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	NQF
Quality
Area
	Policy
	Mandatory 
(M) or Best
Practice (BP)
	(Vic) Chn Services Regulation Ref

	1
	Curriculum Development



  
	BP
	Part4-Div1

	1
	
Inclusion and Equity                                              
	BP
	Part4-Div1

	2
	
Acceptance and Refusal of Authorisations           
	M
	Part7

	2
	
Administration of First Aid                                    
	M
	Part4-Div3

	2
	
Administration of Medication                                
	BP
	Part4-Div4

	2
	
Anaphylaxis                                                         
	M
	Part4-Div3

	2
	
Asthma                                                                
	M
	Part4-Div3

	2
	
Immunisation Policy*                                           
	M
	Part4-Div4

	2
	Child Safe Environment 
*Child Safe Standards
*Child Safe Commitment




	M
	Part4-Div8

	2
	
Dealing with Infectious Diseases                          

*Pandemic/Epidemic Policy                         
	M
	Part4-Div3

	2
	
Dealing with Medical Conditions                           
	M
	Part4-Div4

	2
	
Collection and Delivery of Children                       
	M
	Part4-Div7

	2
	

Diabetes                                
	M
	Part4-Div3

	2
	
Emergency and Evacuation                                  
*Emergency Management Plan
*Pandemic Response Plan CoVid
	M
	Div6-Reg 66

	2
	
Epilepsy                                                                 
	BP
	Part4-Div3

	2
	
Excursions and Service Events                             
	M
	Part4-Reg68-71

	2
	
Food Safety & Preparation-Delivery                      
	BP
	Div2-Reg47

	2
	
Hygiene                                                                 
	BP
	Div2-Reg46-47

	2
	Nutrition and Active Play (including Food, Beverages and Dietary Requirements)


+Celebration Policy                
	M
	Part4-Div2

	2
	
Bottle Preparation @ Early Foods                        
	BP
	Div2-Reg46,47

	2
	Incident, Injury, Trauma 
and Illness


*Critical Incident                
	M
	Part4-Div3Reg54, 55, 56

	2
	
Relaxation and Sleep                                            
	M
	Div2-Reg 50

	2
	
Safe Road Transport and Safe Road                    
	BP
	Part4-Reg83,84

	2
	
Sun Protection                                                      
	M
	

	2
	
Supervision of Children                                         
	BP
	Part 4-Div 2, Div10, Div11,  Part 5-Reg104

	2
	
Water Safety                                                      
	M
	

	3
	
Occupational Health and Safety                           
	M
	

	3
	
Environmental Sustainability                                
	BP
	Part4

	4
	
Code of Conduct                                                   
	M
	Part4, Part5

	4
	
Determining Responsible Person                        
	M
	Part 4-Div7 Reg 97-100

	4
	Participation of Volunteers and Students Policy

         
*Volunteer Student Policy and Procedure Checklist

  
	M
	Part4-Div10, Div11-Reg85-94, Reg100

	4
	
Staffing Policy
(HR – hold/file Qualifications, Supervision and Working with Children Checks/Criminal History Record Checks)            
	M
	Part4-Div11 Reg88-103

	5
	Interactions with Children Policy 


Education Plan Policy        
	M
	Part5-Reg104, 105
Part4-Div1, Part5

	5
	
Communications Interaction Centre Policy  

	M
	Part5-Reg104, 105

	5
	Communication and Parent Persons Involvement Policy


 
	M
	Part6-Reg106

	6
	
Enrolment and Orientation                                    
	M
	

	7
	
Fees                                                                      
	M
	Part7-Div2

	7
	
Governance and Management of the Service       
	M
	Part2-3
Part7,8,9,10

	7
	

Complaints and Grievances   
*Complaints & Grievance Recording and Register 
	M
	

	7
	Information Technology
	BP
	In progress#

	7
	Risk Management Procedure
	BP
	In Progress

	7
	Privacy and Confidentiality
(including Confidentiality and Storage of Records)

  
	M
	Part7-Div1-3 +Reg107-124
Part9

	8
(NEW)
	Child Safe Standard – Staff and Volunteers are equipped with the knowledge, skills and awareness to keep children and Young People Safe through on-going education
	M
	(CSS) Child Safe Standard 8

	
	
	

	9
(NEW)
	Child Safe Standard 9- Physical and online environments promote safety and wellbeing while minimising the opportunity for children and young people to be harmed
	M
	(CSS) Child Safe Standard 9
	
	
	

	10
(NEW)
	Child Safe Standard 10- Implementation of the Child Safe Standards is regularly reviewed and improved
	M
	(CSS) Child Safe Standard 10
	
	
	2025

	11
(NEW)
	Child Safe Standard 11- Policies and procedures document how the organisation is safe for children and young people
	M
	(CSS) Child Safe Standard 11
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ENROLMENT – ORIENTATION – BOOKING POLICY      (M) 
Mandatory – Quality Area 6 
 


PURPOSE 
The aim of this policy is to: 
To detail and deliver a clear booking procedure for all childcare provided at Outlets Co-operative 
Neighbourhood House LTD. 
Under no circumstances will we allow your child to commence care without all appropriate enrolment 
forms completed, including immunisation records and lawful authority orders. Only under extenuating 
circumstances will we enroll your child without adequate orientation.  
To ensure that availability of childcare is equal and accessible to the whole community no matter what 
socio economic or cultural background. 
To ensure that occasional childcare is delivered in line with the National occasional childcare standards. 
To outline the various forms of childcare provided at Outlets Co-operative Neighbourhood House LTD and 
the procedures involved in making bookings. 
 


Implementation Priority of Access: 
The Australian Government provides guidelines in regard to access that is prioritised according to need.  
Relevant Legislation Education and Care Services National Regulations (regulation 168 (2) (k) National 
Quality Standard 6.1 
These guidelines are:  


• Priority 1 - a child at risk of serious abuse or neglect  


• Priority 2 - a child of a single parent who satisfies, or of parents who both satisfy, the work, 


training, study test (refer to FAO)  


• Priority 3 - any other child (refer to Child Care Provider Handbook)  


A further consideration is whether your family is a sole parent or a two-parent family.  
Although all effort would be made to avoid such occasions, because of these government guidelines it may 
be necessary to change either the time of attendance’s, or number of attendance’s, for families considered 
of lower priority under these guidelines, to make room for a family requiring care for reasons of what is 
considered within these guidelines as a higher need.  
Please be assured that you will only be asked if absolutely necessary, and that our Centre is in no way 
making a value judgement of your family.  
These are simply Government guidelines, developed to ensure that working and studying families have 
access and priority to available childcare places.  
On the occasion that we do make a request of you, your understanding and co-operation would be greatly 
appreciated. 
 
