Welcome to our Centre

We welcome you and your child to what we trust will be an extension of your home.
Bg Working fogefher we will prow'de an environment that /aromofes qua/h‘y care and
education to the individual child. Should you require translation of this Handbook, we
will endeavour to prouide this service.

Kallahra Child Care Centre is licensed under the Child Care Act 2002 and must
comp/y with the Act and the Child Care Regu/m‘ion 2003. The regu/aﬁons state the
requiremenfs that all Child Care Centres must abide by in relation to activities,
experiences and prograrms, the child staff ratios and staff members qua/iﬂmﬂom.

Kallahra has copies of both the Child Care Act and Child Care Regu/aﬁons for your

FJCFMS[ZI.

The Office of Ear/g Childhood Education and Care is reslgonsib/e for the moniforing of
Centres to ensure that fheg comply with the Act and the Regu/aﬂons. The fe/e/ohone

number for the Depam‘menf's information service is 1800 637 7l

Kallahra Child Care Centre is open from 630am to 6:30/0m 50 weeks per year
(exc/uding pub/ie holidays). We close for two weeks at Christmas time. The Centre is
currem‘/g opemﬁng under the fo//owing room conﬁgumﬁons;

Possum Room — 15 mths to 2 I/2 years
Maximum children — 10
Child staff ratio — 1 - 5

Staff in Room — Melinda Niven
Group Leader

Qudlifications — Diploma in Childrens Services

Amanda /V\uggeridge
Assistant

Qudlifications — Certificate Il in Childrens Services
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Kogla Room — 2 1/2 to 3 I/2  years
Maximum children — 16
Child staff ratio — 1 - 8

Staff in Room — Ke//g ODell
Group Leader

Quadlifications — Dip/oma of Childrens Services

Desmy Britton
Assistant

Qudlifications — currenf/g sfudging Certificate IIl in Childrens Services

Kangaroo Room — 3 1/2 to 5 years
Maximum children — 24

Child staff ratio — | : I2

Staff in Room — SOHHG Roberts
Group Leader

Qudlifications — Certificate [l in Childrens Services
C urrem‘ly sfudying Bachelor of Ear(g C hildhood Degree

Hag/ey Meehan
Assistant

Qudlifications — Certificate Il in Childrens Services

Schoolies Room — 6 to 12 years
Child staff ratio — H2

Staff in Room — _Tenng Marsh
Group Leader

Qudlifications — Cert Il in Childrens Services
C urrem‘/y sfudying Dip/oma of Childrens Services

Float
Cath /Vluggeridge
Group Leader
Qualifications — Dip/oma in Childrens Services
C wrem‘/g sfudging Bachelor of Ear/g C hildhood Degree
Hay/ey Meehan
Assistant

Qualifications — Certificate Il in Childrens Services
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Special Needs
amie—L_ee T obane

Assistant/[SS
Qudlifications — Certificate Il in Childrens Services

Bus Driver

Jennifer Marsh / Judith C/ancg
Bus Driver/Assistant

Qudlifications — Certificate Ill in Childrens Services
Notices smﬁng current staff information are disp/ayed in the foyer.

Programming

The Centres Progmms are based on observations and the interests of the individual
children and the group. Group Leaders displa a What We Did Today book in their
rooms and take phofos and deve/olg stories azounL the children and their activities. These
stories are p/aced into each child's individual _jouma/ and these are available for parern‘s
to look at and on comp/eﬁon of the year or if the child ceases care the parem‘ can
take them home. This giues the children and their families a record of their time at
Kallahra.

The Centre can ,Urowde on requesf from parem‘s and guard:ans information about the
activities and expemences g/uen by Kallahra, the Centres Phi/osophg about /eammg and
child deue/opmenf outcomes and the goa/s about know/edge and skills to be deue/oped

Priority of Access

In some locations, the demand for child care sometimes exceeds supply. In these
circumstances the Australian Ciovernment has :Driorhy Access Quidelines that we as a
/ong dag care service must follow

—> Priorihj | — a child at risk of serious abuse or neg/ecf

—> Priorihj 2 — a chid of a sing/e parenf who satisfies, or of parem‘s who both
saﬁs@, the Work/fmining/smdlj test under section 4 of the A New Jax
_S_y_ﬁ‘em Fﬂm/y Assistance) Act 1999

— Priorifg 3 — any other child.

Within these main cm‘egories Igriorhy should also be giuen to the fo//owing children
—> Children in /\borigina/ and Torres Strait families
—> Children in families which include a disabled person
—> Children in families on lowr incomes
—> Children in families from cu/fum//y and /inguisfica//g diverse backgrounds
—> Children in socially isolated families
|

— Children of sing/e parem‘s.
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CCMS Child Care
Service Handbook 2009-2010

Centre Philosophy

Kallahra — "building a foundation for Ieaming"

At the heart of our phi/osophg is the CHILD, represem‘ed bg multi—coloured blocks.  The
brighf colours represent the fun, creaﬂvh‘_bj and indimdua/ifg of children.  We believe children
are sfrong and capab/e, each child showing uniqueness in their oum specia/ way. They each
soak up information like a sponge and are able to express themselves uninhibifed/y, free from
the social restrictions of the adult world. Theg are resilient and adap’rab/e to Changes in their
world.  These precious children are our future.

