by grasping the ear loops or untying the ties. For masks with
a pair of ties, unfasten the bottom one first, then the top one

9 if the mask has filters, remove and discard them. Fold the mask and put it directly into
the laundry or a disposable/washable bag for laundering. Dispose of single use surgical
masks responsibly.

Social distancing

2 SONB Ffaz2 AYLISYSyGAy3a (GKS F2tt26Ay3 a20AFf RAZ

potential spread of the infection:

1 complying with current public gathering limits and humbers of people allowed in indoor or
outdoor spaces (see State Government websites eg Coronavirus and Health sites)

1 maintaining physical distancing and current gathering limits during any excursions

1 ensuring families maintain at least 1.5 metres between each other as far as practical,
including at the start and end of the program

1 ensuring activities that involve singing and wind instruments that you blow into occur
outdoors, or with no more than five children at a time per space indoors

1 restricting number of parents in service dropping off or picking up children eg by asking
parents to remain in car and wait for advice to enter service or using mobile/contactless
sign in /out

9 putting marks on the floor so families and visitors stand at least 1.5 metres away from
the counter and from each other

9 deferring activities that lead to mixing of children and staff from different rooms/groups

9 avoiding situations where children are required to queue, assemble in large groups or
hold hands

1 staggering lunch /snack times to reduce number of children playing outside at one time
and number of staff in staff room

1T staggering childrenbs attendance where possi bl

1 arranging for deliveries to be dropped away from main entrance or collected from
vehicles by one or two staff using contactless acceptance measures

1 requiring visitors to sign a COVID-19 declaration that they are healthy and do not have
any symptoms of the virus

1 increasing the use of technology like Skype and Zoom to ensure children can continue to
communicate with community members in a protected environment

1 maintaining 1.5 metres distance when children are seated eg by removing every second
chair from tables and using tape to mark sitting spots

I maintaining 1.5 metres between floor cushions etc and between furniture and seating
arrangements in staff common rooms

1 ceasing activities which may have a higher risk of infection including play dough, cooking
and dress up activities

1 providing children with resources rather than letting children select from communal
resources

9 serving food to children rather than providing sharing plates

9 increasing supervision in bathrooms and only allowing 1 child at tap at a time to wash
hands

1 opening windows and adjusting air-conditioning for more fresh air
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9 conducting more learning and activities outside
91 requiring staff to travel directly to and from work, and avoid public transport where
possible

Information and notification requirements

The Approved Provider or Nominated Supervisor will:

1 report instances of (suspected) coronavirus to the local state/territory health department
immediately and follow all guidance

1 comply with notification requirements for serious incidents which include:

0 any incident involving serious illness of a child at the service where the child
attended, or should have attended, a hospital

0 any emergency where emergency services attended ie there was an imminent or
severe risk to the health, safety or wellbeing of a person at the service

1 comply with other notification requirements including:

0 notifying the Regulatory Authority within 24 hours if directed to close or closing
voluntarily because of coronavirus. Note where possible the Approved Provider
or Nominated Supervisor will contact the Authority before making decision to
close because of low numbers. (If closing voluntarily, children cannot be reported
as absent and CCS will not be paid unless the closure is determined as a local
emergency by State/Territory Education Departments)

o notifying the Regulatory Authority within 7 days about any changes to service
days or operating hours

0 notifying any third-party software provider or via operational details in the
Provider Entry Point

91 apply for waivers from ratio and qualification requirements if required where staff are
required to self-isolate

1 provide families with current information about the coronavirus including relevant
information and Fact Sheets from Federal or State Health and Education Departments.

Interactions with Children

Where appropriate, educators will speak with children about the coronavirus in ways that do
not alarm them or cause unnecessary fear or distress. Educators may, for example, discuss
with children their feelings in relation to the virus, remind children that the risk of catching the
illness is very low, review hygiene measures they can take to reduce the risk of infection,
discuss some of the good things happening in the world, or implement other strategies
outlined in our Relationships with Children Policy. Educators will be careful not to speak to
others in an alarmist way about the coronavirus if children are present or within hearing.

What else should families do?

Asthma Australia has advised doctors to ensure all patients with asthma have a current
Asthma Action plan and to update it if needed via a phone consultation, with any new plan
delivered electronically. If their child has an Asthma Plan, families must consult their doctor
and provide the Nominated Supervisor with an updated Plan or written confirmation from the
doctor that the current Plan can continue. The Nominated Supervisor will distribute any
updated Plans to relevant educators.
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Fees

The Feder al Government 6s ECEC Relief Package (6f
From 13 July 2020 families at services approved for Child Care Subsidy (CCS) and

Additional Child Care Subsidy (ACCS) are again required to pay fees and CCS and ACCS

recommenced. Kindergarten programs for four year olds and eligible three-year-olds in

Victorian Government funded services will be free in 2021 . Families with children enrolled in

kindergarten programs at unfunded sessional kindergartens and long day care centres will

also benefit from a reduction in fees.

Please read following in conjunction with JobKeeper Payments section below
Staff Entitlements - Employees are ill or need to care for family member

Per manent employees are entitled to paid sick |e
Employees must provide a medical certificate confirming they have the virus. Permanent

empl oyees who need to |l ook after a family member
sick with the virus are also entitled to paid caea
nopaidsic k or carerds | eave |l eft. Casual employees
leave per occasion. Employees must provide evidence supporting an application to take

carerbd6s |l eave if requested. Per manent employees

against exposure to coronavirus must apply for paid or unpaid leave.

Staff Entitlements - Employees required to self-isolate or wish to stay home as

precaution

The Approved Provider or Nominated Supervisor will discuss available employment options

with permanent employees who canodét return from a
guarantine or isolation but arenét sick. Options
long service leave, and taking unpaid leave.

Staff Entitlements - Employees directed not to work

Permanent employees will be paid if they are directed not to work to prevent the spread of
the illness, cannot work because numbers of children have declined or the centre is
voluntarily closed by the Approved Provider.

In cases where service viability is threatened, for example because enrolments have

significantly reduced, the Approved Provider will discuss the situation with all permanent and

seek their views on possible changes to staffing arrangements eg reductions in hours.

Employees6 wr i tten consent to any new arrangements W

Staff Entitlements - Stand downs
Under the Fair Work Act, an employee can only be stood down without pay if:
T thereds a stoppage of work
T the employees canbét be userf udnmpl ceympd dosy euwds U anlo |
9 the cause of the stoppage is one the employer cannot reasonably be held
responsible for (eg service is directed to close by Government).

JobKeeper Payments

JobKeeper payments ceased from 20 July 2020 for employees of a CCS approved provider
and for sole traders operating a child care service.
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Source

Face Coverings i 11.59pm Sunday 22 November Health and Human Service VIC
Face Masks in early education and care services

Email VIC Early Childhood Education DET 25 _11 20

Free Kinder in 2021 Department of Education and Training

Education and Care Services National Law and Regulations

Fair Work Act 2009

Fair Work Ombudsman 6Coronavirus and Australian
Federal Department of Health coronavirus information sheets

Federal Department of Education, Skills and Employment coronavirus information
sheets

National Quality Standard

Work, Health and Safety Laws and Regulations

Review

The policy will be reviewed annually by the Approved Provider, Supervisors, Employees,
Families and any committee members.

Last reviewed: December 2020 Date for next review: December 2021
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Cystic Fibrosis Policy

NQS

QA2 | 211
214

2.3.2

Each chil dbés health needs are supported.
Steps are taken to control the spread of infectious diseases and to manage injuries and
illness, in accordance with recognised guidelines.

Every reasonable precaution is taken to protect children from harm and any hazard likely to
cause injury.

National Regulations

Regs | 90

91
92
93
94
95

96

Medical conditions policy

Medical conditions policy to be provided to parents

Medication record

Administration of medication

Exception to authorisation requirementd anaphylaxis or asthma emergency
Procedure for administration of medication

Self-administration of medication

My Time, Our Place

LO3 | Children become strong in their social and emotional wellbeing
Children take increasing responsibility for their own health and physical wellbeing

Aim

The service and all Educators will effectively provide care for children with Cystic Fibrosis.
The service and all Educators will ensure the safety and wellbeing of all children and will
adopt inclusive practices to cater for the additional requirements of children with Cystic
Fibrosis in a respectful and confidential manner.

Related Policies

Additional Needs Policy

Administration of Authorised Medication Policy
Continuity of Education and Care Policy
Emergency Service Contact Policy
Enrolment Policy

Food Nutrition and Beverage Policy

Health, Hygiene and Safe Food Policy
Immunisation and Disease Prevention Policy
Infectious Diseases Policy

Medical Conditions Policy

Privacy and Confidentiality Policy
Relationships with Children Policy
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Implementation

The service will ensure all Educators are aware of the enrolment of a child with Cystic
Fibrosis (CF) and have an understanding of the condition and the additional requirements of
the individual child. The service will adhere to privacy and confidentiality procedures when
dealing with individual health needs.

Confidentiality, privacy, dignity and safety

Young children often enjoy sharing the news and their experiences of living with CF with
their classmates. The degree and nature of this sharing should be discussed with parents so
that they can support their child in this process.

Information exchange between the family and health professionals and the service is

essential to support the childbs | earning and en
information needs to be assessed and negotiated for each child with CF, with due

consideration to their needs. Educators need information about routine and predictable

emergency care as it affects the childds access

Health Support Plan

For each individual child enrolled in the service with CF, a Health Support Plan will be
developed by the Nominated Supervisor in conjunction withthec hi | dé6s f ami |
on the childdéds health support needs as id
information (for example if the child also has asthma or diabetes).

y . It v
enti fi e

A Health Support Plan for a child with cystic fibrosis should address the following
components:

overall wellness

diet

therapy and care

internal body temperature control

curriculum participation issues and

potential emergency/first aid situations.

The information should focus on what Educators need to know to provide routine and
emergency care. It will be used by Educators in planning support for the child.

= =4 =4 -8 A -9

In addition, a health support plan documents individualised support which Educators have
agreed to provide in the areas of:

M firstaid

9 supervision for safety

91 personal care, including infection control

1 behaviour support and

i additional curriculum support to enable continuity of education and care.
Overall Wellness

1 The service and Educators need to know if recent/frequent hospitalisation and/or
general un-wellness means additional care and consideration. They also need to
know of any infection control issues in addition to standard precautions.
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9 Itis important to the future health of a child with CF, as with all children, to minimise
the risk of cross infection of bacteria and viruses from others. This must be balanced
with efforts to encourage children with CF to lead as normal lives as possible.

9 Educators will alert the family of a child with CF when a particularly virulent strain of
virus is present in the service, as parents may wish to keep their child with CF at
home.

9 All children in the service should be encouraged maintain hygienic practices. If
possible, a child with CF should, discretely, not be partnered or sit next to another
child with an obvious cold or cough.

Diet

9 Children with CF have difficulty maintaining their weight and growth patterns as they
cannot absorb essential vitamins, minerals, fat and proteins. For this reason
Educators need to be aware of eachsindividual
prescribed by a medical professional.

1 Children who need additional food supplements may receive them through a
gastrostomy button located in their stomach. There are no routine care issues
associated with a gastrostomy button for Educators however if the area becomes red
or inflamed, parents should be informed as soon as possible

1 Children with CF will often have non-prescription medication such as enzyme tablets,
as well as prescription medication such as antibiotics, which the service and
Educators need to be aware of.

Therapy and Care

1 Some children with CF may require complex/invasive health support, such as
physiotherapy, while attending the service. This support should be provided by a
visiting nurse or therapist.

1 Some children with CF require nebulised medication prior to physiotherapy. While
Educators can supervise nebulised medication, this will generally be managed by a
visiting health worker. Educators need training before supervising administration of
medication via a nebuliser.

Body Temperature Control

9 Children may need to be reminded to adjust their clothing to help maintain their
internal body temperature control.

1 A child with CF will have problems with internal temperature control and should be
kept at a steady temperature in winter and summer. It is beneficial to place the child
with CF in rooms that have heating and cooling where practical.

i Salt tablets may be required during warm weather. Educators should be informed
about the required timing and amount of salt tablets and ensure the child has access
to fluids at all times. Medical advice will be considered.

Participation in Education and Care Experiences

1 Anincrease in fatigue or feeling tired is common for a child with CF. A lot of effort is
required of a person with CF, on top of normal childhood activities, to maintain their
health. Educators will be aware of this and provide adequate opportunities for rest.
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9 During the onset of infections, children with CF may experience difficulty breathing or
catching breath. Educators should be aware that, as with other children, breathing
difficulties also can be asthma related.

9 Children with CF are continually battling infections or recovering from them, thus
resulting in low energy levels and reduced concentration. Educators will be mindful of
this when planning daily activities.

1 Aregular exercise program is very beneficial to children with CF as it helps loosen
mucus, stimulates coughing and helps build up strength and endurance of the
breathing muscles. Children with CF will be encouraged to take part in physical
activity and exercise, following guidelines

1 Children with CF can become dehydrated much more quickly than other children. In
relation to this, Educators will:

0 encourage frequent drinks during and after exercise, and on warm days

0 ensure salt tablets are taken either before or after exercise on warm days with
consideration of medical advice

0 avoid scheduling physical activity during temperature extremes

o ensure children with CF remain, as far as is practical, in a fairly constant
temperature, neither too hot nor too cold.

Potential Emergency Situations
Emergency situations associated with CF are rare.

If children have an intravenous line for medication, there are specific standard first aid
responses which may be anticipated:

1 Child reports discomfort, nausea, rashes or generally unwell.
Call family emergency contact. If they cannot be reached, call the nominated cystic fibrosis
nurse for advice.

1 Child reports redness, pain, inflammation or swelling at site.
Call nominated cystic fibrosis nurse for advice, and then advise family emergency contact.

1 There is a leakage of some sort from the site.
Call nominated cystic fibrosis nurse for advice, and then advise family emergency contact.

1 A needle or line falls out.
Use standard first aid and apply pressure to stop any bleeding, call nominated cystic fibrosis
nurse for advice, then advise family emergency contact.

Supervision for Safety

The child's Health Support Plan may include a range of routine accommodations so they can
continue to access learning programs while effectively managing their health care.
Accommodations could include:

1 provision of additional time to support children managing their dietary requirements
i access to fluids and food, and the toilet, as needed

1 rescheduling of physical activity to support body temperature control

9 supportive and sensitive encouragement to participate in physical activity
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9 targeted social skills programs: frequent absences mean that some children with
cystic fibrosis have difficulty making and retaining friends
1 modification of the program and activities in response to the demands of therapy and
treatment
Infection Control Consideration

Educators should be aware that, where there is more than one family in the service with CF,
cross-infection is a serious health risk. For this reason, our service will only accept the
enrolment of one child with CF at any given time. This is based on guidelines developed
under the Cystic Fibrosis in Education

and Chil o
for Education and Childrendéds Services 2008.

Behaviour Support

As for all children, behaviour expectations for children with CF should be consistent and
predictable, and also sufficiently flexible to accommodate periods of stress and other
potential mental health issues.

Sources

Education and Care Services National Regulations 2011

National Quality Standard

Cystic Fibrosis in Education and Chil
Education and Childrenés Services 20
My Time, Our Place Framework for School Age Care

drends Ser vi
08

Review

The policy will be reviewed annually.
The review will be conducted by:

1 Management
1 Employees

T Families

1 Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Death of a Child Policy

NQS

QA2 222 Incident and emergency management - Plans to effectively manage incidents and
emergencies are developed in consultation with relevant authorities, practised and
implemented.

National Regulations

Regs 85 Incident, injury, trauma and illness policies and procedures

Aim

The Approved Provider, educators or the Nominated Supervisor will ensure that immediate
and appropriate action is taken to notify any relevant authorities in the event of the death of a
child whilst at the Service.

Related Policies

Emergency Service Contact Policy

Emergency Management and Evacuation Policy
Incident, Injury, Trauma and lliness Policy
Medical Conditions Policy

Who is affected by this policy?

Child

Staff
Families
Management

=A =4 -8 =

Implementation

Staff members will follow and implement this procedure:
1 Attempt CPR pursuant to current guidelines.
1 Call an Ambulance immediately on 000.
1 The Nominated Supervisor will call the parents/guardians of the child and arrange to
meet at the Hospital or medical facility.
1 Medical staff will advise parents.
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1 Contact Insurance Company.
1 Notify state Police Department.
1 Notify the Regulatory Authority.

Notification of a Serious Incident
1 The death of a child being educated and cared for at the service or following an
incident while being educated and cared for
under the national law. The Approved Provider will notify the regulatory authority as
soon as practicable and within 24 hours of the death through the online NQA ITS.

The documentation will be kept until the end of 7 years after the death.

Work Health and Safety (OHS) requirements

Victoria is in the process of considering new national WHS laws. These have already
commenced in 6 States/territories. Services should contact WorkCover to determine
requirements under current legislation. Under the new laws:

1 thedeat h of a person is a Anotifiable incident
9 The approved provider or nominated supervisor must notify WorkCover by telephone
or in writing (including by facsimile or email) as soon as possible after the death.
1 Records of the incident must be kept for at least 5 years from the date that the
incident is notified.
1 The approved provider/nominated supervisor must ensure the site where the death
occurred is left undisturbed as much as possible until an inspector arrives or as
directed by WorkCover.

Sources

Education and Care Services National Regulations
National Quality Standard

Occupational Health and Safety Act 2004
Occupational Health and Safety Regulations 2007

Review

The policy will be reviewed annually by:

1 Management
1 Employees
1 Families
1 Interested Parties
Reviewed: August 2020 Date for next review: August 2021
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Death of an Educator Policy

NQS

QA2 222 Incident and emergency management - Plans to effectively manage incidents and
emergencies are developed in consultation with relevant authorities, practised and
implemented.

National Regulations

Regs 35 Notice of change to Nominated Supervisor
85 Incident, injury, trauma and illness policies and procedures

Alm

The Nominated Supervisor will ensure that immediate and appropriate action is taken to notify
relevant authorities in the event of the death of an educator at the Service and take steps to
ensure the safety and wellbeing of children and other staff members who may be affected by
the death.