Lawful Authority and Contact: 
The Children’s Services Regulations (Vic) require all Centre’s to keep records of lawful authority, contact 
and residence arrangements for children. During enrolment you will be asked to fill in an authorisation 
statement in regard to lawful authority and contact relating to your child.  
All sections of the enrolment form must be completed prior to enrolment, as staff will not permit a child to 
leave the Centre without the appropriate written authorisation from you.  
Persons unknown to staff will be questioned on their arrival, and lawful authority forms checked If the 
person collecting your child is not listed, he or she will be unable to leave the Centre with your child, and 
we will notify you by phone.  
 
Confidentiality: 
Confidentiality is of paramount importance in our centre. All of the information provided to us by you, 
such as addresses, phone numbers, and custody information, is seen and recorded only by our Approved 
Provider/CEO, Nominated Supervisor and the staff directly responsible for the care of your child. At no 
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time will information be given out without your consent, and any individual meetings that take place 
between you and our staff will be undertaken with the highest degree of professionalism. 
 


SCOPE 
This policy applies to parents/guardians, the Committee, the staff, and volunteers involved in taking 
bookings for childcare at Outlets Co-operative Neighbourhood House LTD. 
This policy applies when an enquiry is made regarding childcare bookings or when a booking is being 
made. 
 


Background and relevant legislation 
Outlets Co-operative Neighbourhood House LTD has had a long history of providing children activities and 
childcare for the surrounding community. It has a highly established name in providing a quality childcare 
service to all and prides itself on the program it delivers. 
Outlets Co-operative Neighborhood House LTD is an approved center under the commonwealth law and 
processed to offer the Child Care Subsidy CCS 
Outlets Co-operative Neighborhood House LTD is licensed under Victorian law as a Children’s Care service  
 
Children’s Service Regulations (VIC) 32/2020 
Children’s Service Act (VIC) 1996 
Child Care Provider Handbook (Cwth) 
 


DEFINITIONS 
Class care: Childcare provided for parents/guardians who are undertaking a course at Outlets during 
licensed childcare times. 
Emergency care: childcare provided to those on an emergency situation where child: staff ratio is 
adequate. 
Occasional care: Childcare booked on a weekly basis not exceeding a total of 15hrs of care per week. 
Occasional care is a unique childcare service that supports families by providing flexible care for children 
from birth to school age. Families can access occasional care regularly or irregularly. Occasional care allows 
the flexibility to leave children in an early childhood learning environment to socialise and interact with 
other children. We also call this transitional care for children attending childcare for the first time.  
Permanent care: childcare booked on a term basis for hour sessions only with payment in advance to 
secure that position. 
Staff: relates to all Approved Provider, Nominated Supervisor, Day-to-Day Supervisor, Office Admin, 
Volunteers 
Transitional care: to assist children and parent/s to transition into formal care or education. 
 


PROCEDURE 
Enrolment Procedure  
When enrolling your child into the Centre the following will be followed: 


• We will determine our vacancies  


• An appointment will be made for your family to look through the Centre  


• When looking through the centre your questions will be answered   


• You will receive an Enrolment form and details of the process to complete and to register for the Child 
Care Subsidy CCS. If you are not sure how to do this:  


• An appointment will be made to hand over completed enrolment forms with immunisation record 
and other required documents to begin the orientation process  


• Begin care Orientation Procedure. 
 
Outlets Co-operative Neighborhood House LTD childcare has developed and fine-tuned a comprehensive 
and effective orientation process to ensure that you and your child have a smooth transition into our 
Centre.  
We recommend that all families should complete this process, as we feel it is very important that both you 
and your child feel welcome, comfortable, and settled into the program, before commencing care.  
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The orientation process may take one or more visits, having been tailored to meet the individual needs of 
your family.  
 
We also do understand that Children adapt differently as do the parents, so your needs are considered, 
often the Children are quite happy to start straight away.  
Outlets Co-operative Neighborhood House LTD will always be in contact with you, if your child has not 
settled and we will commence adequate orientation. Most recommended is Orientation 1 and then 
Orientation 4 
 
Orientation 1 
You stay in the playroom room with your child and pass all relevant information onto the staff about your 
child , such as (usually 1/2hr)  


• Routines  


• Food likes/dislikes/allergies/intolerance  


• Strengths  


• Interests  


• Family/sibblings/extended family  


• Pets  


• Discuss individual expectations ie: shoes can be off when playing outdoors  


Orientation 2  
Your child stays in the playroom while you complete the relevant enrolment forms (usually 1hr) 
 
Orientation 3  
You leave your child for approx. 1hr in the playroom while you stay in the centre (have a coffee and bring a 
book to read)  
 
Orientation 4 
 You leave your child for 2-3 hrs (we will contact you if we feel you need to come back earlier should your 
child be distressed)  
 
Begin Care If you feel ready and your child is settled, they can begin their normal booking.  
Any of these steps can be modified to suit your child’s needs.  
Outlets Co-operative Neighbourhood House LTD is in constant contact with you as to your needs and 
orientation. This is to gain feedback regarding the orientation process and to ensure both the parents and 
the child/ren are welcomed and settled into their new environment. 
 
TYPES OF CARE: 


CLASS CARE 
The Approved Provider shall ensure: 
There are adequate positions allocated/provided for children requiring care for the duration of the course 
their parent/guardian is enrolled in. 
The class care hours and costs for a particular course are promoted and displayed clearly on all 
promotional and centre notices. 
That children’s service Regulations and Act are adhered to at all times. 
Any relevant policies to this policy are made readily available to parents/guardians on request. 
 