The childrens role in /earning at Kallahra is represem‘ed in RED as fheg are the heart of our
program, our focus.  The Educators of Kallahra believe that children are partners in /eaming.
As fhey exp/ore and learn from their environment fheg also teach others, so adults and
children are /eaming fogefhen The interactions with each other and adults are respecﬁru/.
We believe the children have the righf to erjog their time at the service and are free to
create and exp/ore.

Adults inc/uding parenfs, fami/g members and Ear/y C hildhood Educators p/ag a co—opemﬂve,
suppom‘iue and guiding role re/aresem‘ed in . Kallahra  Educators respecf the
childrens role in /eaming, Working n /oarmershlp with families and children to provide all
children every opporfunifg to extend their know/edge. We keep communication lines ﬂowmg
with children, families and the communhy, ensurmg we are open to rew ideas and change.
The educator's role in our curriculum is one of guidance, supporf and fairness.  We are
resloonsib/e for bui/ding foundations to ensure each child deve/ops a love of /earning for life.

The Kallahra Educators believe in prouiding a clean, hzjgienic, safe . secure environment which is
an extension of your home. It s represem‘ed by the colour GREEN to sgmbolise a calm,
balanced and open environment.  VWe work to represem‘ all  stakeholders in our communhy
within the environment of Kallahra, ensuring we are inclusive and anti bias at all times. A
well p/anned and sfimu/afing environment becomes the ‘third teacher’ encoumging children to
engage n /earning. The Educators of Kallahra believe superuision of children is pararmount and
our environment s p/armed so that safefg of all concerned is reflected.

The role of Kallahra in our outside communh‘y is re/aresenfed n . blue sgmbo/izes the
skg and the sky's the limitl"”  Our open door po/icy shows  the Wi//ingness to work in
parfnership with the wider communi’rg, ensuring our curriculum is inclusive to all and rich
with diversi’rg. Mainmining good communication with and meeﬁng guide/ines of goveming
bodies inc/uding State Regu/aﬂons and National Accreditation Council is uvital

Kallahra Educators will ~ continue to further their education, con’rinua//g u/adm‘e skills — and
know/edge Represenﬁng the Ear/tj Childhood Profession as a whole, mising awareness of the
responsibi/i’ries and cha//enges faced by our profession.
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Centre Ciodls
To incorpomfe the Ear/y Years l_eaming Framework in the Progmm-

e Children have a sfrong sense of idern‘hy.

o Children are connected with and contribute to their world.

I
o Children have a sfrong sense of we(/being
o Children are confident and involved learners.
I

o Children are effective communicators.

TO g}"OW and improue Cem‘re Progmmming ﬁ)l’OUgh Emergenf CUPF[CU(MVW;

] Workshops, become educated in Emergem‘ C urriculum
o Supporf each other

o Share Progmmming ideas

To grow as a team and sfrengfhen our re/aﬁonships;

o Suppom‘ each other
o Respecf each others ideas

e (ommunicate effecﬂue/y

To meet Accreditation Quidelines and abide bg State Regu/m‘ions;

o IHCV‘Q(ZSE know/edge (an conrridence

o (reate displags in rooms
e Professional Deve/opmern‘ and Tmining
°

Reading and undersfanding
Please refer to the Centre Cioals disp/aged in the foger.
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Feng Holdings Pty Ltd

Our Centre is owned by Feng Ho/dings Pfy Ltd and managed by Qld Childcare
/Vlamgemern‘ Services. The Licensees are Sam and Pauline Feng (Phore - 0408156802)

and our Regiona/ /Vlanager is Julie Watts (Phone — 0433449600). Theg are a small
privafely owned compary that owns 8 Child Care Centres fhroughouf Queensland. Feng
Holdings firmly believe in /aroviding qua/h‘g care for every family that uses the service
and aio upho;jds a sfrong commitment to staff and professiona deue/opmenf. Your
fhoughfs and suggesfions are greaﬂy appreciafed and valued bg /V\anagemenf. They are
open and honest and look forward to providing a sfimu/aﬂng, educational and eq’oyab/e
program that allows the individual child to grow and blossom.

Staff Information
Our Centre has a /oolicg of emp/oying staff aloproved b; The Delgam‘mem‘ of

C ommunities. Staff are encoumged to laarﬁci/oafe in pro essional deue/opmenf in order to
broaden and upgmde their  skills.

The Director is responsib/e for the overall managemenf of the Centre. The Centre
maintains correct sfafﬁ'ng ratios as defined by the Child Care Regu/aﬁons (State) 2003,
Staff are responsibly trained in providing care and education programs in ear/g
childhood seﬁ‘ings. Progmms are conﬁnua//y evaluated to ensure they meet the
deue/opmenfa/ needs of the children in the group. Al staff hold a current First Aid
and CPR Certificate. We suppom‘ the concepf that child free prepamﬂon time is
desirable. Howrever, it is conditional on the availabi/h‘y of the Director to maintain
child/staft ratios. Additional staff may be emploged to assist children with Specia/
Needs.

Students, Volunteers and Visitors

From time to time, you will see new faces at the Centre. Relief staff and volunteers
are screened before parﬂcilgaﬂng in our dai/g activities and must adhere to our
phi/osophg whilst at the Centre. At no sfage will a volunteer worker be left in charge
of a group of children However, H’Ielj will interact with the children, giving help and
attention as needed.