Related Policies

Emergency Service Contact Policy

Emergency Management and Evacuation Policy
Incident, Injury, Trauma and lliness Policy
Medical Conditions Policy

Implementation

Where an educator or staff member requires urgent medical attention while at the service:

1 the Nominated Supervisor will immediately call an ambulance on 000

9 a first aid trained educator will immediately commence appropriate first aid which may
include CPR. The educator will be guided by advice from ambulance personnel once
contact with emergency services has been made

T the Nominated Supervisor wild.l cal l the educato
to which hospital or medical facility the ambulance is heading.

In the tragic event the educator or staff member passes away at the service or as a result of

an incident at the service, the Nominated Supervisor will:

9 call triple 000 for advice if this has not already occurred (and the death occurs at the
service)

1 notify the local police station of the death and follow any advice given
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1 notify the WHS Regulator by telephone immediately they become aware of the death and
then complete and submit a written report of the incident on the approved form. A report
of a work-related injury or illness must also be recorded in the Register of Injuries, which
must be kept at every workplace.

1 ensure the site where the death occurred is left undisturbed as much as possible until an
inspector arrives or as directed by WorkSafe

91 keep records of the incident for the timeframe stipulated by WorkSafe. (Note we advise
keeping records for 7 years for ECEC Regulatory purposes).

1 notify the ECEC Regulatory Authority within 24 hours of the death through the online NQA
ITS

1 if the Nominated Supervisor has passed away, advise the regulatory authority in writing
about the new Nominated Supervisor within 14 days of the death through the online NQA
ITS

1 provide all reasonable assistance to the family of the deceased educator or staff member.

To ensure the safety and wellbeing of children and educators at the service, the Nominated

Supervisor will;

1 implement service emergency procedures (e.g. service lockdown) if there is a risk of harm
to children or educators/staff members

9 offer counselling/ support services for children, families and staff if any are traumatised by
the death. Authorisation will be obtained from parents before children receive any support
services

9 take steps to ensure children continue to be adequately supervised e.g. calling in relief
staff to maintain ratios or where necessary requiring families to collect children

T allow employees to attend the deceased per soni
necessity and practicality of closing the service on the day of the funeral.

Sources

Education and Care Services National Law and Regulations
National Quality Standard

Occupational Health and Safety Act 2004

Occupational Health and Safety Regulations 2007

Victorian WorkCover Authority

WorkSafe Victoria Guide to Incident Notification

Review

The policy will be reviewed annually by:

Management
Employees
Families
Interested Parties

= =4 =4 4

Reviewed: August 2020 Date for next review: August 2021
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Delivery and Collection of Children Policy

NQS

QA2 232 Every reasonable precaution is taken to protect children from harm and any hazard likely to
cause injury.

National Regulations

Regs 99 Children leaving the education and care service premises
158 Childrends attendance record to be kept

Aim

To ensure the safety and wellbeing of children at all times.

Related Policies

Acceptance and Refusal of Authorisations Policy
Child protection Policy

Enrolment Policy

Family Law and Access Policy

Incident, Injury, Trauma and lliness Policy

Implementation

The Nominated Supervisor, Educators, staff and volunteers will adhere to the following
procedure at all times to ensure the safety of children.

Children and families will not be allowed to enter our building for education and care prior to
the advertised operating hours of the service as we are not licensed or insured to accept
children before this time.

Arrival:

1 All children must be signed in by their parent or person who delivers the child to our
service. If the parent or other person forgets to sign the child in, they will be signed in by
the nominated supervisor or an Educator.

1 An Educator will greet and receive each child to ensure the child is cared for at all times.

Departure:

1 All children must be signed out by their parent or person who collects the child from our
service. If the parent or other person forgets to sign the child out, they will be signed out
by the nominated supervisor or an Educator.
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9 Children can only be collected by a parent, an authorised nominee named on their
enrolment record, or a person authorised by a parent or authorised nominee to collect
the child. Authorisations from parents or authorised nominees must be made in writing
unless parents or authorised nominees are unable to collect the child before the service
closes (e.g. in an emergency). In this case Educators may accept verbal authorisation for
an alternate person who can be adequately identified to collect the child

91 Children may leave the premises if a parent or authorised hominee provides written
authorisation for the child to leave the premises, including authorisation to go on an
excursion (please refer Excursion Policy).

9 No child will be released into the care of an unauthorised person. If the person becomes
aggressive or violent and will not leave the premises the Nominated Supervisor or
Educator will:

0 ensure the safety of all children and adults at the service, and implement
lockdown procedures if required
0 ring the police on 000.

1 Nominated Supervisors will ensure that the authorised nominee pick-up list for each child
is kept up to date. It is our policy that we do not allow anyone under the age of 16 to
collect children.

9 No child will be released into the care of anyone not known to Educators. Parents must
give prior notice where:

0 the person collecting the child is someone other than those mentioned on the
enrolment form (e.g. in an emergency) or
o there is a variation in the persons picking up the child, including where the
child is collected by an authorised nominee who is unknown to Educators.
If Educators do not know the person by appearance, the person must be able to produce
some photo identificati on. identty, theyaifl be umaldlenton ot ver
release the child into that personé6s care

1 If a parent appears to be intoxicated, or under the influence of drugs, and staff feel that

the person is unfit to collect their child, they will:
o discuss their concerns with the parent, if possible without the child being

present
0 suggest they contact another parent or authorised hominee to collect the child
o inform the police of the circumstances, t

registration number if the parent insists on taking the child. Educators cannot
prevent an incapacitated parent from collecting a child, but must consider
their obligations under the relevant child protection laws
9 If an authorised nominee, or person authorised by a parent or authorised nominee,
appears to be intoxicated, or under the influence of drugs, and staff feel that the person
is unfit to take responsibility for the child, they will not let the child leave with the person.
They will contact the parent and advise that another person needs to collect the child
9 If achild has not been collected by the time we are due to close the service, the
Nominated Supervisor will:

0 (again) attempt to contact the parents or other authorised hominees

o leave a voicemail or SMS message on the p
answer advising he or she will wait up to 30 minutes before ringing the police
or Child Protection Hotline
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o wait for 30 minutes and, if the parents or authorised nominee has not arrived,
ring the police or Child Protection Hotline for guidance on the appropriate
action to take.

1 At the end of each day Educators will check all beds/rest areas and the premises
including outdoors and indoors to ensure that no child remains on the premises after the
service closes (refer Lock Up Policy).

1 Children may leave the premises in the event of an emergency, including medical
emergencies.

9 Details of absences during the day will be recorded.

Delivering children to and from school

Educators will deliver children to or collect children from school if parents authorise the child
to leave the premises for this purpose. When delivering or collecting children from school
Educators will:

9 ensure ratios continue to be maintained at the service at all times

1 ensure children moving between the service and school are adequately supervised at all
times

9 deliver children inside the school premises (e.g. ensure children are inside the school
fence before leaving)
1 collect children from an agreed area inside the school premises.

Sources

Education and Care Services National Regulations 2011
My Time Our Place

National Quality Standard

Occupational Health & Safety Act 2004

Review

The policy will be reviewed annually by:
1 Management
1 Employees
1 Families
1

Interested Parties

Reviewed: August 2020 Date for next review: August 2021
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Dress Code Policy

NQS

QA2 212 Health practices and procedures - Effective illness and injury management and hygiene
practices are promoted and implemented.

QA4 422 Professional standards - Professional standards guide practice, interactions and
relationships.

National Regulations

Regs 77 Health, hygiene and safe food practices

Aim
All employees present a professional appearance which reflects the quality of education and
care we provide.

Related Policies

Educator and Management Policy
Health Hygiene and Safe Food Policy

Implementation

Employee appearance contributes to the service reputation as a professional business
providing high quality education and care. All employees must present a professional
image with high standards of personal hygiene and grooming. Clothing must neat, clean
and in good repair, and of a standard acceptable to the Approved Provider and Nominated
Supervisor. Religious or cultural head covers are allowed. Hair and fingernails must be neat
and tidy. Fingernails should be kept short enough so educators and staff do not
unintentionally scratch children, and there are no adverse hygiene issues. Where acceptable
fingernail length is disputed, employees must comply with the views of the Approved
Provider or Nominated Supervisor.

Employees will ensure they comply with service policies and Government recommendations
on relevant matters including sun safety, and work, health and safety, and will for example
wear:

9 sun safe hats when outside in high UV periods

1 sun safe clothing which covers as much of the skin as possible when outside

9 safe, secure footwear and not thongs or backless shoes.
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The Approved Provider or Nominated Supervisor may direct that certain items of clothing do
not meet an acceptable standard of professional attire. These may include things like
tracksuits, joggers, midriff tops, ripped jeans etc. Employees will not wear clothing that has
words, terms or pictures that may be offensive to other employees, families or children, or
clothing that is overly revealing or sexually provocative.

Jewellery, makeup, perfume and cologne will be in good taste, with limited body piercing.
Employees will limit the use of these substances if any other employees are allergic to the
chemicals in the products.

If unsure whether clothing is appropriate, employees should check with the Nominated
Supervisor before wearing the item.

Breach of Dress Code

Employees who do not meet a professional standard may be sent home to change. The
Nominated Supervisor has the discretion to pay permanent employees for the time they are
absent. He or she will consider the number of previous breaches of the policy. Casual
employees will not be paid for this time.

Persistent breaches of the policy may be subject to a disciplinary or performance review

where the Approved Provider or Nominated Supervisor will;

9 discuss the standard of dress required, give the employee an opportunity to respond,
and provide a clear written statement outlining the reason/s for the disciplinary review
and outcome

9 file records of interviews and outcomes ontheemployee 6 s f il e and store sec

Outcomes will take into consideration whether:

1 the dress code is reasonable

T the manager/ employeeds clothing impacted the s
families and children

9 the clothing contravened service policies or Government guidelines

9 this is a first offence

1 the employee has been given a reasonable opportunity to adhere to the dress code.

Outcomes may include termination of employment.

Sources

Education and Care Services National Law and Regulations
National Quality Standard

Review

The policy will be reviewed annually by the Approved Provider, Supervisors, Employees,
Families and any committee members.

Reviewed: August 2020 Date for next review: August 2021
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Education, Curriculum and Learning Policy

NQS

QA1 111 Curriculum decision making contributes to
in relation to their identity, connection with community, wellbeing, confidence as learners
and effectiveness as communicators.

1.1.2 Each chil dés cldeaseulttre, &biitesahdandegests are the foundation of
the program.

1.1.3 The program, including routines, is organised in ways that maximise opportunities for each
childbés | earning.

1.1.4 The documentation about each childbds prog

1.15 Every child is supported to participate in the program.

1.1.6 Each childés agency is promoted, enabling
influence events and their world.

1.2.1 Each childés | earning and devel opment i s

documenting and evaluation.

1.2.2 Educators respond to childrenb6s ideas and
extend each childds | earning.

1.2.3 Critical reflection on childrends | e a gmups
is regularly used to implement the program.

National Regulations
Regs 73 Educational programs

74 Information about the educational program to be kept available

75 Information about educational program to be given to parents

76 Documenting of child assessments or evaluations for delivery of educational program

118 Educational Leader

My Time, Our Place

LOL1  All Learning Outcomes under the My Time, Our Place framework will be addressed through

i our Policy and practices.
LO5

Alm
To create a positive, inclusive learning environment which encourages children to engage in

activities and experiences based on their interests and everyday lives and achieve the
Learning Outcomes of an approved learning framework.

Related Policies

Additional Needs Policy

Physical Activity Promotion Policy

Physical Environment (Workplace Safety, Learning and Administration) Policy
Record Keeping and Retention Policy
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Relationships with Children Policy

Implementation

Role of Educational Leader

The role of the Educational Leader is to affirm
support the development of curriculum based on an approved learning framework and
ensure children progress towards and achieve the outcomes of that framework.

Our service is committed to the My Time, Our Place framework for school age care.

AfEducators recognise the connections between chi
importance of reciprocal relationships and partnerships. They see learning as a social
activity and value coll aborative activities and

My Time, Our Place Learning Outcomes

Children have a strong sense of identity
Children are connected with and contribute to their world
Children have a strong sense of wellbeing

Children are confident and involved learners

a > v nh ke

Children are effective communicators

Educators will:

T plan a Curriculum based on each childds intere
everyday lives i.e. connections between children, families, school and communities

9 build connections between the service, schools and the local community

9 include children in decision making, including decisions about indoor and outdoor
spaces, programming, routines and documenting their achievements, and give them
appropriate levels of responsibility

1 work in partnerships with families and the community to achieve Learning Outcomes,
and encourage families to contribute to the Curriculum by sharing information about their
child or completing activities with children

T make use of spontaneous Oteachable momentsé to
1 engage in sustained shared conversations with children to extend their thinking

9 use strategies like demonstrating, dramatic play, role play, open questioning,
speculating, explaining, shared thinking and problem solving to promote and extend
childrends | earning

9 allow children to choose from resources (e.g. sports equipment and man- made and
natural loose parts) that reflect the breadth of age groups, interests and capabilities and
implement activities (e.g. sport, games, drama, dance, visual arts, role play) that promote
learning across all Learning Outcomes
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1 provide access to digital technologies so children can access global resources and
encourage new ways of thinking and communicating

1 create outdoor learning spaces which invite open-ended interactions, spontaneity, risk-
taking, exploration, discovery and connection with nature

9 create both indoor and outdoor spaces that encourage children to explore, build
relationships, solve problems, create and construct through a wide variety of activities,
and give children the time and space to develop their own personality, curiosity and
creativity

1 provide spaces and opportunities for children to socialise and play with friends and to
relax and have fun

1 implement play and leisure opportunities that are meaningful to children and support
their wellbeing, learning and development

91 regularly provide opportunities for children to learn individually and as part of a group
1 plan alternate activities for children who are not interested in large group activities

1 regularly assess what each child knows, can do and understands through an ongoing
cycle of planning, documenting and evaluating, and then implement activities to extend
learning and help each child achieve all Learning Outcomes. Assessments will take into
account the period of time each child spends at the service

1 plan the curriculum with each child and the learning outcomes in mind, and remember
that learning is not always predictable and linear

9 celebrate the achievements and learning of each child

T with parentsé consent ,esadndpaofessienalstd supporeckildrenr nal ag
with additional needs

91 regularly (at least weekly) evaluate their practices and reflect on how well the Curriculum
is helping each child progress towards and achieve the Learning Outcomes

T display the daily curriculum in childrendés roo
make suggestions or ask questions about childre

1 provide the following information to parents whenever requested:
o the content and operation of the educational program
o information about the childds participation i
o evaluations of the childbés wellbeing, devel o]

Learning Documentation

Learning documentation includes learning stories, photos, videos, mind maps, reflection
journals and childrenbés meetings. Educators wil

91 learning documentation can be easily understood by families and other Educators
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1 the type and format of the documentation is appropriate i.e. for the activity and meets
service and Educators needs

9 there is more learning documentation for children who are at the service longer than
other children (this does not require a huge volume of documentation)

1 the learning documentation shows how children participate in and influence the program
e.g. may include critical conversations Educators have with children and actions taken as
a result

9 documentation includes learning outcomes

9 children are involved in completing the documentation. Children may regularly add to a
l earning portfolio. Portfolios wildl be avail ab
remain the property oftheSer vi ce f or the duration of the chi

f documentation is used in an ongoing cycle of p

Sources

Education and Care Services National Regulations 2011
National Quality Standard
My Time, Our Place Framework for School Age Care

Review

The policy will be reviewed annually by:
T Management
1 Employees
T Families

1 Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Educator and Management Policy (Code of Conduct)

NQS

QA4 42 Educators, co-ordinators and staff members are respectful and ethical.
421 Professional standards guide practice, interactions and relationships.
4.2.2 Educators, co-ordinators and staff members work collaboratively and affirm, challenge,

support and learn from each other to further develop their skills, to improve practice and
relationships.

4.2.3 Interactions convey mutual respect, equit)
skills.
QA7 | 7.2.2 The performance of Educators, co-ordinators and staff members is evaluated and individual
development plans are in place to support performance improvement.
7.3.2 Administrative systems are established and maintained to ensure the effective operation of
the service.
7.34 Processes are in place to ensure that all grievances and complaints are addressed,

investigated fairly and documented in a timely manner.

National Regulations

Regs 168 Education and care service must have policies and procedures

Aim

Our Service aims to ensure that positive working relationships are formed between all
Educators and management. Educators and management will at all times conduct
themselves in an ethical manner and strive to make all interactions positive and compliant
withthe Serviceds phil osophy.

Related Policies

Incident, Injury, Trauma and lliness Policy

Physical Environment (Workplace Safety, Learning and Administration) Policy
Privacy and Confidentiality Policy

Staffing Arrangements Policy

Code of Conduct

The Approved Provider, Nominated Supervisor, Educators, volunteers and students will
uphold the following ethical conduct principles at all times, and promote positive
interactions within the Service and the local community.

1. Commitment to our Service philosophy and values, including the promotion of a
meaningful connection to the NQF and best practice in early childhood education in
partnership with our families
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Effective, open and respectful two-way communication and feedback between
employees, children, families and management

Honesty and integrity in all interactions between children, families, employees and
managers

Consistency and reliability in all exchanges with children, families, employees and
managers

Commitment to a workplace which values and promotes the safety, health and wellbeing
of employees, volunteers, children and families.

Commitment to an Equal Opportunity workplace and culture which values the
knowledge, experience and professionalism of all employees, team members and
managers, and the diverse heritage of our families and children.

The Approved Provider, Nominated Supervisor, Educators and volunteers will:

T

=

ensure their work is carried out efficiently, economically and effectively. They will act in a

professional and respectful manner at all times while at work, giving their full attention to

the Service responsibilities and adhering to all Service policies, procedures, laws and

regulations.

act honestly and exercise diligence in all Service operations. They will carry out all lawful

directions, retaining the right to question any direction which they consider to be

unethical. If uncertain they can seek advice from the Nominated Supervisor, Approved

Provider or the Ombudsman.

consider all relevant facts and make decisions or take actions fairly, ethically,

consistently and with appropriate transparency. If they are uncertain about the

appropriateness of a decision or action they will consider:

o whether the decision or conduct is lawful

0 whether the decision or conduct is consistent with our policies and objectives

o0 whether there will be an actual, potential or perceived conflict of interest involving
obligations that could influence the business relationship or conflict with business
duties

comply with our Privacy and Confidentiality Policy when dealing with confidential

information and records

report (suspected) breaches of the code of conduct to a manager, preferably in writing.

include children and families in the decision-making process.

implement activities and experiences that are age appropriate, culturally sensitive and

inclusive

refrain from developing close personal relationships with children outside work.

refrain from using abusive, derogatory or offensive language.

comply with all service policies, including those which ensure our activities and

environment are safe for children and protect children from harm, abuse and neglect.