The Nominated Supervisor, Day-to-Day Supervisor taking class care bookings shall: 
Ask adults upon enrolling in a course at Outlets if childcare will be required and how many positions. 
Book the child/ren into the crèche bookings book for the duration of that course. 
Advise parent/guardian, that notification of non-attendance would be appreciated if their child/ren will 
not attending on any particular day. 
Advise parent/guardian of the cost involved for class care and the hours care will be provided. 
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EMERGENCY CARE 
The Approved Provider, Nominated Supervisor, Day-to-day Supervisor shall ensure that: 
They will do all that is feasible to accommodate those in need of emergency childcare. 
That (VIC) Children’s Service Regulations 32/2020 and Act 1996 are adhered to at all times. 
Staff responsible for the care of that child/ren are aware of the emergency booking. 
Confidentiality is maintained and only necessary information will be given to the Head Childcare worker. 
The cost involved with emergency care is stipulated at time of booking and advertised in all relevant 
information brochures. 
All Emergency care bookings are made at the discretion of the Approved Provider. 
Request that when the booking is made notification is required if the booking is to be cancelled. 
Any relevant policies relating to this policy are made readily available to parents/guardians on request. 
 


OCCASIONAL CARE 
The Approved Provider, Nominated Supervisor shall ensure: 
The occasional care hours and costs are promoted and displayed clearly on all promotional and centre 
notices. 
That (VIC) Children’s Service Regulations and Children’s Services Regulations (Vic) Act are adhered to at all 
times. 
That occasional care bookings operate according to the standards set by the National occasional care 
standards. 
Any relevant policies relating to this policy are made readily available to parent/guardians on request. 
 
The Nominated Supervisor, Day-to-day Supervisor shall ensure that: 
The staff responsible for taking occasional care bookings shall ensure: 
Bookings are made on a weekly basis. 
The children’s names and ages are recorded in the childcare booking book accordingly. 
If a particular session is requested but unavailable the child and parent contact details will be recorded in 
the waiting list section for notification of availability in case of a cancellation. 
Every effort is made to contact parent/guardian on the waiting list to notify them of a cancellation. 
If a particular booking is cancelled it is noted beside the child’s name for the particular session which is 
being cancelled. 
Children’s service Regulations 32/2020 and Act 1996 will be adhered to all times. 
The general booking process is adhered to and parent/guardians understand that their booking is not a 
permanent booking. 
 
General booking process for occasional care bookings (*Transitional Care) 
Bookings for occasional care will commence on the week prior to care being needed 
Enrolment forms must be completed in full prior to leaving children for care (as per Children’s services 
regulations). 
Bookings for Outlets Childcare and Occasional Care preferably week or day in advance though can be made 
on the day of session, prior to beginning. 
Bookings are to be made on weekly basis; they are positions allocated by Outlets on a continuous basis of 
first in first served. 
All children (full name and age) are to be signed into the sign in/out process provided –  iPad QKids Kiosk, 
by authorized persons. 
All children are to be signed out of the sign in/out on iPad provided (as per Children’s services regulation) 
by authorized persons. 
Notification needs to be given to Approved Provider, Nominated Supervisor or Supervisor Day-to-Day 
worker if someone other than parent or guardian are collecting the child. This person must be listed on the 
child’s Enrolment form. (*Refer to Delivery and Collection of Children Policy and Enrolment Policy) 
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Any changes affecting the information given in your child’s Enrolment/emergency must be amended 
immediately.  
 
 
Parent/Guardian is responsible for: 
It is the responsibility of the parent/guardian/career to ensure that the necessary items are provided for 
their children during their booked session (lunch, snacks, drinks, nappies, wipes *refer to Information DL) 
Payment for all sessions need to be made either on arrival or departure for the booked session. (*refer to 
Fees and Payment Policy – Fees Policy) 


 
PERMANENT CARE 
The Approved Provider, Nominated Supervisor shall ensure: 
That permanent bookings only apply to the 5-hour sessions. 
That no more than 10 permanent care bookings are allocated for any particular day 
 
The Approved Provider, Nominated Supervisor responsible for taking bookings shall ensure: 
Confirmation letter will be sent to Permanent position holders outlining term dates and costs. 
Children’s Services Regulations (Vic) and Children’s Services Regulations (Vic) Act are adhered to. 
Fees and Payment policy - Permanent care is adhered to. 
A waiting list of families expressing interest in a permanent position will be kept and they will be contacted 
when a position becomes available. 
Preference will be given to families on the waiting list that use our services on a regular basis, families 
requiring the position for work purposes or respite care. If when contacted they would like to defer their 
position for a later time, they will remain on the waiting list and re contacted again if a position becomes 
available. If they no longer require the position, they will be removed from the waiting list. 
Approval must be sought from the Approved Provider/CEO if families holding a permanent position want 
to do a “swap” for a particular session. 
 
The Child Care Educators, Staff members responsible for caring for children that are booked into any of 
the childcare sessions at Outlets Co-operative Neighbourhood House LTD shall ensure: 
Children’s Services Regulations and Act are adhered to 
Stimulating programs are provided for the children and displayed clearly for families to view. 
Ensure all policies and procedures relating to children and services at the Centre are adhered to at all 
times. 
That information relating to a child or booking which is relevant is relayed back to the Approved 
Provider/CEO 
All childcare is promoted in a positive manner to prospective families and families currently utilizing the 
service. 
They foster a caring and supportive environment for children and families at all times. 
They foster equality and cultural diversity at all times. 
They distribute relevant and approved notices and information to families. 
They promote the centre as a whole informing families of Centre activities, classes, and courses. 
Ensure enrolment process is completed and any supporting documents are obtained prior to the child 
being left in care. 
A professional relationship is maintained with families and children attending the service. 
 
The parents/guardians of children requiring or attending childcare at Outlets shall ensure: 
On arrival children must be taken into creche, this ensures that all staff are aware your child has arrived in 
the centre. Children must not be left in the foyer at any time.  
 It is the responsibility of the adult who brings and collects the child to “sign in” on arrival and sign in out 
on the iPad (Kiosk QKids) in centre office or specific area.   
The front gate and door must be closed to ensure it is secure each time you enter or leave the centre, for 
the protection of all children. 
Please do not hold the gate or door open for other children on departure.  
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Adhere to stated times of attendance and childcare booking. 
Complete all required enrolment forms and documents prior to leaving your child/ren in care. 
Supply all necessary items for the booked session. 
Adhere to booking procedures and payment policy. 
Inform staff if someone other than yourself will be collecting your child from care and ensure they are 
listed on the enrolment form. 
Communicate any relevant information to staff as required. 
  