Parent Involvement

We opemfe an OPEN DOOR POLICY. where parems and f-ami/g are welcome into
the Centre at ANYTIME. Parent parﬁcipaﬂon sends sfrong Igosiﬁve messages to your
child that you supporf them and are part of the child care environment. [here are

many levels of PARENT PARTICIPATION and we aploreciafe that time is of a

premium for all parem‘s, but we will be Wi//ing to accommodate any form of
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involvement you may desire to assist you and your child, which u/fimm‘e/g benefits the
whole Centre. The staff sincere/g wishes for you and your child to be happg and feel
welcomed at our Centre. Be aware that a three way re/aﬁonship betwreen parern‘s,
caregivers and the child exists in this seﬁing. C ommunication is a vital ingrediem‘ to
the success of this parmership.

Parent involvement in the Centre can be accommodated to meet your avai/abi/h‘g and
commitments. Such as: —

o Parﬂcipafe in Excursions

o Assist in Fund Raising

o Attend Specia/ activities and functions in the Centre
o Volunteer time

° Suggesfions for progmmming

o [eedback of Service
o Attend Parent/Teacher Nighfs

Sib/ings are a/ways welcome in our Centre when children are being drolaped off or
picked up. however, the staff cannot assume responsibi/ifg for them.

Parent Concerns

Parents are requesfed to raise any concerns Theg may have regarding their child's care
with the Group Leader in the first instance. Spea/?ing to the Director if the concern
has not been satisfactorily resolved should follows this up. The Director will be p/eased
to discuss any aspect 0}1 your child's care and education. If you have any corcerns or
comp/ainfs /U/eﬂ_fe do not hesitate to consult with the Director, so that appropriafe action
can be taken. All concerns will be dealt with in a confidential and Ioroﬁzssiom/ manner.
If parem‘s would like to contact the /Vlanagemenf servrice about any unresolved or
sensitive issue fhe_tj may phone 0408156802 and your concern will be /oassed on to the
relevant Regiom/ Manager. Further to this, parem‘s are encoumged to contact the
Licensees, which can be done bg Wriﬁng to Licensee Sam /:eng, PO Box 44449 Eighf
Mile Plains, Qld, 413 You have the riglfn‘ to contact your local Office of Ear/y
Childhood Education and Care in the event that you have a complainf about staff or
the Centre. The address is Level 3 State Ciout Bui/ding, 209 Bolsover St, Rockhampfon
Qld, 4700. The phone number for the Office of Early Childhood Education and Care
IS 44938 4232

Sper:ial Needs

Before enro//ing your child at our centre, it is impom‘anf to discuss with us any specia/
need.s your child mighf have and how we can meet them.

P/anning for children with specia/ needs requires careful Thoughf and often the assistance
of specia/isfs. It is imporfanf to know how the speciﬁ'c needs may or may not affect
the child's /earning and activities. This information will help us to meet the needs of the
child and seek assistance from sloecia/isf and sulgloorf workers. Please help us provide
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good care for your child /oy bringing to our attention any specia/ needs or prob/ems

your child may have.

Courtesy Bus Service

The Centre offers a courtesy bus service to families that live in the vicinity of
Kallahra. We can pick up children from their homes and drop them off to their homes
at no extra cost. [his service has set times that it runs so p/ease speak to the
Director for further information. The Centre also uses the bus to deliver children to
school and pick them up from school. Please refer to our Bus Po/icy in the foyer.

Centre Fees — On enquirg at the Centre, you will be given information ouf/iru'ng the fee
structure and the method of pagment. Fees may be paid via Eﬁ‘pos, Cash, C em‘re/oay
or fhrough our Ezidebit system ﬁz)/ease ask for a Direct Debit form) It is a Ioo/icy of
the Centre to have all fees Paid Week/g, forfnighﬂlj or mom‘h/y in advance. Failure to
pay fees in advance may lead to cancellation of your childs enrolment. If you have
trouble paging your fees, p/ease do rot hesitate to contact the Director, as we may be
able to hella. We require advance notice of any cance//aﬂon/change to your booking to
enable us to fill the place in good time. Fees may be charged in lieu of notice. %o aid
in the payment of childcare fees, the Fami/y Assistance Office (FAO) has provided
access to Child Care Berefits. Regisfering with your local Family Assistance Office can
activate this.

Parents please note it is your responsibi/ify to app/g for these schemes, to follow the
relevant guide/ines and to noﬁfy the Centre of any Changes n your circumstances.

Fees
Kangaroo/ Kookaburra 36 -5 yrs $6300/ dag and $6200/ dag for four or five dags
Koala/Possum I5mfh5—3.6grs $6500/ day and  $6400/ day for four or five dags
Before School Care— $2700
After School Care $3200
Before/After School Care $3700
Vacation Care $5900

A $100 discount per dag ap/o/ies it your child is booked in for four or five dags. A
bond of $5000 is required before a child commences at the centre which is returned
on the childs Uacaﬁng the centre Provided no fees are owed.

Child Care Benefits
Child Care Benefit is a subsidg provided bg the Commonwealth Ciovernment to

(ZPPF‘OUEd /Oﬂg day Chlld care centres, fam:/g dag care SChCVYICS, regisfered carers, oufside
SCI’JOOI hOMF‘S PFOgF‘(ZVHS and OCC(ZSIOH(Z/ care seruvices. ThIS SHbSIdy IS fhen used to reduce

the amount that parents are requ:red to pay to the centre. Parents ma app/g for
Child Care Beneffj‘s fhrough their local Fam:/g Assistance Office. Child Care Benefits
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are based on each fami/g's income and the onus is on each fami/g to ensure ﬂ'leg have
a current Assessment Notice in order to receive the benefit. Full fees will be charged
if you do not have a current assessment. In order to receive Child Care Benefits,
parem‘s must SIgn each of their children in and out EVERY da fhe attend care. On
return to the centre after any absence, Parem‘s also must SIgn the aﬁendance sheets
indicaﬂng a reason why the child was away to ensure that Child Care Benefits is
git/en during the absence.