Examples of Appropriate Interactions with children

il
)l

use of YouTube, social media and technology to support age appropriate curriculum
physical contact to soothe children, build trusting relationships, demonstrate learning and
skills and assist children with additional needs
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Examples of Appropriate Educator Interactions

T

=

positive, trustworthy and co-operative relationships with team members.
respectful, courteous and empathetic communications and behaviours.

complying with Service grievance procedures and resolving workplace conflicts
where possible directly with the person concerned, and never through gossip or by
including people who are not involved in the issue.

valuing cultural differences, diverse viewpoints, and unique contributions.

l ooking for and supporting Educator sd
sharing professional resources, knowledge and information.

supporting others to meet their professional development goals and needs.
recognising the professional achievements of others.

sharing information, experiences and expertise about children and families at the

streng!

Service with team members to enhance chil dr el
actively participating in regular meetings at the Service to discuss professional issues

and problems.

updating team members about meeting outcomes or workplace issues if they have

been absent.

sharing the workload equitably with team members.

usingtheEducat or s Communi cation Diaries to c¢ommil
make it difficult to convey information face-to-face. These means will ensure all

Educators are informed on important matters.

check the Diaries.

The Approved Provider, Nominated Supervisor, Educators and volunteers will not:

T

= =4

=

engage in conduct that is detrimental to the professional standing of our Service, is
improper or unethical, is an abuse of power, or harasses, discriminates against,
victimises, humiliates, intimidates or threatens other Educators, volunteers or visitors
at the Service, either directly or indirectly via information technology such as email,
text or social media.

accept gifts which exceed $30 in value. If this occurs in circumstances where the gift
cannot reasonably be refused or returned, the gift will be immediately disclosed to
the Director i Operations or Nominated Supervisor. Modest gifts or benefits valued
less than $30 may be accepted if they do not create a sense of obligation, are
conducted transparently and there are no conflicts of interest.

accept an offer of money, regardless of the amount.

seek or accept a bribe.

acquire personal profit or advantage because of their position (e.g. through the use of
Service information).

convert any property of the Service to their own use unless properly authorised.
approach other employees, managers or visitors directly on individual matters that
dondt concern them.

engage in any action in breach of our Privacy and Confidentiality Policy, including but
not limited to disclosure of confidential Service or customer information, or the
improper or illegal use of that confidential information. Confidential information will
only be accessed by authorised persons for the purpose intended.

engage in or support any action in breach of our Technology Usage Policy or Social
Networking Usage Policy, including the use of communication media to search for,
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T drink alcohol or use illicit substances on
Service under their influence.
T smoke on the Serviceds premises including i
9 show favouritism towards any child.
Families, visitors and children will:
1 treat all children at the service equally and respectfully.
1 report any suspicious behaviour to the Nominated Supervisor or Approved Provider
and encourage a safe and supportive Service environment.
1 respect the rights, dignity and worth of every person, regardless of their abilities,
gender, religion or cultural background.
1 refrain from bullying, harassing or discriminating against any child or adult at the
Service.
9 respect the decisions of Educators and teach children (if adults) to do likewise.
9 tell an Educator (if a child) or the Approved Provider or Nominated Supervisor if we
see any instances of bullying, harassment or discrimination at the Service.
9 cooperate and follow classroom rules.
T I'i sten t onskEutiors and fmltow themi
9 control our emotions and talk to an Educator (if a child) if we are feeling upset.
1 speak to an Educator (if a child) or the Approved Provider or Nominated Supervisor if
we are worried, concerned or have a grievance about something.
Families and visitors will not:
f not drink alcohol or wuse illicit substances
the Service under their influence.
f not smoke on the serviceds premises includi
1 have physical contact with children at the service that are not their own unless a staff
member is present
Babysitting
To ensure private babysitting arrangements do not adversely affect the reputation of the
service and to mitigate risk for the Educator so as not to affectanemploy e e 6s abi | ity
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download, access, transmit or store any material of an offensive, obscene,
pornographic, threatening or abusive nature.

implement their responsibilities in a professional manner in line with our Code of Conduct,
employees of CommunityOSH are not permitted to babysit any child that attends any
CommunityOSH service.

Management Responsibilities

In our service the Approved Provider and the Nominated Supervisor are responsible for:

1

E

supporting the Nominated Supervisor or Approved Provider, Certified Supervisor,
Educational Leader, Educators and Educators in their role.

keeping all service families up to date with relevant issues.

recruiting and selecting Educators

ensuring Educators have the correct qualifications.

ensuring Educator ratio and qualification requirements are met.
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1 ensuring all Educators and staff understand their responsibilities under the education
and care law and regulations, the National Quality Standard, the Early Years
Learning Framework.

91 developing the service policies and ensuring all Educators follow our policies and
procedures.

9 ensuring all Educators, staff, visitors and volunteers are aware of and comply with
our Code of Conduct

1 investigating and managing grievances from Educators, families or volunteers
(including incidents of workplace bullying) in accordance with our Grievance
Guidelines.

1 implementing effective communication and consultation procedures with Educators
about workplace issues.

1 promoting the diverse skills and achievements of Educators and staff (e.g. at
Educator meetings, through regular feedback, by sharing information with families
and the community through notices and newsletters.)

9 providing or organising appropriate information, instruction, training or supervision to
Educators and staff

1 maintaining the financial viability of the Service.

Visitors

The Approved Provider or Nominated Supervisor will ensure the safety, health and wellbeing

of all children by:

9 ensuring visitors are only allowed entry to the service if they can be adequately
identified. Tradespeople, business representatives and early intervention specialists or
professionals, or support workers provided by early childhood agencies, must carry
appropriate identification. Family members and family friends who, for example, attend
service events or assist with learning activities may be identified by the parents of
children at the service.

1 requiring all visitors to sign in and out of the service for work health and safety and child
protection reasons

9 ensuring visitors, including long term visitors, are never left alone with any children being
educated and cared for. Visitors will be supervised by Educators at all times

9 ensuring visitors have or obtain a child protection clearance if required by the child
protection law before being allowed entry to the service
http://www.workingwithchildren.vic.gov.au/

9 ensuring specialists or professionals engaged to support a child are only allowed to visit
and engage with the child if written authorisa
parents. Authorisation may form part of an education or support plan.

Communication Procedures

To allow effective communication and consultation to take place with Educators the
Approved Provider / Nominated Supervisor will use various methods of communication
including:

1 direct conversations.

1 phone communication including SMS messaging if appropriate.

1 acommunication diary.

1 Educator meetings.
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9 other forms of written communication e.g. letters, notices, emails.
1 Educator appraisals and reviews.

Educator Meetings

The service will hold one Educator meeting a month at a time convenient for all Educators.
This will take place after hours, so all Educators can attend and Educator to child care ratios
are not jeopardised.

Meetings will follow this structure:

91 they will run as required to ensure any relevant challenges and areas for action are
given due process if practicable.

1 the Nominated Supervisor or Approved Provider will chair the meeting and give a
report.

T the format of the meeting will be made available in the Educator diary and any
Educator who wishes to speak can add their name.

9 in the meeting Educators may:
0 raise concerns
0 negotiate solutions for any grievances.
0 receive, share and discuss additional information.

1 Regarding the decision-making process:
o if a decision cannot be reached about an issue the Nominated Supervisor will
make an informed decision or
o if there is insufficient information an Educator will be chosen by the Nominated
Supervisor to research the issue.
o all decisions made will be made on a trial basis and their effectiveness will be
discussed at the next meeting.

1 minutes will be taken at all meetings.

Professional Development and Performance
Management

We employ caring, loyal and capable Educators who bring a high skill level, appropriate
gualifications and a wide and varying amount of experiences to help implement our
curriculum and philosophy. To maintain our commitment to quality education and care, we
will implement a performance appraisal process.

Performance Management/Appraisal

The Nominated Supervisor will complete a performance appraisal for all Educators and staff
every 12 months. In addition the Nominated Supervisor will complete a performance
appraisal for new Educators and staff after they have completed 3 months at the service.
The Educator or staff member and the Nominated Supervisor will agree on a mutually
acceptable date at least 2 weeks prior to the appraisal meeting.
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The appraisal process will be used as a tool:

1 to ensure Educators and staff are aware of their duties and responsibilities.

1 to discuss the level of performance expected. (The appraisal process is the best way to
show evidence of continued poor work performance and allows formal written warnings to
occur if necessary)

9 for identifying professional development and training needs.

The appraisal meeting wild/l be | inked to the Educ
T an appraisal of the Educatordés performance i
1 review and if necessary clarification of the job role and its expectations.

9 self-assessment of performance by the Educator or staff member.

1 two-way feedback between the Nominated Supervisor and Educator or staff member.
9 discussion of future opportunities within the position.

9 discussion on an action plan for further training.

1 feedback about how the appraisal process could be improved.

Training

The Director - Operations will ensure that funds are set aside for training and development
needs in the annual budget. Training will be provided on an equitable basis to all Educators
and staff and will include training about:

identifying, assessing and minimising risks

our policies, procedures, code of conduct, philosophy

compulsory training required by industry standards or legislation

pedagogy, the approved learning framework, the NQS, National Law and
Regulations

9 child protection and reporting obligations

= =4 =4 =4

Training may be delivered through:
1 mentoring by appropriate Educators/staff
9 in-house workshops run by an external trainer
1 external workshops, seminars etc.
9 formal TAFE, college of University courses
1 on-the-job training (e.g. through changes in role or through exchange of information
between Educators/staff)
Educator and management exchanges between services
provision of appropriate resources (books, movies, documentaries etc).

= =

Work, Health and Safety Issues

Bullying, Discrimination and Harassment

Discrimination occurs when someone is treated less favourably than others because they
have a particular characteristic or belong to a particular group of people, such as age, race
or gender. Harassment involves unwelcome behaviour that intimidates, offends or
humiliates a person because of a particular personal characteristic such as race, age,
gender, disability, religion or sexuality. It is possible for a person to be bullied, harassed and
discriminated against at the same time.

Various anti-discrimination, equal employment opportunity, workplace relations, and human
rights laws make it illegal to discriminate or harass a person in the workplace. Work Health
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and Safety laws include protections against discriminatory conduct for workers raising health
and safety concerns.

Bullying is repeated and unreasonable behaviour towards a worker or a group of workers.
Our service will not tolerate bullying in any form because it may have a detrimental effect on
the psychological, emotional and/or physical wellbeing, health and safety of our Educators
and staff. Amendments to the Fair Work Act 2009 make it illegal to bully a person in the
workplace from 1 January 2014.

Unreasonable behaviour includes actions that victimise, humiliate, intimidate or threaten and
may be intentional or unintentional. It can occur directly and by using information technology
such as email, texting and social media. While one incident of unreasonable behaviour is not
considered to be workplace bullying, it may escalate and it will not be ignored. Examples
include:

abusive, insulting or offensive language or comments.

unjustified criticism or complaints.

continuously and deliberately excluding someone from workplace activities.

withholding information that is vital for effective work performance.

setting unreasonable timelines or constantly changing deadlines.

setting tasks that are unreasonably beloworbeyond a personés skildl
denying access to information, supervision, consultation or resources that adversely
affects a worker.

spreading misinformation or malicious rumours.

changing work arrangements, such as rosters and leave, to deliberately inconvenience a
particular worker or workers.

w excessive scrutiny at work.

geegeeeee

€ €

Reasonable actions taken by the Approved Provider or Nominated Supervisor to direct or
control the way work is carried out is not bullying behaviour. Examples of reasonable
behaviour include:

setting reasonable performance goals, standards and deadlines.

rostering and allocating working hours where the requirements are reasonable.
transferring a worker for operational reasons.

deciding not to select a worker for promotion where a reasonable process is followed
and

documented.

informing a worker about unsatisfactory work performance when undertaken in
accordance

with any workplace policies or agreements such as performance management
guidelines.

informing a worker about inappropriate behaviour in an objective and confidential way.
implementing organisational changes or restructuring.

w termination of employment.

€ eeee

€ €

The Approved Provider or Nominated Supervisor will:

w ensure all Educators, staff, visitors and volunteers are aware of and comply with our
Code of Conduct.

w investigate and manage incidents of workplace bullying, harassment and discrimination
in accordance with our Grievance Guidelines.
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w consult with Educators, staff and volunteers during staff meetings when:

o identifying the risk of workplace bullying, harassment and discrimination.

0 making decisions about procedures to monitor and address workplace bullying,
harassment and discrimination.

o making decisions about information and training on workplace bullying, harassment
and discrimination.

0 proposing changes to the way work is performed or rosters managed as this may
give rise to the risk of workplace bullying, harassment and discrimination.

w provide appropriate information, instruction, training or supervision to Educators, staff,
visitors and volunteers to minimise the risks to their health and safety from workplace
bullying, harassment and discrimination.

w contact the Police if there are incidents of workplace bullying, harassment and
discrimination that involve physical assault or the threat of physical assault, or a visitor
engages in bullying behaviour, harassment and discrimination and refuses to leave the
Service.

Educators, staff, visitors and volunteers will:
w consider whether somethingtheydoor dondét do wi || adversely aff
safety of others
w comply with any reasonable instruction, policy and procedure given by the Approved
Provider or Nominated Supervisor in relation to workplace bullying, harassment and
discrimination.
w report all incidents of workplace bullying, harassment and discrimination using our
Grievance Guidelines.
w talk to the Approved Provider or Nominated Supervisor if they have any questions about
workplace bullying, harassment and discrimination.

Identifying Workplace Bullying, Harassment and Discrimination

The Approved Provider or Nominated Supervisor will minimise the risk of workplace bullying,

harassment and discrimination occurring by:

1. Identifying the risk of workplace bullying, harassment and discrimination

w talking to Educators, staff and volunteers (or conduct an anonymous survey) to find out if
bullying is occurring or if there are unreasonable behaviours or situations likely to
increase the risk of bullying, harassment and discrimination.

w monitoring patterns of absenteeism, sick leave, staff turnover, grievances, injury reports,
workers compensation claims and other such records to establish any regular patterns or
sudden unexplained changes.

w watching for any changes in workplace relationships between Educators, staff,
volunteers, visitors and/or managers

w seeking feedback on the professionalism of workplace behaviours in exit interviews and
from supervisors and where relevant families.

w monitoring issues raised by our health and safety representatives to the Director i
Operations. See Work Health and Safety Policy for more information.

2. Implementing measures to prevent and respond to workplace bullying,

harassment and discrimination
w implementing a Code of Conduct.
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w providing Educators, staff, volunteers and visitors with information about our bullying,
harassment and discrimination policy and relevant procedures at Educator meetings, via
email and by displaying anti-bullying posters.

w implementing grievance procedures which deal with bullying complaints in a confidential,
reliable and timely way (see Grievance Guidelines).

w implementing effective performance management processes.

w clearly defining jobs and seeking regular feedback from Educators and staff about their
role and
responsibilities.

w reviewing and monitoring workloads and staffing levels.

w including Educators and staff in decision making which affects their roles and
responsibilities.

w consulting with Educators as early as possible about any changes that affect their roles
and responsibilities.

w promoting and modelling positive leadership styles e.g. communicating effectively and
providing constructive feedback both formally and informally.

w organising relevant leadership training for managers and supervisors e.g. on
performance management.

w mentoring and supporting new and poor performing leaders, Educators or staff.

w facilitating teamwork and cooperation.

W ensuring supervisors act in a timely manner on any unreasonable behaviour.

3. Reviewing measures to prevent and respond to workplace bullying, harassment
and discrimination

The Director - People, Culture and Capability will implement a review of the bullying,

harassment and discrimination policy and procedures if there is an incident of workplace

bullying or when new or additional information about bullying becomes available or at the

scheduled review date. Information will be obtained from confidential surveys, exit interviews

and records of sick leave and workers compensation claims.

Training about Workplace Bullying, Harassment and Discrimination

The Director - People, Culture and Capability will organise relevant training, to ensure all
Educators, and volunteers can recognise workplace bullying, harassment and discrimination.
Training will cover:

our bullying, harassment and discrimination policy and procedures

measures used to prevent bullying, harassment and discrimination from occurring

how to report workplace bullying, harassment and discrimination

how bullying, harassment and discrimination reports will be responded to

where to go for more information and assistance.

egeegee

Employee Support

To ensure children are exposed to a safe and supportive environment at all times, the
Director - People, Culture and Capability will assist Educators who are adversely affected by
issues that happen at home or work to access appropriate support services. They may
include internal or external mentoring, medication, conflict resolution, coaching or training
and counselling services. Employees may also be offered flexibility in their working
arrangements where this can be accommodated to meet service needs.
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Stress Management Guidelines

If an Educator feels stressed in any way, they should:
1 approach the Nominated Supervisor and talk together to see if the situation can be
remedied in any way.
91 approach their team leader, the Approved Provider, or the Director - Operations if the
Educator feels unable to approach the Nominated Supervisor.
9 accept opportunities to have stress alleviated (including counselling if
recommended).
The Approved Provider or Nominated Supervisor will:
9 discuss the cause of the stress with the Educator or staff member and discuss viable
options to alleviate it.
refer Educator/staff member to counselling if required.
monitor and review the effectiveness of Educator stress management procedures.
monitor workloads to ensure Educator is not overloaded or overwhelmed.
monitor overtime hours and regular working hours to ensure Educator is not
overworked.
monitor holidays to ensure Educator is taking, or at least aware of, their entitlements.
ensure that bullying and harassment is not taking place.
1 be aware that Educators may be suffering personal stress e.g. a death in the family
or separation and offer additional support.
i raise any issues in a sensitive manner.
9 support an Educator or staff member on stress leave.
1 work with the Educator or staff member on stress leave to set up at return to work
plan.
1 monitor and discuss with the Educator /staff member their stress levels in the
workplace after they return to work.

= =4 =4 =4
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New and Returning Educators

Orientation

Before a new Educator commences their job the Nominated Supervisor and or the Director i
People, Culture and Capability will:

Nominated Supervisor Responsibility

1 Show them around the service, allow them to spend some time in their designated room,
introduce them to other Educators and staff, children and families.