Relevant documents and policies 
Children’s Services (VIC) regulations 32/2020 
Children’s Services (VIC) Act 1996 
Childcare Enrolment form and associated documents ie. anaphylaxis, asthma etc 
Childcare Fees and Payment policy 
Emergency policy and procedure 
Parent Information Handbook 
Childcare Information DL 3fold 
Interactions with Children Policy 
Celebration policy 
Parent involvement policy 
Children’s rest and sleep policy 
Hygiene policy 
Childcare brochure 
Sun Smart policy 
Privacy and Confidentiality Policy 
 
 
ATTACHMENTS 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on  
Oct 2020 
 
REVIEW DATE:  23/05/2023 
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FEE POLICY          (M) 


Mandatory – Quality Area 7 


PURPOSE 
To ensure that availability of childcare is equal and accessible to the whole community no matter 
what socio economic or cultural background. 
To ensure that Child Care is delivered in line with the Childcare standards – DET (Vic) and DET (Cwth) 
To outline the various forms of childcare provided at Outlets and the procedures involved in making 
bookings. 
 
SCOPE 
This policy applies to parents/guardian, the Committee of management, Approved Provider, 
Nominated Supervisor, Day-to-day Supervisor, placements, staff and volunteers 
 
FEE INFORMATION – POLICY AND PROCEDURES  
Families are encouraged, to register with My Gov contact Centrelink to determine eligibility for Child 
Care Subsidy (CCS) or Assisted Child Care Subsidy (ACCS) as the Centre is an approved service.  
Families to receive CCS or ACCS register with My Gov visit www.education.gov.au/childcare for more 
information and estimator. Please contact Centrelink on 13 61 50 if you require assistance. 
 
PROCEDURE 
Long Day Care – Transitional      
Permanent bookings are invoiced weekly (refer to Method of Payment) 
Casual Booking are to be paid on day or in advance (refer to Methods of Payment) 
If child is unable to attend session centre MUST be notified at earliest convenience (refer to Non-
Attendance) 
Payment MUST be made when Centre requests or Invoices. 
If Bad Debt occurs child will not be accepted in care until payment is made. (Refer to bad debts) 
 
Families are to commit by signing of *Common Written Agreement-Enrolment Form (*CWA) and 
notify Centre if changes within family situation occur. 
 
For Childcare Subsidy (CCS) you must have your eligibility determined by contacting Centrelink 
You can visit www.education.gov.au/childcare and complete an estimator program to find out more 
information and process. 
The Childcare Subsidy (CCS) is paid to the centre, and Centre passes this onto the Family fees so 
Parent pays the ‘Gap’ 
 
Approved Provider, Nominated Supervisor will ensure: 
Parents/Guardians have access to a PC if they are unable to complete or access MyGov and assist 
them to navigate the site. 
That Parents/Guardians will have all information required accessible at Centre, and that fees charges, 
policies are transparent and reference back to relevant government bodies and legislations.  
 
Relevant Legislations: 
Australian Government Child Care  - (Cwth) 
DET – Early Childhood Services 
Child Care Subsidy 
National Occasional Care Standards  
 
DEFINITIONS 
Types of Care 



http://www.education.gov.au/

http://www.education.gov.au/
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Permanent childcare (Formal care) 


Permanent can be 1 day per week or up to 3days (maximum total of 15hours per week) 
This is available on Term basis – (Victorian School Calendar year.) 
Permanent Care is for the 5hr day sessions (3hr session brackets- negotiable) 
Bookings will be taken midway through term for interest to keep permanent position in 
following term. 
Families are to commit by *CWA Permanent position and notify Centre if changes within 
family situation occur. 


  
Adhoc/Flexible/Casual Care bookings (Informal care) 


Casual Occasional care is available at same costs. 
Full fee will be charged, unless proof of CCS eligibility % is produced (or ACCS) 
Payment to be made on the day of care, when dropping of child/ren, unless otherwise 
negotiated*. 
*Families to commit by *CWA to pay direct credit to Centre on receipt of Invoice. 
*Families to pay a Levy/Bond – Centre to hold Levy/Bond and reimburse family on 
confirmation of CCS (ACCS) subsidy  


 
Cancellation:  


A 3-week cancellation policy period applies to ALL changes to permanent bookings. 
(Permanent childcare) Families to provide a written notice of cancellation if they wish to 
cancel their booking 
Fees will be accruing until written notification is received. 
  


Non-attendance: Permanent care bookings 
Sickness:  If child is ill (or carer)– centre to be notified, medical certificate presented within 
7days – in such circumstance’s family will NOT be billed for session of care. 
Sickness: Centre was NOT notified - payment required 
Absenteeism: NO notification, NO show - payment required  
Holidays: Centre must be notified 3weeks in advanced in writing, consideration to waiver 
costs negotiable 
42days allowable absenteeism  
 


Payment: 
Payment for 1st(First) childcare session is to be PAID at FULL rate on day or prior to care. 
Once confirmation of CCS (Child Care Subsidy) is confirmed through MyGov and CCS then costs will 
be credited to fees. (%) 
Methods of Payment: 


• Cash 


• EFTPOS  


• Direct Credit - Centre invoices families, for permanent Term bookings (in advance) 
Families to commit by CWA to pay direct credit to Centre on receipt of Invoice. 


• *Families to pay a Levy/Bond – Centre to hold Levy/Bond and reimburse family on 
confirmation of CCS (ACCS) subsidy 
 


Bad Debts: $15.00 administration fee incurred to party 
If payments have not been finalised. CEO will contact family and/or service for payment. 
Invoice will be forwarded to last known address. 
Payment plan can be negotiated with family. 
 
# If a Collection officer is required/engaged family will incur costs. 
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ATTACHMENTS 


Addendum 1:  Fee Schedule costing vers. 2021 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House 
LTD  on December 2020. 


Review will be schedule, as below, though subject to change if directed by Committee of 
Management, Govt legislations or community feedback 


REVIEW DATE:   23/05/2023 
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ADDENDUM 1:  VER. 2021 
 
 
Fee Schedule per child = $14 per hour.       
    