Allowable Absences

Allowable absences occur when your service can charge a fee for care and claim Child
Care Benefits when the child is not presern‘. All families will be e/igib/e for 42 dags
of allowable absences and absences caused bg ho/idags or illness without a medical

certificate. In addition Child Care Benefits will be paid for all absences due to
o llness with a medical certificate)

o Attendance at pre—schoo/

° Pupi/ free dags

o Rostered days off, or

° Rofaﬁng shift work

Child's llness
If a chid is absent for one dag at a time due to illness, full fees are pagab/e for

that dag

La’re Fee

We ask for your co opemfion n drop/oing off and Collecﬁng children within our
opemfing hours. If at any time you have an emergency and are going to be de/ayed,
p/ease contact the centre. Staff can then (Z”(Z_lj your child's concerns and make p/ans for
their own commitments. A late fee may app/ if your child is left at the centre after
c/osing time. The late fee is not su@'em‘ to Child Care Benefits.

Public Holidays

If your child's booked dag falls on a Public Ho/iday then fees are still /oagable. The
Centre also has a ho/idag rate that can be app/ied when you take ho/idags. The rate is
half~ of your normal fee and each fami/g is entitled to four weeks of l’lo/idags per year.

C hanges
It is Parents responsibi/ifg to noﬁ@ the centre of any Changes to the child's enrolment.

Attendance

A responsib/e adult knoun to the Director and/or the Group L_eader/Assistant must
brin_q children into the centre. On/y authorised persons (as indicated on the enrolment
form) will be allowed to collect children from the centre. Please nofhrg the Director
either verba//g or with a written rote of any changes regarding the adult who is
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co//ecfing your child. An adult other than one known to the centre requires identification
(prefemb/y phofogmphic). Parents with cusfody orders must provide a copy to the
Director.

In the case of non custodial parent arriving to collect the child, the Director will
contact the po/ice and /nrouide the copy of the order for the po/ioe to enforce. On no
account will a child be allowed to go home with a parenf/guardian in contravention of
a cusfody/courf order held at the centre. Such cusfodg/ court orders should be broughf
to the Directors attention on enrolment. However, in the even of a non custodial parern‘
gaining access to a child, the Centre cannot be held liable.

Staff are a/wags concerned about your childs welfare, so if you dre aware of any
infending absence could you p/ease inform the Director/Staff.

Excursions

Excursions and pemrormances will be armnged from time to time as part of your
child's exlaerience at the Centre. Parents are encoumged to attend at any time and
must sign and pay for their child to pam‘icipafe. The excursion s/i/os will be on disp/ag
for parem‘s to comp/efe when the need arises. Children who are unable to attend the
excursion will remain at the Centre with another Group. The ratios according to
Regu/aﬁons are as follows: —

| Adult for each 2 children age 0-3
| Adult for each 4 children age 3-5
I Adult for 8 children old enough to attend school

What to bring. .

[oddlers (omths — .?yr_f}
Parents of toddlers need to bring the fo//owing items in a bag: -

I Enough nappies for the day (bottle for sleep time if necessary, drink/J'uice)
2. Enough food for moming tea, lunch and afternoon tea

3 C omp/efe spare set of clothes

4. ltems the toddler is attached to ie dummg, feddg bear, etc

5. Sunhat

35 years

Parents of children in this age group need to bring the fo//owin_q items in a bag: -
I Lunch and moming and afternoon tea (inc/uding drink)

2. Sunhat

3 2 Changes of clothes: and

4. blanket (in cooler months)
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Do not send children in _qood C/ofhing. P/ag clothes that can become a little dimy, that
enable uninhibited p/ay and that can be easi/y managed bg the child are best. Children
should be dressed according to climate. For examp/e, /ighf cotton c/ofhing that will
provide profecfion from the sun and sandals are best in summer (not Thongs p/ease). In
cooler months, warmer c/ofhing /agers that can be taken off as the dag warms  up,
with shoes and socks, are most ap/aropriafe. Hats need to be brought and worn
fhroughouf the year. Parents mighf prefer to leave a hat at the centre to ensure there
s a/wags one available for the child to wear. A NO HAT, SHADE PLAY pohcy will
be enforced and children without hats will miss out on outdoor aymg times. Please
ensure dll items broughf to the centre are CLEARLY LABE/_LEFD//V\/\RKED Whilst

all care is taken we will not accepf /iabi/hy for loss or damage.

Child Care and Deuelopmem‘ C oncepts

Our Centre prowdes child—centred deue/opmenm/ programs. The progmmmmg is based
on obserumg children on a regu/ar basis, eva/um‘mg their needs and plannmg activities
from these observations. We aim to deue/op programs to meet the childrens needs and
therefore enhance individual deve/opmem‘ Each child will be pace gu;ded to deve/op at
an individual pace according to his or her unique, individual way. :Drogmms are
evaluated on a regu/ar basis. The skills that the curriculum is based on fhrough the
Centre are:

o Fine Motor (small muscle deue/opmenf eq manipu/aﬁon)

e (iross Motor (/arge muscle deve/opmem‘ eg running, J'umping)
o Social (/eaming to work cohesiue/g with others)

o Emotional (self—esteem, self—worth)

o ( ognh‘iue (fhinking, prob/em so/ving)

° Language (speaking, communicaﬁng)

The staff are deue/opmg programs that are suppom‘ed bg the Emergem‘ Curriculum
Quidelines. The curriculum starts with the childrens interests and includes prmc’p/es of
respem‘ respons:b:h)y and communlfg Routines and programs  are d:splaged in each room.
They are available for you to peruse and we invite your contribution. Please speak to
your child’s Group Leader who can giue you more information. For a more formal
meefing do rot hesitate to ask.