1 Ensure they understand how to adequately supervise children at all times, including during
transitions and rest times.

1 Ensure they know where the First Aid Kit(s), emergency asthma kits, Epi-pens and
childrends medication, which Educators hold fir
asthma and anaphylaxis training.

9 Highlight all policies, procedures (including those in our Child Protection Policy and
Educator and Management Policy e.g. grievance procedures), our Code of Conduct and
the Service philosophy, and ensure they know where the Policy and Procedures Manual is
and how to access it at all times.
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1 Highlight relevant legislation including the Education and Care Services National Law and
Regulations, Child Protection, Work Health and Safety (WHS), Anti-Discrimination, Bullying
and Privacy and Confidentiality.

1 Ensure they are familiar with Work Health and Safety (OHS) principles and child protection
principles, particularly the procedures and safeguards that apply in the Service.

91 Clarify any questions.

Director T People, Culture and Capability Responsibility
1 Provide them with necessary documents via Employment Hero, in regard to taxation,
superannuation, contract of employment, position description and all necessary
CommunityOSH policies.
T Advise them about the Serviceds management stru
9 Ensure they know under which industrial award they are employed and how to access it.
91 Clarify any questions.

The Nominated Supervisor will meet with the new Educator at the end of their first week to
clarify any questions they may have or resolve any issues that may have arisen including any
training needs they have identified.

We use Employment Hero to ensure all steps of the induction process are covered.

Return from Extended Leave
The Approved Provider, Nominated Supervisor or relevant CommunityOSH Director will work
with both the Educator who has been on leave and Educators at the Service to ensure a
smooth return to work by:

9 encouraging the Educator to visit a few days before they return to work to reacquaint
themselves with the environment and take in any changes.
notifying the Educator of any policy changes.
notifying families of the Educatorés return.
offering training and development if necessary.
discussing any special conditions or considerations and drawing up an appropriate plan
to manage these.
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If the period is due to an iliness the Educator must produce a medical certificate stating, they
are fit to return to work.

Work Experience Students and Volunteers

The Service is happy to support Work Experience Students and Volunteers in their efforts to
become Early Childhood Professionals. They will be encouraged to obtain the qualifications
necessary to work with children under the National Quality Framework.

Work Experience Students and Volunteers MUST follow all policies and procedures at
the service.

Educators will:
I maintain open communication with Work Experience Students and Volunteers along with
their practicum teachers.

CommunityOSH Pty Ltd August 2020 Page 114



N

CommunityOSH

OUTSIDE SCHOOL HOURS - CARE WITH HEART

support all students and volunteers undertaking work experience during their placement.
pass relevant skills and knowledge onto each student and volunteer.

ensure all Educators are provided with relevant feedback about tasks that the student is
required to complete in the service as part of their practicum.

be aware of student and volunteer expectations.

have the time and capabilities to support each student and volunteer in their placement.

= =4 = =4 =9

Work Experience Students and Volunteers will:

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 Educators in the Service.
become familiar with families and children in the Service.

keep Educators aware of all written work requirements.
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METHOD:
The Nominated Supervisor or Approved Provider
Super vi sor pré-plawemera visg fer tha student or volunteer and inform those at
the Service when this will occur. Families will also be informed when Work Experience
Students and Volunteers are present at the service and about their role and hours they will
be spending at the Service.
During the visit the Supervisor will:

1 give the student or volunteer times/hours and dates of the placement.

9 give the student a student package.

1 take the student or volunteer on a tour of the Service.

1 introduce the student or volunteer to Educators and their Educator.

Work Experience Students and Volunteers will:

9 inform the Student Supervisor in writing of what will be expected of them by their
training body, University or School, or any other training organisation, and provide
time sheets and evaluation forms. If this has not happened during the pre-placement
visit it will occur on the Studentds first
work different shifts to gain knowledge of different aspects of Service operations.
bring in a photo and a short statement with:

0 name

o time they will be at the Service

o what it is they are studying.

1 discuss with the Student Supervisor any problems they may be experiencing.

=a =

The Educator will:
9 discuss progress of written work and performance with the student and volunteer.
9 discuss any issues raised by the student with the Student Supervisor.

Fail Procedure:
If Educators feel that the student is at risk of failing their practicum, the following steps will be
taken:

9 Educator will alert the Student Supervisor of any concerns with the student.
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1 Both the Student Supervisor and the Educator will discuss these issues with the
Student.

1 The Student Supervisor will arrange for the s t u d deadhdy ® visit the Service and
discuss issues that have arisen.

T The studentdéds educati onal institution wil!/ ul
practicum.

Termination of Practicum:

Termination of studentds placement wil/ occur if
harms or is at risk of harming a child in their care.

is under the influence of drugs or alcohol

has disregard for the Service and fails to notify the Service if unable to attend

is observed using repeated inappropriate behaviour at the Service.

does not comply with all policies and procedures addressed in the student package.

does not provide the photo with an introduction on commencement.

=A =4 =8 -8 -89

Sources

Education and Care Services National Regulations 2011

National Quality Standard

My Time Our Place

Occupational Health and Safety Act 2004

Fair Work Act 2009

Bryant, L. (2009). Managing a Child Care Service: A Hands-On Guide for Service
Providers. Sydney, Community Child Care Co-Operative.

Preventing and Responding to Workplace Bullying: Safe Work Australia Draft Code of

Practice
Anti-bullying jurisdiction: Fair Work Commission

Review

The policy and our code of conduct will be reviewed annually by:
1 Management
1 Employees
T Families
1 Interested Parties

Last reviewed: August 2020 Date for next review: August 2021

CommunityOSH Pty Ltd August 2020 Page 116



N

CommunityOSH

OUTSIDE SCHOOL HOURS - CARE WITH HEART

Emergency Management and Evacuation Policy

NQS

QA2 221 Supervision - At all times, reasonable precautions and adequate supervision ensure
children are protected from harm and hazard.
2.2.2 Incident and emergency management - Plans to effectively manage incidents and
emergencies are developed in consultation with relevant authorities, practised and
implemented.

QA6 | 6.2.3 Community engagement - The service builds relationships and engages with its local
community.

National Regulations

Regs 168(2)(e) Policies and procedures in relation to emergency and evacuation

97 Emergency and evacuation procedures
98 Telephone or other communication equipment

LO3 Children become strong in their social and emotional wellbeing.

Aim

In the event that the service needs to be evacuated, we aim to conduct this in a rehearsed,
timely, calm and safe manner to secure the safety of each person using the service. The
safety and wellbeing of each child, educator and person using the service is paramount
above any other consideration in the time of an emergency or evacuation. Any other
procedures will be carried out only if it is safe to do so.

Related Policies

Bushfire Policy

Emergency Service Contact Policy

Lockdown Policy

Incident, Injury and Trauma and lliness Policy
Administration of Authorised Medication Policy
Death of a Child Policy

Medical Conditions Policy
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Implementation

The Approved Provider or Nominated Supervisor is responsible for:

T

conducting a risk assessment to identify potential emergencies that could affect the
service and use this to prepare emergency and evacuation procedures. e.g. an
evacuation may be necessary in the event of a fire, chemical spill, bomb scare,
earthquake, siege, flood etc. (Optional template at Appendix C).

implementing measures to reduce the risk of injury during potential emergencies. For
example, storing heavy items on the floor or bottom shelves, ensuring hazardous
material is stored in a stable and secure way

developing and implementing an Emergency Management Plan based on all identified
risks and which includes appropriate responses including evacuation, lockdown, lockout
and shelter-in-place, and drill and training schedules. If appropriate, local emergency
services (e.g. fire, police, ambulance), local government, community leaders and other
relevant agencies will be consulted for advice about issues like evacuation routes,
assembly points and accessibility for adults or children with special needs.

Our Emergency Management Plan will be developed by the Approved Provider or
Nominated Supervisor and will include:

o0 Emergency contact details for people who have specific roles or responsibilities

o0 Contact details for the nominate Fire Warden at corporate Holiday Programs in multi-
level buildings

o0 Contact details for local emergency services

0 A description of how we will alert people to an emergency e.g. siren/bell

o0 Evacuation procedures (see Appendix A)

o How we will assist any child or person with special needs

0 An evacuation diagram based on the floor plans of the principal office or venue
showing the location of fire equipment, emergency exits and assembly points

0 Processes to ensure staff are trained in our emergency procedures

0 Processes we will follow after an incident

o Procedures we will follow to test the Plan and familiarise children and staff with the
Plan.

The Evacuation Diagram will include:

an A3 size diagram of the floor or area

a title e.g. Evacuation Plan

the AYou are hereodo | ocation

designated exits in green

communication equipment and where installed in red

hose reels, hydrants, extinguishers in red.

designated shelter-in-place location and assembly area.

date plan validated.

location of assembly areas

a legend

O OO O oo o o oo
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o0 Ensuring relevant information from the Emergency Management Plan is displayed
prominently at our principal office and at each venue to ensure it can be easily
identified and is accessible to all Educators, staff, visitors, volunteers and families.
Relevant information includes:

o0 Emergency service telephone numbers which will be displayed near telephones and
service exits

evacuation procedures and diagrams which will be displayed near each exit

Fire Warden contact details for services located in multi-level building
Establishing an Incident Management Team (IMT)

Ensuring that visitors and relief staff are aware of the emergency response procedures
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Implementing the Emergency Management Plan including:

o Disseminating information about the Plan and the procedures relating to
emergency management and evacuation to staff, children, visitors and families.
Families will receive written naotification from the service. We will use informal games
and discussions to familiarise children with our evacuation and emergency
procedures as well as regular rehearsals

0 Scheduling training for the IMT and all educators, staff and volunteers e.g. how to
use fire extinguishers, fire blankets and other emergency equipment. Training may
include evacuation drills, identifying assembly points and the location of emergency
equipment, first aid arrangements and how to turn off the electricity and gas supplies.
All new educators and staff will receive training during their induction and refresher
training for all educators and staff will take place at least annually.

0 Testing the Plan every quarter
0 Reviewing the Plan annually
1 Keeping records of all emergencies

1 Keeping records of meetings and emergency drills.

Communication during Emergency

The Nominated Supervisor will ensure there is access to reliable communication channels in
the event of an emergency by maintaining access to a telephone (such as fixed-line
telephone, maobile phone, satellite phone, 2-way radio, video conferencing equipment) at all
times.

The mobile phone is available at each service. If there is a complete loss of electricity and
the telephones are not available, a mobile phone will be available and ready to use at all
times to ensure educators can make emergency contact.

The Nominated Supervisor will listen to local radio stations (e.g. local ABC station) during
emergencies to access current information about the situation.
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Emergency Communication Plan

The Nominated Supervisor will regularly remind families via conversations, email and
newsletters that the Service maintains a Register of emergency telephone numbers for
families and we must have current contact information. The Register is located in the
following location at each service.

Emergency Kit
The Nominated Supervisor will ensure an Emergency Kit includes:

current emergency contact details for each child
employee and next of kin contact details

emergency service telephone numbers (see sa.gov.au)
working torch and spare batteries

fully stocked first aid kit

administration of medication records and medical management plans
mobile phone and charger

drinking water

gloves

smoke mask/goggles

whistle

pen and paper

insurance policy

alcohol based hand sanitiser

sunscreen

insect repellent

R N I I B B I |

The Nominated Supervisor will ensure the Kit contains a list of items that must be added at
the last minute in an emergency. ltems will include:

9 attendance registers for children, staff and volunteers
I medications for staff and children

The Nominated Supervisor will diarise to replace batteries, food, water, sunscreen and
insect repellent every 12 months if necessary.

Emergency and Evacuation Procedures and Drills

The service will add to each childds sense of s
educators and staff are familiar with our emergency evacuation procedures, by conducting
rehearsal evacuation drills every three months. The Nominated Supervisor will develop a
schedule for conducting drills for the different types of emergencies identified in the
Emergency Management Plan. The drills will:
9 take place at various times of the day and week (rather than always on a Tuesday at 10
am for example) to ensure all children and staff members get the opportunity to
rehearse. All persons present at the service during the evacuation drill must participate
1 be documented and assessed against specific outcomes using the Checklist at Appendix
B. We will appoint an observer to evaluate our drills using the checklist at Appendix B
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1 be immediately followed by a debriefing session if possible to identify any improvements
that may be made. Any training needs will be identified and action taken to implement
the relevant training.

Sources

Education and Care Services National Regulations 2011
National Quality Standard

Occupational Health and Safety Act 2004

Emergency Management Act 1986

Fact Sheet Emergency Plans i Safe Work Australia

Guide to Developing an Emergency Management Plan VIC

Review

The policy will be reviewed annually or when there are changes to the service which may
affect the EMP such as renovations or changes to the number of staff or children. The
review will be conducted by:

Management
Employees
Families

Corporate Holiday Program representative

= == =4 =4 -2

Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Appendix A
Emergency Procedures

Evacuation procedures: on-site and offsite

| f it is unsafe for children, Educators and vi si
service will be evacuated. The Approved Provider or Nominated Supervisor will take charge

and activate the emergency evacuation procedures (or activate the Incident Management

Team) by.

1 sounding the alarm. Any Educators on breaks will return to their group of children to
assist with the evacuation.

{1 Calling 000.

T I'nforming emergency services of the nature of
in the building 0 ) .

1 Determining which on-site or off-site evacuation assembly point will be used.

1 evacuating staff, children and visitors out of the building in accordance with the
evacuation plan, checking toilet, kitchen, playrooms and cot rooms to the assembly
area.

f Taking the childrenbds attendance | ist (sign i
Emergency Kit/First Aid kit.

9 liaising with Educators to ensure all children, staff and visitors are accounted for once
at assembly area. Educators will ensure children in their groups are accounted for.

9 Supervising and reassuring children assisted by Educators.

1 Waiting for emergency services to arrive or provide further information.

Lockdown procedures

Refer Lockdown Policy

Lockout Procedure

The following lockout procedure will be used when an internal immediate danger is identified
and it is determined that children should be excluded from buildings for their safety. The
Approved Provider or Nominated Supervisor (or the Incident Management Team):

9 Activates lockout procedures.
1 Announces lockout with instructions about what is required. Instructions may include
nominating staff to:
o lock doors to prevent entry
0 check the premises for anyone left inside
0 obtain Emergency Kit.
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1 Contacts emergency services on 000.
9 Goes to the designated assembly area.
9 Checks that children, staff and visitors are all accounted for.

Actions after lockout

1 Determine if there is any specific information staff, children, parents and visitors need
to know (e.g. areas of the facility to avoid).

Ensure any children, staff or visitors with medical or other needs are supported.
Follow up with any children, staff or visitors who need support.

Prepare and maintain records and documentation.

Undertake operational debrief to review the lockout and procedural changes that may
be required.

Notify the Regulatory Authority of incident as set out in our Incident, Injury, Trauma
and lliness Palicy.

= = =4 = =4

Shelter-in-place procedures

The following shelter-in-place procedure will be considered when an event takes place

outside of the childrends service acouwtseefmer gency
action is to keep children and staff inside a de
the external event is handled.

If a shelter-in-place action is determined the Approved Provider or Nominated Supervisor (or
the Incident Management Team):

activates shelter-in-place procedures.

Moves all children, staff and visitors to the pre-determined shelter-in-place area.
Obtains emergency Kkit.

Notifies parents/families if the shelter-in-place is going to extend beyond the services
hours of operation.

1 Notifies the Regulatory Authority of incident as set out in our Incident, Injury, Trauma
and lliness Policy.

= =4 =4 =4

Emergency response procedures (specific emergencies)

FIRE

All Educators will remain calm and report the outbreak of fire immediately to the Approved
Provider or Nominated Supervisor who will:

activate the fire alarm.

Phone 000 to notify the fire brigade.

Extinguish the fire (if safe to do so).

Implement evacuation procedures if threat exists and close all doors and windows.
Check that all areas have been cleared.

Check children, staff and visitors are accounted for.

Notify the Regulatory Authority of incident as set out in our Incident, Injury, Trauma
and lliness Policy.

= =4 =8 =8 -8 -89
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BUSHFIRES/GRASS FIRES
Refer Bushfire Policy

SEVERE WEATHER /STORMS AND FLOODING
The Approved Provider or Nominated Supervisor will direct Educators and staff to:

1 Store or secure loose items external to the building, such as outdoor furniture.

1 Secure windows (close curtains & blinds) and external doors. If necessary, tape windows
and glass entrances. Utilise boards and sandbags if required.

9 Protect valuables and disconnect electrical equipment i cover and/or move this
equipment away from windows.

1 (During a severe storm) remain in the building and ensure they and children keep away

from windows. Restrict the use of telephone landlines to emergency calls only.

Tune in to ABC radio if possible to follow any emergency instructions.

Report to the Approved Provider or Nominated Supervisor regarding the status of

children,andv i s i safety. 6 s
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After the storm passes, the Approved Provider or Nominated Supervisor will evaluate the
need to evacuate if uncontrolled fires, gas leaks, or structural damage has occurred as a
result of the storm.

PANDEMIC
The Approved Provider or Nominated Supervisor will:

Ensure basic hygiene measures are in place including the display of hygiene information.
Provide convenient access to water and liquid soap and/or alcohol-based sanitiser.
Educate staff and children about covering their cough to prevent the spread of germs.
Stay alert and follow any instructions issued by Health authorities.

Be prepared for multiple waves.

Notify the Regulatory Authority of incident as set out in our Incident, Injury, Trauma and
lliness Policy.
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BOMB/CHEMICAL THREAT
The Approved Provider or Nominated Supervisor will implement the following procedures:

1 If a bomb/chemical threat is received by telephone:
0 stay calm
0 do not hang up
o refer to the bomb threat checklist.

9 If a bomb/chemical threat is received by mail:
o avoid handling of the letter or envelope
0 place the letter in a clear bag or sleeve
o inform the Police immediately.

T I f a bomb/ chemical threat i s received el ectron
0 do not delete the message
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0 contact police immediately.

Ensure doors are left open.

Do not touch any suspicious objects found.

If a suspicious object is found or if the threat specifically identified a given area, then
evacuation may be considered.