                                Adhoc/Flex/casual     Permanent       Permanent-Multiple Day 2019 Discount  
Centre operates with set session times 
5 hour sessions   $70.00    $70.00 1x day       $65per day (2-3days Perm per week) 


*Sibling Care $60.00    $60.00         as above  
 
3 hour sessions   $42.00 
 *Sibling Care  $35.00  
 
Centre Class Child Care      $5 (2hrs) 
+ Centre Volunteers/Committee  
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GOVERNANCE & MANAGEMENT POLICY - CHILDCARE    (M) 
Mandatory – Quality Area 7 
 


1. POLICY 
Outlets Co-operative Neighbourhood House LTD is a not-for-profit organisation registered under the non-trading Co-operative 
Act and Models Rules and governed by a Committee of Management x6 who employees a CEO/Director, who manages the 
service and employees Staff as per Quality control. CEO/Director manages  the service with a Team approach. The Team 
consists of the Volunteer Managing Director/s, Administration 2IC, Lead Childcare Educator and 2x  Childcare educators 
 


2. LEGISLATION 
Co-operative Model Rules 103/1997 and Co-operative Act 84/1996  following the specific Regulations and Acts to comply with 
the departments within the Centre.   
Childrens Services (Vic) Regulations 32/2020 
Childrens Services Act 1996 
Child Care Provider Handbook (Cwth) 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2011: Regulation 168(2)(l) 
National Quality Standard, Quality Area 7: Leadership and Service Management 
Child Safe Standards 2022 (New) 
Cultural Safety and the National Principals for Child Safe Organisations  
 


3. DEFINITIONS: 
Governance: The process by which organisations are directed, controlled and held to account. It encompasses authority, 
accountability, stewardship, leadership, directions and control exercised in the organisation (Australian National Audit Office, 
1999) 
PMC/MoC – Person with Management Control- Management of Control 
CoM: Committee of Management  
nfp: Not for profit 
ECS: Early Childhood Services 
QAR – Quality Assessment Regulator 
CCCFR – Community Child Care Funding Restricted 
ACECQA – Australian Children Education and Care Quality Authority 
 


4. BACKGROUND 
The governance of an organisation is concerned with the systems and processes that ensure the overall direction, 
effectiveness, supervision and accountability of a service. 
Under the National Law and National Regulations, State (Vic) Childrens Services Regulations and Act, Early childhood services 
are required to have policies and procedures in place relating to the governance and management of the service. 
Outlets Co-operative Neighbourhood House LTD is a not-for-profit organisation and registered name of the organisation. 
Outlets Co-operative Neighbourhood House LTD – Co-operative No: G0001614N, ABN 34 587 164 944. Outlets Co-operative 
Neighbourhood House LTD has been operating since 1973. 
Delegation of Authority is given to Therese McKenney as CEO/Director who has worked in the field of Early Childhood and 
Community Services for >35years, holds a Diploma in Business Management and Financials and a Certificate IV in Workplace 
Training. Therese has been engaged in consultancy work and other projects relating to the provision of children and family 
services. She has a broad knowledge and valuable experience with all aspects of childcare and business management, 
including administration and financial management, human resources and development and quality improvement. 
 


5. MANAGEMENT TEAM 
Outlets Co-operative Neighbourhood House LTD works on a Team approach. The Team is made up of the CEO/Director, 
Admin, Head Childcare Educator and 1 member of CoM. 
These managers meet monthly and as necessary  to ensure that the channels of communication are kept open that the centre 
provides the highest care, education programs and services to ensure the viability of the service. 
All members of the Management Team who gain access to confidential, commercially sensitive and other information of a 
similar nature, shall not disclose that information to anyone unless the disclosure of such information is required by law. 
 
*Please refer to the Centres - Organisational Chart ver 1.5 and lines of communication. 
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6. POSITION DESCRIPTION 
 
The Approved Provider, MoC (CEO/Director) is responsible for: 


• ensuring that the service has appropriate systems and policies in place for the effective governance and 
management of the service. 


• leadership, forward planning and guidance 


• provide leadership, forward planning and guidance to the service, particularly in relation to developing a strategic 
culture and directions. 


• authority, accountability, and control 


• overseeing legal functions and responsibilities. 


• appointing senior staff 


• monitor and oversee staffing including ensuring that good management practices, appropriate checks and balances 
are in place. (HR) 


• maintain focus, integrity and quality of service. 


• focusing on the strategic directions of the Confidentiality 


 
The Certified Nominated Supervisor is responsible for: 


• monitor and oversee the Child Care practices and adhered to 
• appropriate systems are maintained, policies, procedures and these communicated to all 
• appropriate checks and enrolments are in place. 
• ensuring that directions of Approved Provider is maintained 


• maintain focus, integrity and quality of service. 


• focusing on the strategic directions of the Confidentiality 
 
 


7. ETHICAL PRACTICE 
The following principles  provide an ethical framework to guide the delivery of services 


• treating colleagues, parents/guardians, children, suppliers, public and other stakeholders respectfully and 
professionally at all times 


• dealing courteously with those who hold differing opinions 


• respecting cultural differences and diversity within the service, and making every effort to encourage and include all 
children and families in the community 


• having an open and transparent relationship with government, supporters and other funders 


• operating with honesty and integrity in all work 


• being open and transparent in making decisions and undertaking activities, and if that is not possible, explaining why 


• working to the standards set under the National Quality Framework and all applicable legislation as a minimum, and 
striving to continually improve the Quality of the services delivered to the community 


• working to the standards set under the New Child Safe Standards 2022 and striving to continually improve the 
quality of the services delivered to the community 


• Identifying and managing risk in EC is a fundamental step in keeping children safe from harm and abuse. 


• Online environment is used in accordance with the code of conduct 


• Risk Management Plans consider risks posed by organisational settings, activities and the physical environment 


• Information about reporting complaints within the ECS and for external reporting including to QARD, Victorian 
Police, Child Protection and CCYP 
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REPORTING and RECORDING required with 24hours - Both CCCFR (C’wealth)  and DET-QAR (Vic)  
Outlets MoC/PMC Approved person-Director will compose an official report for centre records and to notify any 
appropriate authoritative persons/ governing bodies. This will also be distributed to inform committee of 
management and house patrons  
In the absence of the MoC/PMC – Director the Nominated Supervisor with complete report  
 


REPORTING: 
• (DET) Department of Education Training (DET) – Quality and Assessment Regulator Division (QAR)  


A QAR  Injury, Trauma and Illness Incident Notification Form – (Victoria)   Critical incident Report should be 


documented in an Incident, Injury, Trauma and Illness Record as soon as possible and within 24 hours of the incident to: 


o AEID phone 70051801 – 


o And  Email to wmr.qar@education.vic.gov.au with ‘Critical Incident Notification” in subject line. 