Implementation of Programs/Routines

Indoor and outdoor exlgeriences are an infegm/ part of our program and  routire. P/ay is
central to children’s deue/opmem‘ bg prouiding opporfuniﬁes for both structured and
sponmneous activities. P/ay is a childs unique way to learn about their world. It is also
a means of exlgressing know/edge from Igreuious experience. We aim to Igrouide
opporfuniﬁes for boys and _qir/s to p/ag free/g re_qard/ess of any sfereofype roles They

may choose. Videos will on/y be shoun as parf of the p/armed curriculum. Routines give
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children a sense of the passage of time as fneg move fnrougn the day. Routines
encourage independence and an undersmnding of persona/ nygiene.

Encouraging Cood Hygiene Practices

Staff rnodqe/ and encourage children to deve/op persona/ nygiene anougn Wasning hand.s
after /n/ag, foi/eﬁng, nose b/owing and before eaﬁng. Children are encoumged to cover
their mouth when cougning or sneezing. Staff use g/oues for nappy cnanging and in the
prepamfion of food. Please refer to our Hggiene Po/icy in the foger.

Toileting

Staff encourage children on all steps of rnainfaining good nggiene pmcﬁces ie hand
Wasning with sodp and drging or Wiping hands when comp/efe. Children are encoumged
to go fo the toilet individua//y. During toilet Tmining, staff will endeavour to support
efforts made at home. Please feel free to discuss your spe(:ia/ needs with staff.

Hygiene is very important to us...staff clean toilet and floor areas several times a da
and specia/isfs pro essiona//g clean the Centre outside operm‘iona/ hours. Please refer to

our Toi/efing Po/icy in the foyer.

Nutrition

There is now clear evidence that childhood nutrition has a /asfing effect on man
aspecfs of hedlth. Children need fresh nutritional food and well balanced meals. Please
support us bg rnaktng nea/fng choices when packlng your child's lunch and snacks for
the dag Recommended foods include, sanduriches, cheese, cold meats, fresh or dried fruit,
prepared fruit snacks, savory biscuits, fruit cake, Hogum‘ and milk or fruit Jutce For
more ideas and guide/ines, speak to your Director or Group Leader. Please refer to our

Nutrition Po/iaj in the foger.

Rest
All children are required to have a specia/ time to relax or rest during the dag, it

enables them to gm‘ner their fnougnfs and sfrengfn for the rest of the dag... It is our
po/icg that if a child falls asleep, fneg are in need of a rest and will not be woken
unless requesfed bg parents persona//g. Some  children may ot need s/eep, but will be
eneoumged to rest their bodies on their beds for a short periode Quiet activities will be
available for selection Please refer to our Rest Po/icg in the fogen

Behaviour Management

Our child behaviour rnt:fnt:fgernemL pohcy is centred around the Irnporfance of reslnecf and
dlgnn‘g for the child, acknow/edg:ng and accephng children's fee/:ngs and encoumg:ng
these Tree/ings to be expressed. Sfeps that we take towards esmb/isning good behavior
rnanagernemL include: —

° Seﬁing and mainfaining aplgropriafe limits of behaviour

] Exp/aining the appropriafe uses of materials and equipmen?‘
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° Reinforcing posh‘ive behavior with pmise

o Exp/aining Whg a behaviour is inappropriafe or unaccepmb/e and providing accepfab/e
opfions

° Offering children choices and encoumging decision making, and

° Seﬁing realistic expecmﬂons which are age and sfage appropriafe

o [f s offen /m/yor;‘ﬂﬁf fo remember that what works for one does not ﬂ/a/ﬂyj work

for all

Bitin

Bh‘ing IS not uncommon in young children. Children who bite usua//g do so because fhey
are frustrated or angry. They often act impu/sive/y and quick/g, being too young and
immature to think of other choices or consequences. They usua//y bite because their
/anguage shills are not good enough to say what fhey want. Teeﬂqing may also be a
cause of biﬁng. Biﬁng is most frequent in the 13" to the 30" month old age bracket.
When bh‘ing occurs, it is often \/ERY disfressing for Parents. If your child is bitten,
you will Iorobably feel angry. If on the other hand your child is the biter, you  may feel
uncomfortable. Please remember that this is a natural phase of deve/opmenf for some
children, and will be dealt with in an ap/aropriafe manner by the Groula Leader and
Director.

Sfrm‘egies Staf¥/Parents Mag Consider

The frequena of the occurrence, the time, the conditions and the environment at the
time. The child being bitten, the circumstances Iorior to the occurrence. Staff also find
biﬁng very disfressing, often fee/ing very guih‘g that fheg have been unable to eliminate
the /orob/em whilst mainfaining the self esteem of all pam‘ies involved.

Aggression

A certain amount of aggression is normal in young children. /V\ang children cannot
control their sfrong ﬁze/ings and act impu/siue/g. Theg are not able to understand the
consequerces of their actions. VWe fry fo empower children with skills in dea/ing with
aggression bg fa/king about it. For further information, p/ease refer to our Behaviour

Managemem‘ Po/icg in the foyer.