1 Notify the Regulatory Authority of incident as set out in our Incident, Injury, Trauma and
lliness Policy.

= =4 =4
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Bomb/substance Threat Checklist

Checklist should be held by the Educator regularly who accepts incoming phone calls

KEEP CALM
Name Date/Time:
Telephone # Duration of call
Signature Number of

Complete the following for a BOMB THREAT

When is the bomb going to explode?

Where did you put the bomb?

What does the bomb look like?

What kind of bomb is it?

What will make the bomb explode?

Did you place the bomb?

What is your name?

Where are you going?

What is your address?

Complete the following for a SUBSTANCE THREAT

%

When will the substance be released?

Where is it?

What does it look like?

When did you put it there?

How will the substance be released?

Is the substance a liquid, powder or
gas?

Did you put it there?

Sex of caller

Estimated age

Accent if any

Speech impediments

Voice (loud, soft, etc)

Speech (fast, slow etc)

Dictation (clear, muffled, etc)

Manner (calm, emotional, etc)

Did you recognise the voice?

If so, who do you think it was?

Was the caller familiar with the area?
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[ ] Abusive

[] Taped

[ 1 Well Spoken

[] Irrational

[ 1 Incoherent

[ ] Message read
by caller

[ ] Other (Specify)

REPORT CALL TO:

[ ] Music

CommunityOSH
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[] Local call

[ 1 Machinery

[ ] Long Distance

Call

[ ] Aircraft

[ ] Other (specify)

ACTIONS:
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MAJOR EXTERNAL EMISSIONS/SPILL (includes gas leaks)
The Approved Provider or Nominated Supervisor will:

9 Call the Fire Brigade on 000.

1 Turn off gas supply.

T I f itds a gas |l eak onsite, nfoundohthe t he gas pr ¢
emergency humbers and key contacts page).

1 Implement evacuation procedures.

T Check staff, children and visitors are accounted for.

T Awai t 6all clear6é or further advice before r¢
activities.

1 Notify the Regulatory Authority of incident as set out in our Incident, Injury, Trauma
and lliness Policy.
1 Notify WorkSafe ACT if required.

INTERNALEMI SSI ON/ SPI'LL (e.g. cleanerds storer oc
The Approved Provider or Nominated Supervisor will:

Move staff/children away from the spill to a safe area.

If safe to do so, direct staff to clean the spill. Personal Protective Equipment should

be worn as per the requirements of the Material Safety Data Sheet.

1 Contact the Fire Brigade if the nature of the emission/spill is unknown or it is unsafe
to manage.

1 Notify WorkSafe ACT if required.

1
1

EARTHQUAKE

1 Donot pani c.
If outside

The Approved Provider or Nominated Supervisor will instruct staff and children to:

i Stay outside and move away from buildings, streetlights and utility wires.
1 DROP, COVER and HOLD
o DROP to the ground
0 Take COVER by covering their head and neck with your arms and hands
0 HOLD on until the shaking stops.
If inside

The Approved Provider or Nominated Supervisor will instruct staff and children to:

1 Move away from windows, heavy objects, shelves etc.
1 DROP, COVER and HOLD
o DROP to the ground
0 Take COVER by getting under a sturdy table or other piece of furniture or go
into the corner of the building covering their faces and head in their arms
0 HOLD on until the shaking stops.

After the earthquake the Approved Provider or Nominated Supervisor will:
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Evaluate the need to evacuate if there are uncontrolled fires, gas leaks or structural
damage to the building.

Instruct Educators, staff and children to watch out for fallen trees, power lines, and
stay clear of any structures that may collapse.

Ask Educators and staff about the status of staff, children and visitor safety.
Arrange medical assistance where required.

Instruct Educators and staff to help others if possible.

Tune in to ABC radio if possible to follow any emergency instructions.

If there is damage to the facility and it is OK to do so, you may take notes and photographs
for insurance purposes.

MEDICAL EMERGENCY

=A = = =4 =8 -4 =9

Check for any threatening situation and remove or control it (if safe to do so).
Remain with the casualty and provide appropriate support.
Notify First Aid Officer and the Approved Provider or Nominated Supervisor.

Notify the ambulance by dialling 60006.

The Approved Provider or Nominated Supervisor will designate someone to meet
and direct the ambulance to the location of the casualty.

Do not leave the casualty alone unless emergency help arrives.

Do not move the casualty unless exposed to a life-threatening situation.

Refer AAdministration of Fi r sandllkessRolicy. n

INTRUDER/PERSONAL THREAT

T
1
1

Notify the Approved Provider or Nominated Supervisor who will request assistance
from the police by dialling 60006.

Do not do or say anything to the person to encourage irrational behaviour.

Initiate action to restrict entry to the building if possible and confine or isolate the
threat from building occupants.

The Approved Provider or Nominated Supervisor will determine if evacuation or
lockdown is required. Evacuation only should be considered if safe to do so.
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Appendix B

Emergency Drill/ Exercise 60Observerd

Were emergency services briefed on exercise prior to exercise being started?

CARE WITH HEART

Did the person discovering the emergency alert the other occupants?

Was the alarm activated?

Was the emergency service notified promptly?

Did staff direct persons from the building/site per the evacuation procedures?

Were isolated areas searched?

Was the evacuation logical and methodical?

Did someone take charge? If yes, who?

Did occupants act as per instructions?

Was a roll call conducted for?

Children

Staff

Visitors (including contractors and volunteers)

Was someone appointed to liaise with the emergency service/s?

Was someone appointed to liaise with the parents/community?

Was the emergency service given the correct information?

Did anyonere-ent er t he premises before the

Did anyone refuse to leave the building/site?

Area of Emergency plan tested by current exercise:
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Appendix C

Risk assessment template for emergencies

This is an example taken from the Victorian Guide to Developing an Emergency
Management Plan - refer for further information and written example

1. 2. 3. Current control 4. Risk 6. Revise
Identifi Descrip measures Rating | ° Treatments to d Risk
ed tion of implemented at our be Implemented Rating
Hazard Risk early childhood after
service implem
enting
Treatm
ents
o B c A B c
o | e | T s | el || B
Only include in this
column those
controls that have
actually been
Only include in your implemented in
EMP those hazards your childhood Measures to be
that are applicable to service. taken by our
your childhood service childhood service
The examples provided | If you choose to use f,gdelﬂlg]elinrﬁteag[ of
below are not intended any of the examples the risk P
to be exhaustive. below, make sure
the wording
describes the
situation in your
workplace.
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Emergency Service Contact Policy

NQS

QAZ 233 Plans to effectively manage incidents and emergencies are developed in consultation with
relevant authorities, practised and implemented.

National Regulations

Reg 97 Emergency and evacuation procedures

98 Telephone or other communication equipment

My Time, Our Place

LO3 | Children become strong in their social and emotional wellbeing.

Aim

In the event that the service needs to be evacuated, we aim to conduct this in a rehearsed,
timely, calm and safe manner to secure the safety of each person using the service. The
safety and wellbeing of each child, Educator and person using the service is paramount
above any other consideration in the time of an emergency or evacuation. Any other
procedures will be carried out only if it is safe to do so.

An evacuation may be necessary in the event of a fire, chemical spill, bomb scare,
earthquake, siege, flood etc.

Related Policies

Emergency Management and Evacuation Policy
Lockdown Policy

Incident, Injury and Trauma and lliness Policy
Administration of Authorised Medication Policy
Death of a Child Policy

Medical Conditions Policy
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Implementation

000

When you call Triple Zero (000)

1 Do you want Police, Fire or Ambulance?

= W W 1 Stay calm, don't shout, speak slowly and clearly
EMERGENCY

i< # T Tellus exactly where to come. Give an address or location.
F— - If you are deaf or have a speech or hearing impairment call 106
LT .

sssses 1 Thisis a Text Emergency Call, not SMS

BE@E®SE

1 0 6 1  You can call from teletypewriters

TEEMYW. 1  Tell us which service you need and where to come

ST 9

How to call Triple Zero (000)

T
1

Stay focused, stay relevant, stay on the line

The Triple Zero (000) service is the quickest way to get the right emergency service
to help you. You can contact Police, Fire or Ambulance in life threatening or
emergency situations.

Assess the situation

1 Is someone seriously injured or in need of urgent medical help?
9 Is your life or property being threatened?

1 Have you just witnessed a serious accident or crime?

9 If you answered YES call Triple Zero (000).

Make your call

T

=A = =4 =4

Stay calm and call Triple Zero from a safe place

When your call is answered you will be asked if you need Police, Fire or Ambulance
If requested by the operator, state your town and location

Your call will be directed to the service you asked for

When connected to the emergency service, stay on the line, speak clearly and
answer the questions

Do not hang up until the operator tells you to do so.
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Providing location information

1
1

You will be asked where you are
Try to provide street number, street name, nearest cross street and the area

In rural areas give the full address and distances from landmarks and roads as well
as the property name

If calling from a mobile or satellite phone, the operator may ask you for other location
information

If you make a call while travelling, state the direction you are travelling and the last
motorway exit or town you passed.

Instructions from the operator

T

The operator may ask you to wait at a pre-arranged meeting point to assist
emergency services to locate the incident

Other languages and text-based services

T

People with a speech or hearing impairment can use the One Zero Six (106) text-
based service

If you can't speak English you can call Triple Zero (000) from a fixed line and ask for
'Police’, 'Fire', or '"Ambulance’. Once connected you need to stay on the line and a
translator will be organised

Further information in several community languages can be found on the Emergency
information in other languages page.

Other things you can do

1 Keep the Triple Zero (000) number beside telephones
1 Teach children and visitors that the emergency number to call in Australia is Triple
Zero (000)
9 Teach children when and how to use Triple Zero (000).
Sources

Education and Care Services National Regulations 2011
National Quality Standard

Emergency Management Australia www.em.gov.au

My Time, Our Place Framework for School Age Care

Review

The policy will be reviewed annually.
The review will be conducted by:

1 Management

1 Employees

1 Families
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1 Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Enrolment Policy

NQS

QA2 212

QA6  6.1.1

Health practices and procedures - Effective illness and injury management and hygiene
practices are promoted and implemented.

Engagement with the service - Families are supported from enrolment to be involved in the
service and contribute to service decisions.

National Regulations

Regs 77
78
79
80

88
90
91
92
93
96
97
99
100
101
102
157
160
161
162
168
173
177
181
183

Health, hygiene and safe food practices
Food and beverages

Service providing food and beverages
Weekly menu

Infectious diseases

Medical conditions policy

Medical Conditions Policy to be Provided to Parents

Medication record

Administration of medication

Self-administration of medication

Emergency and evacuation procedures

Children leaving the education and care service premises

Risk assessment must be conducted before excursion

Conduct of risk assessment for excursion

Authorisation for excursions

Access for parents

Child enrolment records to be kept by approved provider and family day care educator
Authorisations to be kept in enrolment record

Health information to be kept in enrolment record

Education and care service must have policies and procedures

Prescribed information is to be displayed

Prescribed enrolment and other documents to be kept by approved provider
Confidentiality of records kept by approved provider

Storage of records and other documents

CommunityOSH Pty Ltd August 2020 Page 136



AR

CommunityOSH

QUTSIDE SCHOOL HOURS - CARE WITH HEART

My Time, Our Place

LO1 Children feel safe, secure, and supported

Aim

To ensure that each childés enrol ment is compl et
Additionally, we aim to ensure that each child and family receives an enrolment and

orientation process that meets their needs, allowing the family and child to feel safe and

secure in the level of care that we provide.

Related Policies

Additional Needs Policy

Administration of Authorised Medication Policy
Child Protection Policy

Excursion Policy

Food, Nutrition and Beverage Policy

Health, Hygiene and Safe Food Policy

HIV AIDS Policy

Immunisation and Disease Prevention Policy
Infectious Diseases Policy

Medical Conditions Policy

Orientation for Children Policy

Privacy and Confidentiality Policy

Record Keeping and Retention Policy
Relationships with Children Policy

Rest, Relaxation and Clothing Policy
Unenrolled Children Policy

Who is affected by this policy?

M Children
1 Families
9 Educators

Implementation

CommunityOSH accepts enrolments of children who attend primary school and up to year 7.
Enrolments will be accepted providing:

1 The maximum daily attendance does not exceed the approved number of places of the
service.

i Child-educator ratios are maintained across the service.
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1 A vacancy is available. (Please see Priority of Access Guidelines below.)
Priority of Access Guidelines:

Children who are enrolled at the service or whose families are seeking a place at the service
will be given Priority of Access in accordance with the guidelines that have been established
by the Federal Government.

Below are the Priority of Access levels which the Service must follow when filling vacancies.
1. A child at risk of serious abuse of neglect.

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

3. Any other child.
Within these three categories priority is also given to the following children:
9 Children in Aboriginal and Torres Strait Islander families.
9 Children in families which include a disabled person.
9 Children in families on low income
9 Children in families from culturally and linguistically diverse backgrounds.
9 Children in socially isolated families.
9 Children of single parents/guardian.

Upon enrolment families will be notified of their priority and advised that if the service has no
vacancies and their chil dés jtyobAcdess Guidelines,ita
may be required that their child leave or reduce their days in order to make a place for a
higher priority child.

Outside school hours care is primarily for school children.
Enrolment:

When a family has indicated their interest in enrolling their child in our service, the following
will occur:

9 A tour of our service. During this tour, the educator conducting the tour will give the
family information about the service including, but not limited to, programming methods,
meals, incursions, excursions, inclusion, fees, policies, procedures, our status as a Sun
Smart service, regulations for our state and the licensing and assessment process,
signing in and out procedure, the National Quality Framework, educator qualifications,
introduction of educators and educator and parent communication. Families are also
invited to ask any questions they may have.
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1 Families are given a copy of the Parent Handbook to read and are invited to ask
guestions.

9 Discussions are held between office staff and families regarding availability of days, a
start date and tailoring an orientation process to suit the needs of the family and child.
Families are informed of the Priority of Access Policy, and have their position assessed
as to how they place within this system. Any matters that are sensitive of nature, such as
di scussing a childés medical needs, Cour't Or d
will be discussed privately with the Nominated Supervisor or Program Manager. We
request that parents begin to fill out enrolment forms at that time and discuss their child
with us so we can accommodate their needs in the service from the first day they start
with us. Should a child use English as a second language, or speak another language at
home, we request that families provide us with some key words in the languages the
child speaks at this time so that educators can learn the words.

9 Families can claim Child Care Subsidy online by signing into their Centrelink online
account through my Gov and completing a Child Care Subsidy claim. If eligible, the
Subsidy wild/l be paid directly to the service
owed. This can only occur after our service e
and families confirm their enrolment information through their MyGov account. Until
Child Care Subsidy details are available, families will need to pay full fees.

9 As per our Orientation for Children Policy, families will be invited to bring their child into
the service at the time the program is open, so the child and family can familiarise
themselves with the environment.

9 Before the child begins their first day with us, the service must have all required
documentation for the child. The child will not be accepted into the service without this
being completed.

On the childés first day:
9 The child and their family are welcomed.

1 The Nominated Supervisor will ensure all details are finalised and complete and sign the
Enrolment Checkilist.

Ot her i nformation about gludes:serviceds enrol ment

1 We will try and accommodate families so that children from the same family can attend
our service. This will be carried out in line with our obligations under the Priority of
Access Policy.

1 We encourage all families to consider immunising their children. Please see our
Immunisation Policy for further information.

T Enrol ment of educatorodés children at the servi

9 In accordance with the National Law and Regulations, our educators will support each
child to manage their own behaviour, respond appropriately to the behaviour of other
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children and communicate effectively to resolve conflicts. We will also work with each

childdés family to support any sotial diffcultiesn wi t h
However, a childbés enrol ment at our serviece
supervisor decides the chil doés bwelhhangofanyr t hr ea

other child at the service.
Information and Authorisations to be kept in the Enrolment Record

Our Record Keeping and Retention Policy outlines the information and authorisations that
we will include in all child enrolment records.

Sources

Public Health and Wellbeing Act 2008

The Child Wellbeing and Safety Act 2005

Children, Youth and Families Act 2005

Occupational Health & Safety Act 2004

Occupational Health & Safety Regulations 2007
Education and Care Services National Regulations 2011
National Quality Standard

A New Tax System (Family Assistance) Act 1999

My Time, Our Place Framework for School Age Care

Review

The policy will be reviewed annually by:
T Management
1 Employees
1 Families
1 Interested Parties

Reviewed: August 2020 Date for next review: August 2021
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Environmental Sustainability Policy

NQS

QA3  33. The service takes an active role in caring for its environment and contributes to a
sustainable future.
331 Sustainable practices are embedded in service operations
332 Children are supported to become environmentally responsible and show respect for the

environment.

QA6  6.1.2 Families have opportunities to be involved in the service and to contribute to service
decisions.
6.3 The service collaborates with other organisations and service providers to enhance
childrends welbeing.ni ng and
6.3.1 Links with relevant community and support agencies are established and maintained
6.3.4 The service builds relationships and engages with their local community.

My Time, Our Place

LO2 Children become socially responsible and show respect for the environment

Alm
Our service aims to help children learn about and implement sustainable practices and foster
respect and care for the living and non-living environment.

Implementation

Children develop positive attitudes and values about sustainable practices by engaging in
learning experiences, joining in discussions that explore solutions to environmental issues,
and watching a d u Imbdel ustainable practices. Children learn to live interdependently
with the environment.

Environmental Sustainability and our Curriculum

9 Our Educators will promote a holistic, open ended curriculum which explores ideas and
practices for environmental sustainability and helps children understand the
interdependence between people and the environment by:
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0 connecting children to nature through art and play and allowing children to
experience the natural environment through natural materials like wood, stone
sand and recycled materials, plants including native vegetation, trickle streams or
ponds, nesting boxes, a potting bench with gardening tools and watering cans.

0 developing education programs for water conservation, energy efficiency and

waste reduction.

celebrati ng c hintaldkrmowledgesandsustainableactimtes.

0 involving children in nature walks, education about plants and gardening and
growing plants and flowers from seed.

0 engaging children in learning about the food cycle by growing, harvesting, and
cooking food for our service kitchen.

0 using resource kits and information on environmental issues from the Better
Business Partnership or resources targeted at early childhood services such as
AThe Little Green Stepsod Resource kits on V

o enlisting the help of groups with expertise in environmental issues, for example
bush care groups, wildlife rescue groups, Clean Up Australia, to deliver elements
of our sustainability program

0 acknowledging and celebrating environmental awareness events like Clean Up
Australia Day and Walk to School Day.