• DESE Department of Education, Skills and Employment (CCCFR)(C’wealth) must be notified of any serious 


incident that occurs or could have occurred.  


• The definition of Serious Incident is defined in s49(4) of the Minister’s Rules. DESE 


CCCFR  Serious Incident Report (C’wealth)- This form must be completed and sent to the Department within 24 hours after a 
serious incident involving a child being cared for or educated by the service occurs, or a circumstance occurs that could have 
resulted in a serious incident.  


o and Email to CCCFRestricted@education.gov.au with “Serious Incident Notification” in 


subject line.  


 
Attachments – Report templates:  Access Computer – Desktop… go to file… ‘Cc Serious Incidents’ 
The Report Template Form YOU NEED to complete denote an  ‘a’ in front of Title  
Recording/Reporting - aQAR Incident, Injury, Trauma and Illness record – Template  (Vic)-Interactive 


aCCCFR Serious Incident Notification Form – Template (CCCFR)- Interactive 
aOutlets Accident, Injury, Trauma and Illness -Template – Outlets Co-op Neighbourhood 


 


8. LEGISLATION 
Relevant legislation and standards include but are not limited to: 


• Childrens Services (Vic) Regulations 32/2020 


• Childrens Services (Vic) Act 1996 


• Child Care Provider Handbook (Cwth) 


• Child Care Subsidy Ministers Rules 2017 


• Education and Care Services National Law Act 2010 


• Education and Care Services National Regulations 2011: Regulations 181, 183 


• Freedom of Information Act 1982 


• Health Records Act 2001 (Vic) 


• Information Privacy Act 2000 (Vic) 


• National Quality Standard, Quality Area 7 


• Privacy Act 1988 (Cwth) 


• Public Records Act 1973 (Vic) 


• Child Safe Standards 2022 (New) 
 


9. SOURCE & REFERENCES 
Child Safe Standards 2022 (New) 
Early Learning Association Australia 
KPV Early Childhood Management Manual 
Outlets Co-operative Neighbourhood House LTD Business Plan v.2017 
 


ATTACHMENTS – ORGANISATIONSAL CHART V1.5  
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD in Oct 2018 
Updated 27/7/2023 


 
REVIEW DATE:   23/05/2024 



mailto:wmr.qar@education.vic.gov.au
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DEALING WITH COMPLAINTS POLICY AND PROCEDURE   (M) 


Quality Area 7 
 
POLICY  
Outlets Co-operative Neighbourhood House LTD will investigate all complaints and grievances fairly and 
document in a timely manner. Complaints or grievances may be received from anyone who comes in contact 
with Outlets Co-operative Neighbourhood House LTD parents/guardians, volunteers, students, members of 
the local community and other agencies.  
 
Relevant Legislation  


• Duty of Care 


• Childrens Services (Vic) regulations 32/2020 


• Childrens Services (Vic) Act 1996 


• Education and Care Services National Law Act 2010: Section 174(2)(b)  


• Education and Care Services National Regulations: Regulations 168(2)(o) and 176(2)(b)  


• National Quality Standard, Quality Area 7: Leadership and Service Management  
The terms defined in this section relate specifically to this policy.  
 


DEFINITIONS 
Complaint: (In relation to this policy) a complaint is defined as an issue of a minor nature that can be 
resolved promptly or within 24 hours and does not require a detailed investigation. Complaints include an 
expression of displeasure, such as poor service, and any verbal or written complaint directly related to the 
service (including general and notifiable complaints). Complaints do not include industrial or employment 
matters, occupational health and safety matters (unless related to the safety of the children) and issues 
related to the legal business entity. Complaints and Grievances Register: (In relation to this policy) records 
information about complaints and grievances received at the service, together with a record of the 
outcomes. This register will be kept in a secure file, accessible only to the Centre Director and Managers. The 
register can provide valuable information to the General Manager on meeting the needs of children and 
families at the service.  
General complaint: A general complaint may address any aspect of the service eg. a lost clothing item or the 
service's fees. Services do not have to inform DEECD, but the complaint must be dealt with as soon as is 
practicable to avoid escalation of the issue. Grievance: A grievance is a formal statement of complaint that 
cannot be addressed immediately and involves matters of a more serious nature eg. the service is in breach 
of a policy or the service did not meet the care expectations of a family.  
Notifiable complaint: A complaint that alleges a breach of the Act or Regulation, or alleges that the health, 
safety or wellbeing of a child at the service may have been compromised. Any complaint of this nature must 
be reported by the Approved Provider to the:  
The Department of Education Training (DET) – Quality and Assessment Regulation Division (QAR)  within 48 
hours after the occurrence of either of these incidents. AEID phone 70051801 
DET  - Quality and Assessment Regulation Division  – wmr.qar@education.vic.gov.au 
 
If the Approved Provider is unsure whether the matter is a notifiable complaint, it is good practice to 
contact DET for confirmation. Written reports to DET must include:  


❖ details of the event or incident  


❖ the name of the person who initially made the complaint  


❖ if appropriate, the name of the child concerned and the condition of the child, including a medical or 
incident report (where relevant)  


❖ contact details of a nominated member reporting the notifiable complaint  


❖ any other relevant information.  
Written notification of complaints must be submitted using the appropriate forms (refer to Centre’s 
Complaints and Grievance Register) 
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Serious incident: An incident resulting in the death of a child, or an injury, trauma or illness for which the 
attention of a registered medical practitioner, emergency services or hospital is sought or should have been 
sought. This also includes an incident in which a child appears to be missing, cannot be accounted for, is 
removed from the service in contravention of the Regulations or is mistakenly locked in/out of the service 
premises (Regulation 119). A serious incident should be documented in an Incident, Injury, Trauma and 
Illness Record as soon as possible and within 24 hours of the incident. 
The Department of Education Training (DET) – Quality and Assessment Regulation Division (QAR) within 24 
hours after the occurrence of either of these incidents. AEID phone 70051801 
DET - Quality and Assessment Regulation Division  – wmr.qar@education.vic.gov.au 
Records are required to be retained for the periods specified in Regulation 123.  
 