Hygiene

Staft who also encourage children to pmcﬁce effective hygiene procedures imp/emenfs
universal hggiene precauﬁons. Hand Washing prior to eaﬂng, and after foi/eﬂng Is
superuised. Staff either wear g/oves and/or wash their hands after Wiping children's
noses to assist in preuem‘ion of infectious diseases. Posters disp/ay nappy change
procedwes and all information is covered in our Policies and Procedures Handbook. Ve
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encourage you to read them and upho/d them when visiﬁng our Centre. Please refer to

our Hygiene Po/icg in the foger.

Health
Epidemics of infectious illnesses such as \/\/hopping C ough Diphfheria, Po/iomge/iﬁs,

Measles, Mumps and Rubella have been rare in Queensland in recent years because
most peop/e in the communifg have been immunized againsf them. These diseases do
continue to exist in our communities and unimmunized children are not on/y at risk
themselves, but also put other children at risk. National Health and Medical Research
Council has endorseo[) the use of /—/epafh‘is B vaccine (HBV) for all infants. HBV  should
be administered at birth, | month and them again at 6-2 months of age. If an
outbreak of any of the above diseases occurs within a centre, unimmunized children will
be excluded for the period of the outbreak. We feel sure you will agree that the
prob/em occurs of sickness and infectious diseases is very serious where so man
children are in constant contact with each other. It is exfreme/y difficult for staff to
prow’de the appropriafe care for children who are il and still give attention to the rest
of the group. When children are sick Theg need more attention as well as quieT,
warmth and rest. It is mpo;ﬂb[e to give a child who is p/aced in a group situation
this type of care, as it requires staff members to lessen their involvement with the
remainder of the group.

THEREFORE, WE REQUEST THAT CHILDREN WHO ARE SICK ARE NOT
BROUGHT INTO THE CENTRE.

Please dont feel that were going to phone you at every sign of a ‘sniffle etc, but if
we feel your child is in need of medical attention or would benefit from being home
or somewhere quiet we will contact you to inform you of your child's condition We
do appreciafe your need to be at work, therefore if you are not able to collect your
child, please arrange for someone else to do it. The staff in the centre are not qua/ified
to diagnose your child's condition, They can on/g voice their concern and suggesf what
the /orob/em IS, using their know/edge and experience from Working with children
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CHILD IMMUNISATION SCHEDULE

Dip. Tet. W/Co | Polio MMR Pneumoc. | Meningoc. HIB | Varicella HepB F\;I?lt.las
Birth *
2m * * * * * * *
4m * * * * * * *
6m * * * * * *

* *

12m
18m *
4yr * * * *

The fo//owing is a list of the most
periods: -

common infectious diseases and their exclusion

Condition Exclusion of Cases
Campylobacter Exclude until diarrhoea has ceased for at least
24 hours.
) Exclude until all blisters have dried. This is
Chicken Pox

usually at least five days after the rash first
appeared.

Conjunctivitis

Exclude until discharge from eyes has ceased.

Diarrhoea Exclude until diarrhoea has ceased for at least
24 hours.
Diphtheria Exclude until medical certificate of recovery is

received following at least two negative throat
swabs; the first not less than 24 hours after
finishing a course of antibiotics and the other 48
hours later.

Glandular Fever (Mononucleosis)

Exclusion is not necessary.

Hepatitis A Exclude until a medical certificate of recovery is
received, but not before seven days after the
onset of jaundice or illness.
Hepatitis B Exclusion is not necessary.

Human Immuno-Deficiency Virus

Exclusion is not necessary unless the child has
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(HIV AIDS Virus) a secondary infection.

Impetigo Exclude until appropriate treatment has
commenced. Sores on exposed surfaces must
be covered with a water-tight dressing.

Leprosy Exclude until approval to return has been given
by health authority.
Measles Exclude for at least four days after the onset of
the rash.
Meningitis (bacterial) Exclude until well and has received the
appropriate antibiotics.
Meningococcal Infection Exclude until appropriate antibiotic treatment
has been completed.
Mumps Exclude for nine days or until swelling goes
down (whichever is sooner).
) » Exclude for at least 14 days from onset. Re-
Poliomyelitis admit after receiving medical certificate of
recovery.
Ringworm, Scabies, Pediculosis (lice), Re-admit the day after appropriate treatment
Trachoma has commenced.
Rubella (German Measles) Exclude until fully recovered or for at least four

days after the onset of rash.

Streptococcal Infection

(including Scarlet Fever) Exclude until the child has received antibiotic

treatment for at least 24 hours and the child
feels well.

Tuberculosis Exclude until a medical certificate from an
appropriate health authority is received.

Whooping Cough Exclude the child for five days after starting
antibiotic treatment.

Clearance Letter
A clearance letter from your child's doctor may be required if we have any doubt of
your child's suh‘abi/hy to return to the centre.