(@)

The Role of Educators

1 Our Educators will model sustainable practices by embedding sustainability into all
aspects of the daily running of our service operations including:
o recycling materials for curriculum and learning activities
minimising waste and effectively using service resources
turning off equipment and lights when not in use
using the least hazardous cleaning substance appropriate for the situation, for
example, ordinary detergent for cleaning dirt from tables and other surfaces.
composting
maintaining a worm farm
maintaining a no dig vegetable/herb garden
incorporating water wise strategies such as drip irrigation and ensuring taps are
turned off and leaks fixed.
using food that we have grown in meals on our weekly menu
o0 implementing environmentally friendly pest management

O OO

o O oo

o

Partnerships with Families and the Community

9 Our Educators will facilitate collaborative partnerships with local community groups,
government agencies and private companiestoenhance and support child
about sustainable practices. We will share their brochures and fact sheets on sustainable
practices like recycling, saving water and power and green cleaning with our children
and their families. Families will be encouraged to participate in decision making and
information sharing about environmental sustainability through our newsletters, parent
input forms, wall displays, meetings.
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The NSW Early Childhood Environmental Education Network has resources which may

assist Early Childhood Services to identify and work towards an Environmentally Sustainable
Service. The Networkoés website also has | inks t
agencies that provide information on sustainable practices at

http://www.eceen.org.au/links.htm

Source

National Quality Standard

My Time Our Place

Climbing the little green steps 2007: Gosford and Wyong Councils
Environmental Education in Early Childhood (Victoria) Inc

NSW Early Childhood Environmental Education Network

Review
The policy will be reviewed annually.
The review will be conducted by:

T Management

1 Employees
1 Families
1

Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Epilepsy Policy

NQS

QA2 21.1 Each childés health needs are supported.

214 Steps are taken to control the spread of infectious diseases and to manage injuries and
illness, in accordance with recognised guidelines.
2.3.2 Every reasonable precaution is taken to protect children from harm and any hazard likely to

cause injury.

National Regulations

Regs | 90 Medical conditions policy
91 Medical conditions policy to be provided to parents
92 Medication record
93 Administration of medication
94 Exception to authorisation requirementd anaphylaxis or asthma emergency
95 Procedure for administration of medication
96 Self-administration of medication

My Time, Our Place

LO3 Children are happy, healthy, safe and connected to others.
Children negotiate environments to ensure the safety and wellbeing of themselves and others

Educators engage children in experiences, conversations and routines that promote safety, healthy
lifestyles and nutrition.

Educators adjust transition and routines to ta

Alm

Our service and Educators welcome children with epilepsy. We ensure the safety and
wellbeing of all children and will adopt inclusive practices to cater for the additional
requirements of children with epilepsy in a respectful and confidential manner.

Related Policies

Additional Needs Policy

Administration of Authorised Medication Policy
Continuity of Education and Care Policy
Emergency Service Contact Policy

Enrolment Policy

Medical Conditions Policy

Privacy and Confidentiality Policy
Relationships with Children Policy
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Implementation

Our service will ensure all Educators are aware of the enrolment of a child with epilepsy and
have an understanding of the condition and the additional requirements of the individual
child.

Epilepsy and Learning

Epilepsy refers to recurrent seizures where there is a disruption of normal electrical activity
in the brain that can cause disturbance of consciousness and/or body movements.

The effects of epilepsy can vary. Some children will suffer no adverse effects while epilepsy
may impact others by affecting, for example, their comprehension, expressive language,
visual perception, concentration and memory. Some children with epilepsy may have
absence seizures where they are briefly unconscious. Our Educators will ensure they go
over any learning or activity a child may have missed during a seizure.

The level of expectation for each child has a significant influence on performance. Our
Educators will facilitate a positive environment of encouragement, stimulation and
reassurance.

Behaviour Support

Our Edwucators will ensure that any routine manag
administration of any medication, occurs with minimal disruption to their education and care.

As for all children, behaviour expectations for children with epilepsy should be consistent
and predictable, and sufficiently flexible to accommodate periods of stress and any
emotional difficulties a child with epilepsy may be experiencing.

Our Educators will nurture the self-esteem of all children, including those with epilepsy, and
create a positive environment of inclusiveness and acceptance for all children.

Information Sharing: Confidentiality and privacy

Our service will adhere to privacy and confidentiality principles when dealing with each
childdébs health and safety needs.

The sharing of information, including the amount and type of information, will be assessed

and negotiated for each child with epilepsy. Educators need information about routine and
predictable emergency care because it affects th
and their safety. Information exchange between the family, health professionals and the

service are also essential to support the child emotional health and enhance their peer

support. Young children, for example often enjoy sharing the news and their experiences of

living with epilepsy with their classmates. This should be discussed with parents so that they

can support their child in this process.

CommunityOSH Pty Ltd August 2020 Page 145



AR

CommunityOSH

QUTSIDE SCHOOL HOURS - CARE WITH HEART

Medical Management Plan

Children with epilepsy will have a Medical Management Plan provided by their doctor and /or
parents. This Plan should include information about:

the type of seizures the child has

their severity and timing

whether there are any warning signs before a seizure

any first aid requirements in addition to standard first aid

known triggers

emotional needs of the child

the level of participation, supervision and protection required for the child during

activities, whetherthechid 6s saf ety may be compromised durinr

=4 =8 =4 =4 =8 4 =4

Medical Conditions Risk Minimisation Plan

Our service will prepare a Medical Conditions Risk Minimisation Plan outlining procedure we
willimplementt o mi ni mi se the incidence and effect of a
the childds known triggers and where relevant ot
epileptic seizure. These include:

missing medication for non-epileptic conditions

suddenly stopping anti-convulsant medication or missing a dose

infection or illness, especially if associated with a temperature

lack of sleep

extreme emotions, such as excitement about an excursion, stress or boredom
hyperventilation/over-breathing

head injury

flickering lights (computers are not usually a problem)d only with certain kinds of
epilepsy

missing meals

dehydration

significant changes in temperature or extreme temperatures, e.g. on a hot day sitting on
the sunny side of a bus with no air conditioning.

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

= =4 =4

Our service will encourage children with epilepsy to participate in all activities at our service

unl ess any are specifically excluded by the chil
social acceptance are important to all children. The Risk Minimisation Plan will cover

whether any adjustments need to be made to an activity to ensure the child can participate.

These may include the child wearing protective gear and providing increased supervision of

the activity.

First Aid

Our service will ensure our qualified first aid Educator maintains up to date training in
epilepsy, and where required, training in the administration of epileptic medication. If a child
is having an epileptic seizure, our first aid trained Educator will:

91 Protect the child from injury

1 Not restrain the child or put anything in their mouth

1 Genitly roll them on to the side in the recovery position as soon as possible (not required
if, for example, child is safe in a wheelchair safe and airway is clear)
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1 Monitor the airway.
9 Call an ambulance if necessary. This may include when:

O O O Oo0OOo0o

a seizure continues for more than three minutes

another seizure quickly follows the first

it is the childés first seizure
the child is having more seizures than is usual for them

certain medication has been administered

they suspect breathing difficulty or injury

complete the Incident, Injury, lllness and Trauma Record, including the time the seizure

started and stopped and observations of the seizure, as soon as possible but within 24
hours of the seizure

contact the parent/guardian or the person to be notified in the event of iliness if the

parent/guardian cannot be contacted.

The first aid trained Educator may not call an ambulance when the seizure stops within three
minutes and there are no complications (i.e. injury). The child will be kept in the recovery
position until conscious. Educators will always call an ambulance if required under the
Medical Management Plan.

Sources

Education and Care Services National Regulations 2011
National Quality Standard

Epil epsy planning and support guide for educat:i

2007

Epilepsy Foundation of Victoria
Epilepsy Action Australia
My Time Our Place

Review

The policy will be reviewed annually.
The review will be conducted by:

)l

1
1
1

Last reviewed: August 2020

Management

Employees

Families

Interested Parties

Date for next review: August 2021
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Excursion Policy

NQS

QA2 231 Children are adequately supervised at all times.
2.3.2 Every reasonable precaution is taken to protect children from harm and any hazard likely to
cause injury.

National Regulations

Reg 100 Risk assessment must be conducted before excursion.
101 Conduct of risk assessment for excursion.
102 Authorisation for excursion.
Alm

The service acknowledges the value of relevant excursions in allowing children to gain a
greater insight of the society in which they live and learn from these experiences. Our service
will actively seek to minimise any risks associated with excursions and respond promptly and
appropriately to any emergency whilst on an excursion. Educators will educate children and
families regarding safe road (or other transport) and play practices.

Related Policies

Acceptance and Refusal of Authorisations Policy
Staffing Arrangements Policy
Transportation Policy

Implementation

Excursion Risk Assessment and Planning Process

We will conduct a risk assessment prior to any excursion (we may use the attached Excursion
Risk Assessment Form.) Risk assessments are required for excursions that are regular
outings if a risk assessment has not been conducted within the last 12 months of the excursion
date. Regular outings are walks, drives or trips to places that we visit regularly, and which
always have the same risks. We will consider the following as part of the risk assessment:

1 Any risk that the excursion may pose to the safety, health and wellbeing of any child

and identify how these risks will be managed and minimised

1 Proposed route and destination

1 Any water hazards

1 Any risks associated with water-based activities
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9 Transportation (to and from)

The ratio of Educators and children which must comply as a minimum with the ratios
in the Staffing Arrangements Policy

Whether extra adults are required for supervision and safety

Specialised skills required (such as life-saving skills)

Proposed activities

Proposed duration

Any medical conditions that need to be considered and managed for each child with
specific health needs

1 Items that should be taken

=

= =4 =4 -8 A

A parent or authorised person must provide written authorisation for the excursion (see
Authorisation for Excursion Form attached). This authorisation only needs to be obtained once
every 12 months for regular excursions. The authorisation will include:

Chil ddéds name

Date of excursion (unless regular outing)

Destination and proposed activities

Mode of transport

How long the child will be away from the centre

Expected number of children attending

Expected ratio of Educators to children

Expected number of additional adults who will be attending

Advice risk assessment available at service and it can be viewed prior to excursion

=4 =4 =4 —a - -8 -4 -8 -9

We will request current emergency contact numbers when obtaining the authorisation.

We wi | | provide at |l east 24 hoursd notice
generally be at least two weeks.

The Excursion Checklist will be implemented prior to any excursion.

Transport Considerations
The means of transport must be stated on the permission note.

Buses 1 ensure that the seating capacity as displayed on the compliance plate is not
exceeded. All children must sit on seats, preferably with, or close to, an adult. Seat belt
guidelines must be followed depending on the bus. If the bus has seat belts, they must be
worn at all times.

Trains T contact the station prior to the excursion to inform them of the time you will be
travelling, the destination and the number of children and adults who will be travelling.
Arrangements should be made to arrive at the station with an adequate amount of time to
allow for safe boarding. This will allow the station to inform the train guard so that he / she can
hold the train for the period of time for safe boarding and alighting. All children should be
seated at all times, with an adult close by. All children should be seated in the one carriage, if
possible.

Cars 1 Any motor vehicle that is used to transport children on an excursion (other than a motor
vehicle seating more than nine persons) is fitted with child restraints and/or seatbelts that are
appropriate for the age and weight of each child, that conform to the Australian Standards.
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Insurance
Any excursion planned must be consistent with the requirements / exclusions of the Public
Liability Cover held by the service.
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Excursion Risk Assessment Form

. Step 1. What is the hazard? Step 2. What is the risk?

++very | 4likely | -unlikely| --very The numbers show
likely rare unlikely | how important it is

to do something:
1 1 2 3 1 -itis extremely
important to do

2 3 4 something about

this hazard as

Kill, Permanent
Disability

Long term illness Q}
Serious Injury h
Q—w”

Medical Attention soon as possible

Several Days Off 6 - this hazard

may not need

First Aid Needed [ 4 5 6 your immediate
attention.
' Step 3. What can we do to protect everybody? ' Step 4. List the step by step procedure we need to make it safe.
Substitute for a
Yes No
lesser risk
Isolate the hazard from
2 Yes No
the person at risk
Minimise the risk through
: . Yes No
engineering means
Implement change through
i 4 Yes No
administrative means
Use personal
Yes No

protection PPE
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As a part of the Excursion Risk Assessment we will consider the following details:

Time and Date of Proposed Excursion

Destination (s)

Proposed Route (to and from)

Water hazards

Transportation Details (to and from)

Number of Educators Attending

Number of Children Attending

Ratio of Educators to children

Number of Additional Adults Required

Specialised skills needed to ensure children are adequately and safely supervised at
all times (e.g. life-saving)

Proposed Activities
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Availability of shade

Proposed Duration

Specific health care needs or medical conditions that need to be managed

Items to Be Taken by the Service (mobile phone, emergency contact details, etc)

Items to Be Taken by the Children
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Authorisation for Excursion Form

Our service has organised an excursion for your child to attend. All of the relevant details are
provided below for your convenience. The service has conducted an Excursion Risk
Assessment which is available for your review upon request. For your child to attend, you
are required to read this information and complete the Authority for Excursion Form. To
complete this Form,you must be the chil dbés parent or
record to authorise this excursion.

This excursion is a regular outing and this authorisation will cover the regular outing for 12
months. Please note that the Authority can be cancelled at any time.

Chil ddés Full Na me

aut ho

Time and Date of Proposed Excursion

Destination (s)

Reason for Excursion

Proposed Activities

Route (to and from)

Transportation Details (to and from)
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The Period Children will be Away from the Service

Number of Educators Attending

Number of Children Attending

Ratio of Educators to children

Number of Additional Adults Attending

Items to Be Taken by the Child and Provided by the Parents

Authority for my Child to Attend the Excursion
Full Name

Relationship to Child

Current Emergency Contact Details (home or mobile phone number, email )

Interested in Volunteering to the Attend the Excursion? Please circle Yes No
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By signing the Authorisation for Excursion Form, | agree to and understand the
following 1

A My child has my permission to attend the excursion listed. If the excursion is a
regular outing, my child has permission to attend for 12 months after the date listed

below

A lamlist ed on the childdéds Enrol ment Form as a Pa
enrolment record to authorise this excursion

A I have read all the details provided by the service and understand that | can access
the Excursion Risk Assessment at the service

Signature

Date
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Excursion Checklist

Please circle

Yes | No | N/A | Arisk assessment has been completed and steps taken to minimise
any identified risks

Yes | No | N/A | A signed authorisation for the specific excursion and any specific
activity which is to take place during the excursion has been
received. Regular outings can be covered by one form for a period
of 12 months

Yes | No | N/A | Alist of children attending the excursion will be left at the service
prior to departure and a copy carried by the Supervisor who will
cross check against the children at regular intervals during the
excursion

Yes | No | N/A | All children are equipped with appropriate clothing for the excursion.
For example - jumpers, sun hats, appropriate footwear, sunscreen

Yes | No | N/A | Children will have access to shaded areas

Yes | No | N/A | The excursion is consistent with the requirements/exclusions of the
Public Liability Insurance Cover held by the service

Yes | No | N/A | Educators are taking a fully stocked first aid kit

Yes |No [ NNA|Educators are taking each chil d

Yes | No | N/A | A mobile phone or change for a phone will be taken. Office staff
know the mobile number

Yes | No | N/A | A designated educator has been assigned to directly supervise any
child with a chronic illness/allergic condition, and will carry the
chil dés medication and current
throughout the excursion
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Education and Care Services National Law and Regulations
National Quality Standard

Review
The policy will be reviewed annually by:
1 Management
1 Employees
1 Families
1 Interested Parties

Last reviewed: August 2020

CommunityOSH Pty Ltd

August 2020

Date for next review: August 2021
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Family Law and Access Policy

NQF

QA2 2.34 Educators, co-ordinators and staff members are aware of their roles and responsibilities
to respond to every child at risk of abuse or neglect

National Regulations

Regs 84 Awareness of child protection law
157 Access for parents

Aim
To ensure that the service is upholding any responsibilities or obligations in relation to family
law and access at the service.

Related Policies
Child Protection Policy
Enrolment Policy

Privacy and Confidentiality Policy

Implementation

Both parents have full responsibility for their children until they reach 18 unless a Court

orders otherwise. This is not changed in any way
relationship, for example, separation or remarriage. If the relationship breaks down parental

responsibility may be documented to clarify responsibilities in relation to the child.

Parenting Orders i are orders that the Family Court (or the Federal Circuit Court) will make

when parents6 relati ons hi p geebrrthe arkangdnemsforthgird t hey
child. They change parenting responsibilities and stipulate which parent has what

responsibilities. Parenting Orders may cover:

1. a chi | do si whoehse childemil Gve with (who has custody of the child). This
person is responsible for day-to-day matters like discipline, going out, clothes and pocket
money. Residency can be a shared arrangement.

2. A chil dbés cont awhén aahildmaynhgve coatact with a non-custodial
parent or anyone else who plays an important part in their life e.g. grandparent s (contact
can either be face to face, or by phone, letters)

3. Child Maintenance i who provides financial support for a child

4. Specific Issues i any other aspect of parental responsibility (this may include the day-to-
day care, welfare and development of a child, issues relating to religion, education, sport,
or other specific issue)

Parenting Orders by Consent/Parenting Plans i Where parents agree on the
arrangements for their child despite their relationship breaking down, they can apply to the
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Court for a Aparenting order by consentodo or they
records the agreed arrangement.

The Approved Provider or Nominated Supervisor will:

1 ensure parents provide copiesofanypar ent i ng orders or plans dur i
enrolment

1 request/remind parents to provide copies of any new or revised orders or plans

1 ensure Educators, and volunteers understand and comply with any parenting orders or
parenting plans, know with whom the child lives, who they may have contact with and
any other specific legal rights and responsibilities set out in the documents. Services
have a legal responsibility to ensure children only leave the Service with the permission
of the custodial parent (or in accordance with the orders/plans)

9 contact the custodial parent and if necessary the Police if a person who is not authorised
to collect the child wishes to take the child and will not leave. The child will remain at the
Service

The Approved Provider, Nominated Supervisor and Educators will not allow a parent to enter
the service premises if they reasonably believe this would contravene a court order.