The Approved Provider (or delegate) is responsible for:  


❖ being familiar with the Children’s Services (Vic) regulations 32/2020 and Children’s Services Act 1996 
service policies and constitution, and complaints and grievances policy and procedures  


❖ identifying, preventing and addressing potential concerns before they become formal 
complaints/grievances  


❖ ensuring that the name and telephone number of the Responsible Person to whom complaints and 
grievances may be addressed are displayed prominently at the main entrance of the service (Regulation112) 


❖ ensuring that the address and telephone number of the Regulation Authorised Officer at the DET - QARs 
are displayed prominently at the main entrance of the service (Regulation 112)  


❖ advising parents/guardians and any other new members of the complaints and grievances policy and 
procedures upon enrolment or employment  


❖ ensuring that this policy is available for inspection at the service at all times (Regulation 112)  


❖ being aware of, and committed to, the principles of communicating and sharing information with service 
employees, members and volunteers  


❖ responding to all complaints and grievances in the most appropriate manner and at the earliest 
opportunity  


❖ treating all complainants fairly and equitably  


❖ providing a Complaints and Grievances Register (refer to Definitions) and ensuring that complaints and 
grievances are recorded along with outcomes  


❖ maintaining confidentiality at all times  


❖ referring notifiable complaints (refer to Definitions), grievances (refer to Definitions) or complaints that 
are unable to be resolved appropriately and in a timely manner to the Committee of Management 


❖ informing DET in writing within 24 hours of receiving a notifiable complaint (refer to Definitions) 
(Regulation 119)  


❖ receiving recommendations from the Committee of Management and taking appropriate action. 
Parents/guardians are responsible for:  


❖ raising a complaint directly with the person involved, in an attempt to resolve the matter without 
recourse to the complaints and grievances procedures  


❖ communicating verbally or written any concerns relating to the management or operation of the service 
as soon as is practicable  


❖ raising any unresolved issues or serious concerns directly with the Centre Director, Director or General 
Manager  


❖ maintaining complete confidentiality at all times 


❖ co-operating with requests to meet with the relevant Manager and/or provide relevant information when 
requested in relation to complaints and grievances.  
 
Volunteers and students, while at the service, are responsible for following this policy and its procedures. 
Procedures Centre Director who receives a general complaint or complaint:  


❖ respond to and resolve issues as they arise where practicable  


❖ maintaining professionalism and integrity at all times  


❖ informing complainants of the service's Complaints Policy  



mailto:wmr.qar@education.vic.gov.au
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❖ maintaining confidentiality at all times  


❖ discussing minor complaints directly with the party involved as a first step towards resolution (the parties 
are encouraged to discuss the matter professionally and openly work together to achieve a desired 
outcome)  


❖ inform the Director, Senior Manager or General Manager of the issue/s that have risen and the outcome 


❖ recording all complaints and grievances in the Complaints and Grievances Register (refer to Definitions)  


❖ notify the Committee of Management if the complaint escalates and becomes a grievance (refer to 
Definitions), is a notifiable complaint (refer to Definitions) or is unable to be resolved appropriately in a 
timely manner  


❖ providing information as requested by the Committee of Management eg. written reports relating to the 
grievance 


❖ working co-operatively with the Committee of Management and DET in any investigations related to 
Outlets Co-operative Neighbourhood House LTD, its programs or staff.  
Centre Director (CEO/Approved Provider) who receives a grievance:  


❖ listen to the person making the grievance ,maintaining professionalism and integrity at all times  


❖ inform them you will pass this grievance onto the Committee of Management for investigation  


❖ recording all complaints and grievances in the Complaints and Grievances Register (refer to Definitions) 


 ❖ provide information as requested by the Committee of Management eg. written reports relating to the 
grievance  


❖ working co-operatively with the Committee of Management and DET in any investigations related to 
Outlets Co-operative Neighbourhood House LTD, its programs or staff. 
Educators who receive a general complaint or complaint:  


❖ respond to and resolve issues as they arise where practicable  


❖ maintaining professionalism and integrity at all times  


❖ discussing minor complaints directly with the party involved as a first step towards resolution (the parties 
are encouraged to discuss the matter professionally and openly work together to achieve a desired 
outcome)  


❖ inform the Educator – Qualified and the Centre Director of the issue/s that have risen and the outcome 
Educators who receive a grievance:  


❖ listen to the person making the grievance, maintaining professionalism and integrity at all times  


❖ inform them you will pass this grievance onto the Educator-Qualified and the Centre Director for 
investigation Educators – Qualified who receive a general complaint or complaint:  


❖ respond to and resolve issues as they arise where practicable  


❖ maintaining professionalism and integrity at all times  


❖ discussing minor complaints directly with the party involved as a first step towards resolution (the parties 
are encouraged to discuss the matter professionally and openly work together to achieve a desired 
outcome)  


❖ inform the Centre Director of the issue/s that have risen and the outcome  
Educators - Qualified who receive a grievance:  


❖ listen to the person making the grievance ,maintaining professionalism and integrity at all times  


❖ inform them you will pass this grievance onto the Centre Director for investigation  
 
SOURCE 
Outlets Co-operative Neighbourhood House LTD – Complaints and Grievance Register 
Childrens Services (Vic) Regulations 32/2020 
Childrens Services (Vic) Act 1996 
Education and Care Services National Regulations National Quality Standard 7 
Early Childhood Management Manual  
ACECQA: www.acecqa.gov.au  CCCFRestricted  
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This policy will be reviewed bi-annually unless there are any regulatory or legislative requirements and/or 
any feedback from staff, parents and the community. 


ATTACHMENTS – REFER TO  - COMPLAINTS AND GRIEVANCE REGISTER 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on  


REVIEW DATE:    23/05/2024 






image51.emf
Complaints_Grievan ce Register v2023.pdf


Complaints_Grievance Register v2023.pdf


  Outlets Co-operative Neighbourhood House LTD       SE 00015784 


 


 Feb 2020 
Page 1 of 2 


 


COMPLAINTS AND GRIEVANCE DOCUMENT – REGISTER          (M) 


POLICY: 
Outlets Co-operative Neighbourhood House LTD will investigate all complaints and grievances fairly and document in a timely manner.  
Complaints or grievances may be received from anyone who comes in contact with Outlets Co-operative Neighbourhood House LTD parents/guardians, volunteers, 
students, members of the local community and other agencies.  