Diarrhoea and Uomiﬁng

Diarrhoea and vomiﬁng are lgofenﬁa//g com‘agious and it is our Igo/icy that if your child
IS suff_ering from either of these, regard/ess of the cause, fheg must be l?e/m‘ away
from the centre. This means that if your child has a loose motion or vomits before
/eaving home in the momin_q the child is NOT to be broughf to the centre. Our po/ictj
is that a child will be excluded for 24 hours from their last vomit or diarrhea. VWe
can ap reciate that it may be caused bg somefhing the child ate, but we cant be sure.
We often find that a child who has been sick in the mornin_q usua//g repeafs this
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throughout the day or even becomes worse, and we have to contact you in any case
to take the child to a Doctor. If you are in any doubt at dll regarding your child's
health, and unsure whether to bring your child, PLEASE DO NOT as fheg usually are

not well enough to come. The fo//owing sgmpfoms will alert you to the fact that your
child could be unwell —

o MHMSM(ZI SFJO'/'S or FlZSI’]@S

o  Unusual behaviour (your child is cmnky or less active than usudl cries more than
usual, feels genem/ discomfort or J'usf seems unuell)

o [everish

e ( orjuncﬁvh‘is (tears, redness of ege/id /ining, irritation, followed bg Swe//ing and

discharge)
° Breafhing trouble
o  Mucus discharge from the nose (thick, green or b/oodg)
e Diarrheoa
° \/omiﬁng
o [oss of appetite
e Sore throat or trouble swa//owing
o Infected skin Iom‘ches
o Severe, persisfem‘ or pro/onged coughing
° /:requenf scmfching of the sca/p or skin
o Headache, stiff neck
o Yellowish skin or whites of eyes, and

o MHHSHG”H dark, tea CO/OMF@d urine

What to do when a child has sympfoms?

o (Consult your Doctor

o K hild ” ! ! ] f [
e (ontact an appropriafe staff member and enquire if other children are suffering
similar sgmpfoms; and

o (Consult the centre handbook for exclusion times and Igrocedures in relation to giuing
medication at the centre

It is impormnf that you reporf any illness to appropriafe staff as this allows them to;
Watch for signs of illness in other children and

Alert other Igarem‘s, parﬁcu/ar’y those who may be at risk themselves or who may
have children who are at risk
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What will staff do if your child develops _szmlm‘oms7

As soon as staff become aware that your ¢ Id is unwell fhey will contact you.
As staff do not have the facilities to take care of sick children adequm‘ely ;or any
/engfh of time, and as infection can mouve swiff/g Through a group, we will ask you or
your nominee to come as quick/y as possib/e. Please refer to our Health Po/icg in the

foger.

Parents please ensure that the Centre has your correct contact phone rumber.

Ir_y'ec‘tions
]rjecfions will not be administered whilst your child attends the centre as staff are
unqua/hried to do so.

Medication

Al medication must be c/ear/y marked with the child's name and the dosage clear on
the pharmacisfls dispensing label Please do rot leave medication of any nature in your
child's bag, Instead, medication should be given to your child's Group ﬁeader or the
Centre Director upon  your arrival at the centre, at which time it will be stored in a
designafed area out of reach of children. Medications requiring ref-rigemﬂon will be
approprimelg stored. Please refer to our Medication Po/icy in the foyer.

Prescribed Medications

Prescribed medications will on/g be administered if the pharmaceuﬁca/ label is current

and intact. Medication will on/g be administered fo//owing directions on the bottle when
parem‘s have signed an authorization form eg. Dimefapp, Demizon and Panadol  Should

this continue for three consecutive daljs, it would be advised that the Director ask for
a Doctor's opinion rather than continue adminisfering a non—prescripfion medication.

Managemenf of Asthma

Nebulisers/V olumatics will be on/g administered with your Doctor's written consent.
Medications will not be administered more often than 4 hourly

Parents are asked to demonstrate to staff, with the child, the procedure before the
initial dose.

In the case of a child suscepﬁb/e to an acute asthma attack, medication may be
permanenf/tj left at the centre.

We  have encoumged paren’rs to speak with their doctor to discuss an asthma
mamgemenf p/an, which includes regu/ar revieu,.

Should you wish to administer Paracetamol in circumstances other than these, written
authorization is required.
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Incidents/Emergencies

In the event of a minor incident, first aid will be administered bg staff and recorded.
If a more serious incident occurs, parenfs will be contacted immediafely. Please ensure
the centre has current contact fe/ephone numbers, both for parem‘s and for emergency
contact persons. C hanges for that day may be left with the Group Leader or written
on the attendance sheet when /eauing the child. In emergency situations, should the
person n charge determine the irjuries are serious enough an ambulance will be called
immediafe/g. The parent will incur the cost. Please refer to our Accident / Incident

Po/icy in the foyer.

Emergency and Evacuation Procedures

In case of an unforeseen emer ency situation, every effort will be made to contact
parents to collect their child. The Centre is fitted with safefy devises, which are
maintained regu/ar(g, Regu/ar fire drills are necessary for regu/aﬁon purposes. If you are
resent at a fire drill you are required by law to pam‘icipm‘e. Emergency evacuation
p/ans are disp/aged in the centre. Staff are familiar with evacuation procedwes and
po/icies. Parents and visitors to the centre will be asked to make themselves familiar
with the evacuation p/an and where hoses and first aid equipmenf is to be found.
Everg effort will be made to make evacuation procedures erjogab/e rather than stressful
events for the children. Regu/ar emergency procedures give the children an oppormmfg to
become familiar with the routine and p/anned evacuation.

Sm"efy

Centre po/icies on safefg Precaufions are com‘inua//g re—enforced bg staff and children
Such /omcfices included:

o The sTomge of chemicdls in locked cupboards
o ( hecking the safefg of sandph‘s and outdoor equipmem‘

o Childrens awareness of persona/ scnrefg, e not fhrowing equipmenﬁ Walking inside.