Sources

www.familycourt.gov.au

www.familylawcourts.gov.au

Law Council of Australia www.familylawsection.org.au
Family Law Act 1975

Education and Care National Regulations 2011
National Quality Standard

Review

The policy will be reviewed annually by:
T Management
1 Employees
1 Families
1

Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Fees Policy

NQF

QA7 7.3.2 Administrative systems are established and maintained to ensure the
effective operation of the service.

Aim
Parents fully understand fee payment procedures and requirements, in order to pay their
fees on time.

Related Policies

Orientation for Children Policy
Privacy and Confidentiality Policy

Who is affected by this policy?

Parents
Management

Implementation

Communicate Changes

1 CommunityOSH will notify families of enrolled children at least 14 calendar days before
making any changes to any policy or procedure or any other related changes that will
affect fees charged and or collected.

Enrolment
1 There are no Enrolment or Registration fees.

Fees must be paid:

9 During the online enrolment process, you will be asked for your Credit Card details
(we only accept Visa and MasterCard) or your Bank Account details. These details
are held by our Financial transaction contractor (Ezidebit), who will charge your bank
Account or Credit Card on our behalf. A dishonour fee may be applied to payments
that have failed due to insufficient or unavailable funds.
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Child Care Subsidy (CCS)

Child Care Subsidy is available to all families who are Australian Residents if the child
attending the service is fully immunised, on an immunisation catch-up schedule or exempt
from immunisation requirements. The Child Care Subsidy (CCS) is a government subsidy
that offers different levels of financial assistance to help cover the cost of childcare

for Australian families to families at the end of the financial year in which the Service is
used.

Child Care Subsidy entitlement
There are three factors that determine a family's level of Child Care Subsidy. These are:

1 Combined annual family income

T Activity test T the activity level of both parents

1 Service type i type of child care service and whether the child attends school
The Child Care Subsidy is generally paid directly to service providers to be passed on to
families as a fee reduction. Families make a co-contribution to their child care fees and pay
to the provider the difference between the fee charged and the subsidy amount.

Statement of Account

A statement wil/l be issued for alll f ees, and wi l
care, date of payment, amount etc. During the Term families will be sent an email, fortnightly

on every 2" Wednesday, with a link to their statement. Payments will be processed by

Ezidebit on the Thursday for all out standingds o
Wednesday.

Receipts
Receipts for payment will be notified to you on the issued Statements.

Late Fees

Families who do not collect their child before we normally close for the day may be charged
a late fee of $1 per minute after the first five minutes they arrive past our closing time. This
fee covers the cost of employing the staff required to supervise a child outside our operating
hours. It may be waived at the discretion of the Nominated Supervisor.

Termination
There are no Termination requirements

Cancellations

Before and After School Care:

Cancellations can be made at no charge up to 24 hours prior to the session. Any
cancellations made within 24 hours from the start of the session will incur the full fee.

Holiday Program:

Cancellations can be made at no charge up to 5 days prior to the session. Any
Cancellations made within 5 days from the start of the session will incur the full fee.
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Overdue Fees

The Customer Care Team will issue a Friendly Fee Reminder letter to any family who is one
week late paying their fees. If families are having difficulty making fee payments, they should
immediately speak with the Customer Care Manager to discuss fee payment arrangements.

Information provided by families will be treated as strictly private and confidentially.

In cases of non-payment of fees, where the service is unable to contact families about the
debt, or families do not meet agreed arrangements for repayment of the debt and ongoing
payment of fees:

T the Director, Operations may suspend or ter min
Families will be advised of this action in writing.

Sources

Bryant, L. (2009). Managing a Child Care Service : A Hands-On Guide for Service
Providers. Sydney: Community Child Care Co-Operative.

Education and Care Services National Law and Regulations
Family Assistance Law

Review

The policy will be reviewed annually by:

Management

1

1 Employees
1 Family Members
1

Interested parties

Reviewed: August 2020 Date for next review: August 2021
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Food, Nutrition and Beverage Policy

NQS

NQS 221 Healthy eating is promoted and food and drinks provided by the service are nutritious and
appropriate for each child.

National Regulations

Regs @ 77 Health, hygiene and safe food practices
78 Food and beverages
79 Service providing food and beverages
80 Weekly menu
90 Medical conditions policy
91 Medical conditions policy to be provided to parents
162 Health information to be kept in enrolment record
168 Education and care service must have policies and procedures

My Time, Our Place

LO3 ' children become strong in their social and emotional wellbeing.
Children take increasing responsibility for their own health and physical wellbeing.

Aim
Our service aims to promote good nutrition and healthy food habits and attitudes to all

children and families at the service. We also aim to support and provide for children with
food allergies, dietary requirements or restrictions, and specific cultural or religious practices.

Related Policies

Additional Needs Policy

Enrolment Policy

Health, Hygiene and Safe Food Policy
Medical Conditions Policy

Implementation

Educators will ensure they provide adequate and sufficient food and beverages to each
child, and that they are nutritiou s , healthy and meet each chil doés
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They will also promote healthy food options and resources based on Australian dietary
guidelines to families, so they have the information necessary to provide healthy food
options at home. Information will be provided at enrolment, on an ongoing basis by
Educators and as a resource in our parent library.

The Nominated Supervisor, Educators, volunteers and students will:
1 ensure children have access to water and offer them water regularly during the day.

1 ensure children are offered foods and beverages throughout the day that meet their
nutritional and developmental needs and any specific dietary requirements. These
requirements may be based on written advice from families (e.g. in the enrolment

foom)or as part of a childés medical management

1T provide foods that take into account each
Families will be reminded to update this information regularly or when necessary.

1 ensure routines are flexible enough so that children who do not eat during routine
meal or snack times, or who are hungry, are provided with food. Educators will not
force children to eat food they do not like or more than they want.

T ensure food is consi st-ent with the Gover nment

o0 Australian Dietary Guidelines 2013
http://www.nhmrc.gov.au/quidelines/publications/n55

A Summary of the Guidelines is available at
http://www.nhmrc.gov.au/ files nhmrc/publications/attachments/n55a australian die
tary guidelines summary book O.pdf

9 follow the guidelines for serving different types of food and the serving sizes in the

Guidelines and may use the Australian Governi

http://www.eatforhealth.gov.au/eat-health-calculators

1 encourage families to provide healthy food for their children at home which is
consistent with the Australian Dietary Guidelines

1 provide food that is safe and prepared hygienically by following the relevant
procedures set out in the Health, Hygiene and Safe Food Policy.

9 provide food and beverages that minimise the risk of children choking.

1 provide a weekly menu of food and beverages based on the Australian Dietary
Guidelines that accurately describes the food and beverages provided every day.

1 display the weekly menu in a prominent area where it can be easily viewed by
parents. We will also display nutritional information for families and keep them
regularly updated.

integrate learning about food and nutrition into the Curriculum.

never use food as a punishment, reward or as a bribe.

= =2 =4 =4

model and reinforce healthy eating habits and food options with children during
eating times.
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The Nominated Supervisor will ensure staff receive training in nutrition, food safety and other
culturesdo food customs i f professional devel opme

Sources

Education and Care Services National Regulations 2011

My Time, Our Place Framework for School Age Care

National Quality Standard

Safe Food Australia, 2nd Edition. January 2001

Get Up & Grow: Healthy Eating and Physical Activity for Early Childhood
Australian Dietary Guidelines 2013

Eat for health: Dept Health and Ageing and NHMRC

Food Standards Code

Food Safety Standards www.foodstandards.gov.au

Food Safety Standards for Australia 2001

Food Standards Australia and New Zealand Act 1991

Food Standards Australia New Zealand Regulations 1994

Food Act 1984

Department of Health Vic: Food Safety

Occupational Health and Safety Act 2004

Occupational Health and Safety Regulations 2007

Australian Breast Feeding Association Guidelines

Staying Healthy: preventing infectious diseases in early childhood education and care
services

Review

The policy will be reviewed annually by:
1 Management
1 Employees
1 Families
1

Interested Parties

Last reviewed: August 2020 Date for next review: August 2021

CommunityOSH Pty Ltd August 2020 Page 166



AR

CommunityOSH

QUTSIDE SCHOOL HOURS - CARE WITH HEART

Governance Policy

NQS
QA6 6.1.2

6.2.1

QA7 711
7.3.1

7.3.2

7.3.3

Families have opportunities to be involved in the service and contribute to service
decisions.

The expertise of families is recognised, and they share in decision making about their
childés | earning and well being.

Appropriate governance arrangements are in place to manage the service.

Records and information are stored appropriately to ensure confidentiality, are available from
the service and are maintained in accordance with legislative requirements.

Administrative systems are established and maintained to ensure the effective operation of the
service.

The Regulatory Authority is notified of any relevant changes to the operation of the service, of
serious incidents and any complaints

National Regulations

Reg 168
177

181
181-
184

Aim

Education and care services must have policies and procedures
Prescribed enrolment and other documents to be kept by approved provider

Confidentiality of records kept by approved provider
Confidentiality and storage of records

Our service will meet its legal and financial obligations by implementing appropriate
governance practices that support our aim to provide high quality child care that meets the
objectives and principles of the National Quality Framework, the National Quality Standard
and the Early Years Learning Framework.

Related Policies

Privacy and Confidentiality Policy
National Quality Framework Policy
Record Keeping and Retention Policy

Fees Policy

Staffing Arrangements Policy
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Implementation

Company Structure

Our service has the following organisational structure.
The Approved Provider is: CommunityOSH Pty Ltd
Approved Provider No: PR-40011323

The Approved Provider is a company, the Directors listed below are responsible for the
management or control of all services.

o0 Belinda Gai Cooke
o0 Michelle Deen
o Meldrum John Jeffries

The approved provider has a range of responsibilities prescribed in the Education and Care
Services National Law and Regulations, including keeping accurate records and retaining
them for specified timeframes.

Our approved provider is also responsible for:
1 ensuring the financial viability of the service
1 overseeing control and accountability systems

9 supporting the Nominated Supervisor / responsible person/Certified Supervisors in their
role and providing resources as appropriate for the effective running of services.

Nominated Supervisors/responsible persons/Certified Supervisors in their role and providing
resources as appropriate for the effective running of the services

Nominated Supervisors, Certified Supervisors and Educational Leaders are nominated on a
service by service basis. The names of these Supervisors and Educational Leaders are
displayed at individual services.

All services will have a dedicated log in to FullyBooked System with the appropriate service
and data specific to the service.

All Management team who have a role to manage the financial aspects and reporting to
CCS will undertake a Police Check.

Commitment to good governance

Our service has adopted the following eight ASX Corporate Governance Principles and
Recommendations, which we recognise as suitable for our business (services may wish to
amend this section as the ASX Corporate Governance Principles and Recommendations are
a guideline only i they are not in the NQS/Regs, etc) -

1. Lay solid foundations for management and oversight.
Management Principles

To ensure our working relationships are characterised by open and respectful
communication, accountability and trust our service adheres to the following management
principles.
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A. Management by Agreement

Nominated Supervisors and Educators agree to produce outcomes together. Educators
agree on their accountabilities and to work according to existing procedures and policies.
Nominated Supervisors agree to provide Educators with training, resources and support.

B. Management by Exception

Once a system is in place or the Nominated Supervisor and Educators have agreed upon a
course of action, the Educator is accountable for identifying and reporting whenever
something significant occurs that isn't part of the plan.

C. Clearly Defined Reporting Relationships
Everyone in the Service has only one primary manager. This reduces confusion and
increase accountability and transparency.

Information, requests, or delegations that would cause our Educators/staff to take action or
change the course of their actions will only come from the person to whom they report.

Our reporting relationships are:

1 Owners who work in the Service will act according to the reporting relationships
applicable to those positions.

1 The Nominated Supervisor reports to the Approved Provider.

1 The Certified Supervisor in day to day charge of the service reports to the Nominated
Supervisor.

9 Each Educator reports to the Nominated Supervisor.
o The Nominated Supervisor has the authority to communicate information about
the work and to direct the activities of the Educator.
1  Educators in the room(s) report to the Program Manager

1 INCLUDE ANY COMMITTEES AND THEIR REPORTING RELATIONSHIP

D. Guidelines for Effective Delegation

Our service will:
1 identify the work/result to delegate and to whom
Educators/staff will not delegate responsibilities for which they are accountable or
work/results that have been delegated to them with their agreement or work/results
attached to someone else's position (unless that person has agreed).

9 put the delegation in writing with a clear due date

1 discuss the delegation with the Educator/staff member whenever possible

1 get the Educator/staff member's agreement
for example, through signed job descriptions, signed delegation agreements.

CommunityOSH Pty Ltd August 2020 Page 169



AR

CommunityOSH

QUTSIDE SCHOOL HOURS - CARE WITH HEART

The person who delegates remains accountable for making sure the right result is achieved.

E. Guidelines for Effective Regulation
Regulating work means monitoring, reviewing, and adjusting it to get the right result.

Our service will;

regularly review the work process

give quick, clear, and direct feedback and instruction that is timely and specific
communicate in writing

avoid under-regulating, over-regulating and unnecessary meetings.

= =4 = =4

2. Structure the board/partnership/association/management team to add value

To comply with these principles to the best of our ability and to ensure we can discuss
issues and (potential) changes to policies, procedures or the regulatory environment, we will
schedule regular communication between all members of our management team through
meetings, phone communication including SMS messaging, a communication book, written
communication such as letters, notices, and electronic communication including email,
Skype.

3. Promote ethical and responsible decision-making

Our service will make decisions which are consistent with our policies, our obligations and
requirements under the national education and care law and regulations, our approved
learning framework, and the ethical standards in our code of conduct.

4. Safeguard integrity in financial reporting
Our financial records will be completed/reviewed by an independent accountant /auditor.
5. Make timely and balanced disclosure

Unless there is a risk to the health, safety or wellbeing of a child enrolled at the service, our

service wild.l provide at |l east 14 days6 notice be
that may have a significant i mpact on our provi s
to utilise our service, including making any change that will affect the fees charged or the

way fees are collected.

Our service will also:

9 advise the regulatory authority of any required notifications including any change to the
person designated as the Nominated Supervisor no later than 14 days after the change

1 develop a Quality Improvement Plan that is completed regularly, available on request
and ready for submission to the Regulatory Authority when requested.

6. Respect the rights of shareholders, parents and children.
Our service will support and encourage the involvement of parents and families by:

1 developing and implementing plans to ensure regular communication with families
including advice about events, activities and policy updates

1 enabling them to have access and provide input to reviews of policies and procedures
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9 providing space for private consultations
1 providing and displaying a range of information about relevant issues

1 ensuring we follow all policies and procedures including the Parental interaction and
Involvement Policy and Privacy and Confidentiality Policy.

Our service will respect the rights of children by ensuring:

1 the Nominated Supervisor complies with their responsibilities under the national law and
regulations

1 we follow our policies and procedures including the Relationships with Children Policy,
Child Protection Policy and Privacy and Confidentiality Policy.

9 our children are provided with the experiences and learning which allows them to
develop their identities, wellbeing and social connection.

7. Recognise and manage risk

Our service will take every reasonable precaution to protect children from harm and any
hazard likely to cause injury. We will follow service policies including those covering
Workplace Health and Safety, Child Protection, Excursions and the Delivery and Collection
of Children and complete regular risk assessments and safety checks.

8. Remunerate fairly and responsibly as

0 Systems access and training for childcare subsidy data reports will be provided to
those in management and control. Through our system FullyBooked we can limit
access to these reports for our service teams.

0 Procedures and processes relating to fraud and detection in relation to CCS data

0 Who administers CCS/ACCS and monitors attendance records.

Assurances i Fraud/Risk/Audit
At all times CommunityOSH Pty Ltd will ensure that it undertakes due diligence when it
comes to the prevention of fraud, identifying risks and conducting regular audits.

0 We hold and protect personal information in electronic form and in hard copies. We
take care to appropriately protect the security of personal information from
unauthorised accesses, modification and disclosure as well as misuse, interference
and loss.

0 We ensure that appropriate precautions are takes to protect the security of personal
information from unauthorised access, modification, disclosure as well as misuse
interreference and loss.

0 Some of the data security measures we employ include password protection, secure
premises for hard copy data and appropriate data access restrictions.

o Prior to the OSH Manager commencing they complete their training on our CCS
System i FullyBooked to expectations when it comes to maintaining the privacy of
data.

0o OSH Managers also only get log ins for the service in which they are employed and
are supplied with a personalised account so we can retrieve data if information was
accessed which shouldndédt have been.

o OSH Managers also have restricted access to all the functions of FullyBooked
depending on what level of access is required.
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Any enrolments and reports which are printed for use by the service are safely
secured and destroyed at the conclusion of the task responsibility.

Our CFO and Finance Manager are responsible for ensuring that the data reports to
the department are accurate, complete and valid.

The Approved Provider will complete regular audits on data being supplied to the
department by our OSH Managers. These will be done on a quarterly basis.

More information in regards to CommunityOSH record keeping processes that
demonstrate understanding of requirements under family assistance law (section 7 of
the Child Care Provider Handbook https://www.education.gov.au/child-care-provider-
handbook/record-keeping ) can also be found under CommunityOSH Policy Record
Keeping and Retention.

Sources

Education and Care Services National Regulations 2011

National Quality Standard

Early Years Learning Framework

Corporate Governance Principles and Recommendations ASX Corporate Governance
Council

Review

The policy will be reviewed annually.
The review will be conducted by:

T CommunityOSH Management Team
1 Employees
1 Families and Guardians
9 Interested Parties: for example Education CCS Assessments provided feedback
September 2019
Last reviewed: August 2020 Date for next review: August 2021
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Grievance Policy

NQS

Management systems - Systems are in place to manage risk and enable the effective

7.1.2 . . .
management and operation of a quality service.

National Law

Section 174 Offence to fail to notify certain information to Regulatory Authority

National Regulations

Regs 12 Meaning of serious incident
168 Education and care service must have policies and procedures
175 Prescribed information to be notified to Regulatory Authority
176 Time to notify certain information to Regulatory Authority
Aim

To ensure that all grievances (complaints) are investigated in a timely, transparent, thorough
and impartial manner, and that affected parties are advised of the outcome and their rights of
appeal.