Noticeboards/Newsletters
]mporfanf information will be disp/aged on notice boards fhrough out the centre.
Newssletters prinfed regu/ar/g provide current news on the centre and its activities.

Birthdays

Birfhdays are specia/ times for children and the centre erjogs sharing the occasion You
may like to he/p in this regard bg providing cup cakes, biscuits, packef cake (for the
children to /orepare) etc on your child's birfhdag or the closest dag to it. To minimize
cross infection we ask that cup cakes are provided to minimize the risk off cross—
infection. Please consider the children in your child's group may be a//ergic to sugar,
flour etc (gou may like to consult your child's Group Leader first)
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If your child has any sper:ial diefary requirements or restrictions, lease convey these to

the Director and Group Leader to ensure the child is correcﬂg ed.

REMEMBER we can a/wags arrange celebration time to coincide with your avai/abi/ify
to J'oin us. As children get older, Theg often have birfhdag parﬂes at home with their

friends from the centre. In order not to hurt f-ee/ings, the issuing of invitations is best
handled quieﬂg between parenfs outside of the centre.

Visitors

From time to time, you will see new faces at the centre. Relief staff, students and
volunteers are screened before parﬁcipaﬁng in our dai/g activities and must adhere to
our philosophy whilst at the centre.

At no stage will a Uo/unfarg worker be left in Charge of a group of children. The
Group Leader or Assistant will a/ways be available. However, ﬂ’)ey will interact with
the children, giuing he/p and attention as needed.

Toys and Other Treasures from Home

\/\/ge've chosen a wide range of deve/opmenfa//g appropriafe equipmenf and toys for our
centre. [t would be appreciafed if parents. can exp/ain to their children that the toys at
the centre are for everyone to share and that fhey cannot be taken home. It would be
appreciafed if your child could be dissuaded from bringing n toys. C uddlg or securh‘y
toys are welcome but need to be c/ear/g named. [f you have any fapes that you would
like to have played durmg rest time, please bring them in and we will be hap/ag to
p/ag them for your child.

Lost Prope

At the Centre there is a container for unnamed and lost propemy. It would be
appreciafed if parents could check this regu/ar/g as the amount builds up. [tems  that
are still uncollected after a period are donated to a local charhy
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Arts and Crafts Material

In our quesf to extend each child's ima_qinaﬁon and creaﬂvh‘y, certain materials are

useful We can use any of the fo//owing:
Alfoil

Pot p/anfs

Cotton reels

P ipe cleaners

Seeds
Shells

Paper

Any old furniture
Lids

Sandpa/aer

Sheets

C ardboard

Hessian

Old bedspreads
Old radios
Wool

Lace

Cardboard boxes
Tinsel

Please collect these items for us. Theg would be much appreciafed and well used.

toothbrushes
wood off cuts
matchboxes
sawdust

old Tgpewrifers
old calculators
old cameras
foil milk bottle tops
padd/epop sticks
dolls, fogs
buttons

music — m/aes, CDs
material scraps
old phones

old pofs and pans
felt

wrappping paper
DRESS UP CLOTHES

bas ica//g angfhing

Before you throws them out Ia/ease consider the centre first.

THANK YOU AGAIN FOR CHOOSING US TO CARE FOR YOUR CHILD.
WE LOOK FORAWRD TO A LONG AND HAPPY ASSOCIATION WITH

YOUR FAMLY.
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Code of Conduct

For Staff
*  Staff shall behave honestly and with integrity.
*  Staff shall avoid any act which may bring our profession into disrepute.

Staff shall work in partnership with colleagues and community organisations to support
the well being of families.
Staff shall treat colleagues and families with respect and courtesy and without
harassment.
Staff shall maintain a professional relationship with colleagues and parents. Where staff
feel a colleague/parents behaviour, competency or integrity is in question, they should
discuss this with the colleague/parent. If no satisfactory outcome is achieved the
complaint should be referred to those in position to correct the situation.
Where a childcare worker receives a complaint from a parent, they should listen carefully
to the nature and substance of the complaint. Give due consideration and full account to
its content and advise the parent of the formal and informal avenues to obtain
consideration of the complaint. If the staff member is in any doubt of the appropriate
action, they shall seek guidance from senior staff.
Staff shall not make improper use of -

o information imparted to them

o their duties, status or authority.
Staff shall work in ways that enhance human dignity and carry out their duties in a
professional and conscientious manner.

For Parents:

*
*
*

Parents shall treat staff with respect and courtesy and without harassment.

Parents shall become familiar with centre policies and procedures.

Parents shall work collaboratively with their child’s teachers to ensure the best possible
educational outcomes for their child.

Parents shall avoid behaviour which may be perceived as belittling or intimidating.

Failure to comply with this code of conduct may result in your child’s care being ceased or
in the case of a staff member your employment being terminated.

Behaviour considered a breech includes:
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Inappropriate language such as swearing, using demeaning language, or non-supportive
language, inappropriate written material, sexual material in any form on work premise or
work functions.
Inappropriate conduct such as the consumption of alcohol / drugs in the presence of
children and young people.
Inappropriate use of facilities and resources such as the company credit card, stealing
work belongings or sending inappropriate emails.
Inappropriate contact with young children- no parent or staff member shall strike a child
as a method of discipline.
Giving personal information about families / staff to people not authorized to have that
information.
Inappropriate gossip, malicious and negative talk and backstabbing is destructive and will
not be tolerated.

Reviewed Jan 2010
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