Related Policies

Educator and Management Policy
Incident, Injury, Trauma and lliness Policy
Privacy and Confidentiality Policy

Managing Breaches and Complaints/Grievances

All breaches of our Code of Conduct (including corruption, maladministration and waste of
resources) and complaints or grievances from educators, staff members, families, visitors
and volunteers associated with the workplace will be managed in line with our Grievance
Guidelines.

This includes incidents of bullying, discrimination and harassment at the Service. Our
Service takes any incident of (alleged) bullying, discrimination or harassment very seriously
because it can cause significant health and wellbeing issues for employees.
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Grievances can occur in all workplaces and handling them properly is important for
maintaining a safe, healthy, harmonious and productive work environment. Documented
grievance procedures are important because:

9 staff and visitors need to know a process exists for receiving and managing
grievances and complaints fairly, impartially, promptly and thoroughly.
they help to ensure small issues or problems do not escalate.
supervisors and managers need to be aware of issues causing conflict.
documentation provides evidence and a record of the grievance and the outcome.
complaints facilitate continuous improvement of Service operations.

= =4 -4 =

Grievance Guidelines

These guidelines explain the procedure for reporting and managing grievances, the roles
and responsibilities of educators, staff and managers and the potential consequences of
breaching our policies, procedures and Code of Conduct.

Educators, staff, volunteers, families and visitors will:

1 raise the grievance/complaint directly with the person concerned. Both parties should try
to resolve the issue and develop solutions to ensure the problem does not happen again.
Discussions should remain private, confidential, respectful and open-minded, will not
involve other educators, staff, volunteers or visitors (e.g. parents) and will take place
away from children

9 raise the grievance/complaint with the Approved Provider or Nominated Supervisor (or
another manager/supervisor if the Approved Provider or Nominated Supetrvisor is
involved) if they are unable to resolve the concern, or feel unable to raise the matter
directly with the person concerned. The Approved Provider or Nominated Supervisor (or
supervisor) may request the issue be put in writing. Employees should provide all
relevant information, including what the problem is, any other person involved in the
problem and any suggested solution. Educators are encouraged to communicate openly
about the issue.

9 raise any grievance involving suspected or actual unlawful activity (including
discrimination against or bullying of employees, and alleged/suspected child abuse) with
the Approved Provider or Nominated Supervisor immediately and privately

1 be confident that their concerns will be thoroughly investigated, but aware that the
outcome may not result in the action requested.

Union members may seek assistance or support from their trade union at any time.

Educators, staff, volunteers, families and visitors will not:

T get involved in complaints/ grievances that
helpful in managing the complaint

9 raise complaints with an external complaints body, such as a court or Tribunal, without
using our grievance procedures and appeal process first.

The Approved Provider or Nominated Supervisor will:

1 discuss the issue with the complainant within 24 hours of receiving the verbal or written
complaint

1 properly, fairly, confidentially and impartially investigate the issue including:
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0 may be discussed at an educator meeting if the privacy of the people involved
thoroughly investigating the circumstances and facts and inviting all affected parties
to provide information or respond where appropriate. To encourage teamwork and
respect, the issue can be protected.

0 inviting the complainant to have a support person present during an interview (e.g.
health and safety representative, but not a lawyer acting in a professional capacity)

provide all affected parties with a clear written statement (letter, email or SMS) of the

outcome of the investigation within seven working days of receiving the verbal or written
complaint.

o If the resolution of the complaint involves a written agreement, all parties must agree
with the wording etc.

o If the Approved Provider or Nominated Supervisor decides not to proceed with the
investigation after initial enquiries, he or she will give the complainant the reason/s in
writing.

keep appropriate records of the investigation and outcome and store those records in

accordance with our Privacy and Confidentiality Policy and Record Keeping and

Retention Policy. Unsubstantiated complaints against educators/staff may be retained on

file if the person has been given the opportunity to record a comment on the

documentation

monitor ongoing behaviour and provide support as required

ensure the parties are protected from victimisation

offer external review by a Tribunal or alternate organisation where employees, visitors

and volunteers are unhappy with the outcome of the grievance procedure. Workplace

bullying matters may be referred to the Fair Work Commission which can direct
employers to take specific actions against workplace bullies or the Work Health and

Safety (WHS) Regulator which may investigate whether WHS duties have been

contravened

request feedback on the grievance process using a questionnaire

track complaints to identify recurring issues within the Service

notify the regulatory authority within 24 hours if a complaint alleges the safety, health or

wellbeing of a child is being compromised. Refer Incident, Injury, Trauma and lliness

Palicy.

Outcomes may include:

1

=
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an apology and a commitment that certain behaviour will not be repeated (monitoring this
over time)

education and training in relevant laws, policies or procedures (e.g. bullying awareness,
leadership skills)

assistance in locating relevant counselling services

disciplinary procedures including a verbal or written warning, termination of employment
or transfer to a different position at the Service

ensuring any inequality or inequity is remedied

providing closer supervision

modifying Service policies and procedures

developing new policies and procedures.
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Outcomes will take into consideration relevant industrial relations principles and guidelines
and make provision for procedural fairness. The Approved Provider or Nominated
Supervisor will consider:

0 the number of complaints (or breaches)

o the opportunities given to adhere to a policy or procedure and/or change behaviour.

o0 the opportunities given to respond to the allegations.

0 the seriousness of the complaint (or breach), and whether it impacted the safety and

welfare of other employees, volunteers or visitors.
o whether a policy, procedure or complaint is reasonable.

Complaints that must be notified to Regulatory
Authority

The Approved Provider or Nominated Supervisor will notify the regulatory authority through

the online NQA ITS:

1 within 24 hours of any complaints alleging that a serious incident has occurred or is
occurring while a child was or is at the service

9 within 24 hours of any complaints that the National Law has been breached

1 within 7 days of any allegation that physical or sexual abuse of a child has occurred or is
occurring while the child is at the service.

Sources

Education and Care Services National Regulations 2011

National Quality Standard

My Time Our Place

Dealing with Employee Work-related Concerns and Grievances Policy and Guidelines:
NSW DPC

Review

The policy and our code of conduct will be reviewed annually by:

f  Management

Employees
1 Families
1 Interested Parties
Last reviewed: August 2020 Date for next review: August 2021
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Grievance Policy

NQS

Management systems - Systems are in place to manage risk and enable the effective

7.1.2 . . .
management and operation of a quality service.

National Regulations

Regs 168 Education and care service must have policies and procedures

Aim
To ensure that all grievances (complaints) are investigated in a timely, transparent, thorough

and impartial manner, and that affected parties are advised of the outcome and their rights of
appeal.

Related Policies

Educator and Management Policy
Incident, Injury, Trauma and lliness Policy
Privacy and Confidentiality Policy

Managing Breaches and Complaints/Grievances

All breaches of our Code of Conduct (including corruption, maladministration and waste of
resources) and complaints or grievances from educators, staff members, families, visitors
and volunteers associated with the workplace will be managed in line with our Grievance
Guidelines.

This includes incidents of bullying, discrimination and harassment at the Service. Our
Service takes any incident of (alleged) bullying, discrimination or harassment very seriously
because it can cause significant health and wellbeing issues for employees.

Grievances can occur in all workplaces and handling them properly is important for
maintaining a safe, healthy, harmonious and productive work environment. Documented
grievance procedures are important because:

1 staff and visitors need to know a process exists for receiving and managing
grievances and complaints fairly, impartially, promptly and thoroughly.
they help to ensure small issues or problems do not escalate.
supervisors and managers need to be aware of issues causing conflict.
documentation provides evidence and a record of the grievance and the outcome.
complaints facilitate continuous improvement of Service operations.
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Grievance Guidelines

These guidelines explain the procedure for reporting and managing grievances, the roles
and responsibilities of educators, staff and managers and the potential consequences of
breaching our policies, procedures and Code of Conduct.

Educators, staff, volunteers, families and visitors will:

9 raise the grievance/complaint directly with the person concerned. Both parties should try
to resolve the issue and develop solutions to ensure the problem does not happen again.
Discussions should remain private, confidential, respectful and open-minded, will not
involve other educators, staff, volunteers or visitors (e.g. parents) and will take place
away from children

9 raise the grievance/complaint with the Approved Provider or Nominated Supervisor (or
another manager/supervisor if the Approved Provider or Nominated Supervisor is
involved) if they are unable to resolve the concern, or feel unable to raise the matter
directly with the person concerned. The Approved Provider or Nominated Supervisor (or
supervisor) may request the issue be put in writing. Employees should provide all
relevant information, including what the problem is, any other person involved in the
problem and any suggested solution. Educators are encouraged to communicate openly
about the issue.

i raise any grievance involving suspected or actual unlawful activity (including bullying)
with the Approved Provider or Nominated Supervisor immediately and privately

91 be confident that their concerns will be thoroughly investigated, but aware that the
outcome may not result in the action requested.

Union members may seek assistance or support from their trade union at any time.

Educators, staff, volunteers, families and visitors will not:

1 ogetinvolved in complaints/gri evances that dondét concern
helpful in managing the complaint

9 raise complaints with an external complaints body, such as a court or Tribunal, without
using our grievance procedures and appeal process first.

The Approved Provider or Nominated Supervisor will:

1 discuss the issue with the complainant within 24 hours of receiving the verbal or written
complaint

1 properly, fairly, confidentially and impartially investigate the issue including:

o thoroughly investigating the circumstances and facts and inviting all affected parties
to provide information or respond where appropriate. To encourage teamwork and
respect, the issue may be discussed at an educator meeting if the privacy of the
people involved can be protected.

0 inviting the complainant to have a support person present during an interview (e.g.
health and safety representative, but not a lawyer acting in a professional capacity)

1 provide all affected parties with a clear written statement (letter, email or SMS) of the
outcome of the investigation within seven working days of receiving the verbal or written
complaint.

o If the resolution of the complaint involves a written agreement, all parties must agree
with the wording etc.
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o If the Approved Provider or Nominated Supervisor decides not to proceed with the
investigation after initial enquiries, he or she will give the complainant the reason/s in
writing.

1 keep appropriate records of the investigation and outcome and store those records in
accordance with our Privacy and Confidentiality Policy and Record Keeping and
Retention Policy. Unsubstantiated complaints against educators/staff may be retained on
file if the person has been given the opportunity to record a comment on the
documentation

9 monitor ongoing behaviour and provide support as required

ensure the parties are protected from victimisation

9 offer external review by a Tribunal or alternate organisation where employees, visitors
and volunteers are unhappy with the outcome of the grievance procedure. Workplace
bullying matters may be referred to the Fair Work Commission which can direct
employers to take specific actions against workplace bullies or the Work Health and
Safety (WHS) Regulator which may investigate whether WHS duties have been
contravened

1 request feedback on the grievance process using a questionnaire

track complaints to identify recurring issues within the Service

1 notify the regulatory authority within 24 hours if a complaint alleges the safety, health or
wellbeing of a child is being compromised. Refer Incident, Injury, Trauma and lliness
Policy.

=

=

Outcomes may include:

9 an apology and a commitment that certain behaviour will not be repeated (monitoring this
over time)

9 education and training in relevant laws, policies or procedures (e.g. bullying awareness,
leadership skills)

9 assistance in locating relevant counselling services

disciplinary procedures including a verbal or written warning, termination of employment
or transfer to a different position at the Service

ensuring any inequality or inequity is remedied

providing closer supervision

modifying Service policies and procedures

developing new policies and procedures.

=

=A =4 =8 =4

Outcomes will take into consideration relevant industrial relations principles and guidelines
and make provision for procedural fairness. The Approved Provider or Nominated
Supervisor will consider:

0 the number of complaints (or breaches)

o0 the opportunities given to adhere to a policy or procedure and/or change behaviour.

o0 the opportunities given to respond to the allegations.

0 the seriousness of the complaint (or breach), and whether it impacted the safety and

welfare of other employees, volunteers or visitors.
o whether a policy, procedure or complaint is reasonable.
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Complaints that must be notified to Regulatory
Authority

The Approved Provider or Nominated Supervisor will notify the regulatory authority through
the online NQA ITS:

1 within 24 hours of any complaints alleging that the safety, health or wellbeing of a child is
being compromised at the service

1 within 24 hours of any complaints that the National Law has been breached

Sources

Education and Care Services National Regulations 2011
National Quality Standard
Early Years Learning Framework

Dealing with Employee Work-related Concerns and Grievances Policy and Guidelines:
NSW DPC

Review

The policy and our code of conduct will be reviewed annually by:
1 Management
1 Employees
1 Families

1 Interested Parties

Last reviewed: August 2020 Date for next review: August 2021
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Head Lice Policy

NQS

QA2 211 Each childés health needs are supported
2.1.3 Effective hygiene practices are promoted and implemented.

QA6 | 6.2.2 Current information is available to families about community services and resources to
support parenting and family wellbeing.

National Regulations

Regs 168 Policies and procedures

Aim
To ensure the health and comfort of all children and adults at the service and prevent an
outbreak of head lice.

Related Policies

Incident, Injury, lliness or Trauma Policy
Privacy and Confidentiality Policy

Work, Health and Safety Policy

Implementation

Head lice live in hair and bite the scalp to feed on blood. This can cause the itching that

some people experience when they have lice. Anyone can get head lice - they are spread

by direct head to head contact with an infected person because they cannot jump or fly.

Head lice do not carry or transmit disease. They die from dehydration within 24 hours if they

are not on a human head. Nits (lice eggs) hatch after 7-10 days and mature over 61 10

days, so the |ice on a personbés head can be at v
laid and hatch continuously.

To ensure the health and comfort of all children and adults at our service, an Educator may

di screetly and respectfully examine a childds he
This will be done in a way which does not embarrass the child or infringe their right to

privacy and confidentiality.

If head lice are identified:

T Educators wil!/ advise the childbds parents or a
and complete an incident, injury, trauma, and illness record
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Educators will monitor the child during all activities and routines to ensure there is no
head to head contact with other children e.g. through cuddling. Educators will not isolate
the child. If Educators believe it will be difficult to prevent head to head contact, for

example because of the childés age or behavi

contacted to collect the child

the child must

be treated at home with t
treatment or a combination of both methods. Please see attachment A for further detail.
Information about the treatment options will be provided to families. Educators will also
advise parents to check all family members for head lice

the child may return to the service the following day if effective head lice treatment has
there are no live |lice on
on arrival or during the day, parents will be asked to take the child home

commenced and

the Nominated Supervisor will ensure all service families are aware there has been an
incidence of head lice at the service by placing a notice near the service entrance or sign

on/off book

If a family discovers their child has head lice and we are not yet aware of this situation,
families must advise the Nominated Supervisor as soon as possible. This will allow us to
check all children at the service if appropriate.

Educators and volunteers who have head lice will not attend the service while live lice are
present, and will treat the lice using one or both of the methods in Attachment A.

Sources

Education and Care Services National Regulations 2011
National Quality Standard
Staying Healthy 5" edition NHMRC
Better Health Victoria

Review

The policy will be reviewed annually by:

T

1
)l
T

Management
Employees
Families

Interested Parties

Last reviewed: August 2020

CommunityOSH Pty Ltd

August 2020

Date for next review: August 2021
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Health, Hygiene and Safe Food Policy

NQS

QA2 21 Each childbés health is promoted.
21.1 Each childés health needs are supported.
213 Effective hygiene practices are promoted and implemented.
2.1.4 Steps are taken to control the spread of infectious diseases and to manage injuries and
illness, in accordance with recognised guidelines.
221 Healthy eating is promoted, and food and drinks provided by the service are nutritious and

appropriate for each child.

QA2 232 Every reasonable precaution is taken to protect children from harm and any hazard likely to
cause injury.

National Regulations

Regs 77 Health, hygiene and safe food practices
78 Food and beverages
79 Service providing food and beverages
80 Weekly menu
109 Toilet and hygiene facilities

My Time, Our Place

LO3 Children become strong in their social and emotional wellbeing.

Children take increasing responsibility for their own health and physical wellbeing.

Alm

Our service aims to promote and protect the health, safety, and wellbeing of all of children,
Educators and families using procedures and policies to maintain high standards of hygiene
and provide safe food to children. We also aim to reduce the risk of infectious diseases and
illnesses spreading and following appropriate OHS/WHS standards. A holistic and consistent
approach to health, hygiene and safe food across the service will help to effectively meet this
aim.

Related Policies

Additional Needs Policy
Enrolment Policy
Food, Nutrition and Beverage Policy
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Immunisation and Disease Prevention Policy
Incident, Injury, Trauma, lliness Policy
Medical Conditions Policy

Physical Activity Promotion Policy
Relationships with Children Policy

Implementation

The Approved Provider will ensure that the Nominated Supervisor (who is responsible for
ensuring all Educators and volunteers) must implement adequate health and hygiene
practices and safe practices for handling, preparing and storing food. This policy, and related
policies and procedures at the service will be followed by nominated supervisors, Educators,
and volunteers at, the service in relation to -

(a) Hygiene practices.

(b) Safe and hygienic storage, handling and preparation of all food and drinks,
including foods and drinks provided by the chil.d

(c) Working with children to support the promotion of hygiene practices, including
hand washing, coughing, dental hygiene and ear care.

(d) Toileting and cleaning of equipment.

Children will be grouped in a way that allows Educators to maintain a hygienic environment
for individuals at the service.

In any instances where children display any signs of illness or injury, Educators will refer to
the Incident, Injury, Trauma and lliness Policy and Incident, Injury, Trauma and lliness
Record.

Importantly, we will work with each child to promote health and safety issues, encourage
effective hygiene, food safety and dental care, and maintain a healthy environment that is
safe for each child. Regular discussions between Educators and children will be integrated
throughout the program at appropriate intervals.

Information on health, hygiene, safe food and dental care principles and practices will be
displayed in the reception area and drawn to the attention of all parents on a regular basis.

To uphold the general health and safety of all children using the service, all Educators and
visitors will follow the Tobacco, Drug and Alcohol Policy.

Equipment and Environment

The service will implement regular schedules for
using warm water and soap and drying in the sun. We will rotate toys to allow for washing,

clean books by wiping with moist cloth and drying, and clean storage areas weekly.

Surfaces will be cleaned with detergent after each activity and all surfaces cleaned
thoroughly daily. Areas contaminated with body fluids will be disinfected after washing.
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