DEFINITIONS: 
Complaint: (In relation to this policy) a complaint is defined as an issue of a minor nature that can be resolved promptly or within 24 hours and does not require a 
detailed investigation. Complaints include an expression of displeasure, such as poor service, and any verbal or written complaint directly related to the service 
(including general and notifiable complaints). Complaints do not include industrial or employment matters, occupational health and safety matters (unless related to 
the safety of the children) and issues related to the legal business entity.  
Complaints and Grievances Register: (In relation to this policy) records information about complaints and grievances received at the service, together with a record 
of the outcomes. This register will be kept in a secure file, accessible only to the centre’s managers. The register can provide valuable information to the General 
Manager on meeting the needs of children and families at the service.  
General complaint: A general complaint may address any aspect of the service eg. a lost clothing item or the service's fees. Services do not have to inform DET, but 
the complaint must be dealt with as soon as is practicable to avoid escalation of the issue.  
Grievance: A grievance is a formal statement of complaint that cannot be addressed immediately and involves matters of a more serious nature eg. the service is in 
breach of a policy or the service did not meet the care expectations of a family.  
Notifiable complaint: A complaint that alleges a breach of the Act or Regulation, or alleges that the health, safety or wellbeing of a child at the service may have 
been compromised. Any complaint of this nature must be reported by the Approved Provider to the secretary of DET within 24 hours of the complaint being made 
(Section 112, Regulation 119). If the Approved Provider is unsure whether the matter is a notifiable complaint, it is good practice to contact DET for confirmation.  
Written reports to DET-QAR must include:  


❖ details of the event or incident  


❖ the name of the person who initially made the complaint  


❖ if appropriate, the name of the child concerned and the condition of the child, including a medical or incident report (where relevant)  


❖ contact details of a nominated member reporting the notifiable complaint  


❖ any other relevant information. Written notification of complaints must be submitted using the appropriate forms, which can be found on the ACECQA website: 
www.acecqa.gov.au  
Serious incident: An incident resulting in the death of a child, or an injury, trauma or illness for which the attention of a registered medical practitioner, emergency 
services or hospital is sought or should have been sought. This also includes an incident in which a child appears to be missing, cannot be accounted for, is removed 
from the service in contravention of the Regulations or is mistakenly locked in/out of the service premises (Regulation 119). A serious incident should be 
documented in an Incident, Injury, Trauma and Illness Record (sample form available on the ACECQA website) as soon as possible and within 24 hours of the 
incident.  
The Department of Education Training (DET) – Quality and Assessment Regulation Division (QAR)  within 24 hours after the occurrence of either of these incidents.  


AEID phone 70051801  wmr.qar@education.vic.gov.au 



http://www.acecqa.gov.au/
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DET  - Quality and Assessment Regulation Division  – wmr.qar@education.vic.gov.au 


 
ATTACHMENTS – COMPLAINTS AND GRIEVANCE REGISTER 


 


Date issue 


raised  


Name of person making the 


complaint/grievance + contact number 


C - Complaint    


G - Grievance 


Nature of issue Outcome 


     


     


     


     


     


     


     


     


     


     


     


     


Person Receiving and Position: 


 


                 DATE: 
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EDUCATION PROGRAM       (BP) 


NQF  Areas 1,3,5      CSReg Part 4 Div-1, Part 5 
 
Policy 
At Outlets Co-operative Neighbourhood House LTD Programs are designed to reflect the needs of the 
children in accordance with the Centre’s Philosophy and the Early Years Learning Framework. The 
following Learning Outcomes will be incorporated into the observations and planning: 
 


• National Quality Standard, Quality Area 1:Educational program and practice 


• National Quality Standard, Quality Area 3: Physical environments 


• National Quality Standard, Quality Area 5:Relationships with children 


• Early Years Learning Framework, Belonging, Being and Becoming 


• My Time, Our Place 
 


Relevant legislation and Standards 
Education and Care Services National Law Act 2010: Sections 168, 323 
Education and Care Services National Regulations 2011: Regulations 73, 74, 75, 76 
National Quality Standard, Quality Area 1: Educational program and practice 
National Quality Standard, Quality Area 3: Physical environments 
National Quality Standard, Quality Area 5: Relationships with children 
Early Years Learning Framework, Belonging, Being and Becoming 
My Time, Our Place 
Freedom of Information Act 1982 
Information Privacy Act 2000 (Vic) 
Privacy Act 1988 (Cwth) 
 


 Procedure 
Observations: 


1. Programming involves the information that is collected from various sources to write the 
curriculum plan for each room. The experiences and activities are intentional and are 
intended to achieve a learning outcome based on the Early Years Learning Framework.  


2. As part of the program and planning process educators need to collect rich and 
meaningful information that depicts children’s learning in context, describes their progress 
and identifies their strengths, skills and understandings. The observations and 
programming are designed to reflect the needs of the children in accordance with the 
Early Years Learning Framework. 


The collection of documentation gathered may come from a wide variety of resources 


which include: 


• Learning Stories 


• Observations 


• Video files 


• Photo files 


• Documentation from families 


• Conversations with families 


• Conversations with children 


• Reflections/Diaries 
 


A3 Reflection book. is paper based portfolio that has been implemented in the centre. It is a 


space to ensure every child receives the best support possible and that families are involved and 


up to date with children’s development. A3 Outcome Reflection book. creates a portfolio of 


children’s learning. 
3. All children who attend care at Outlets Co-operative Neighbourhood House LTD, Children, 


whether Permanent, Transitional, Flexible or Adhoc/casual,  are linked to Kiosk  and 
observed on approximately a 2-4 week cycle.  


4. Observations are usually reflected on using Child Planning notes in our A3 Reflection 
book. They should demonstrate the planning cycle and encourage reflective, intentional 
practice. The observations can be linked to learning tags such as the EYLF learning 
outcomes.  


5. Individual observations are linked to the fortnightly program plan and identified by the 
child’s name on the back of the program sheet or by a link on A3 Reflection book. 


6. Families may also contribute stories or observations onto A3 Reflection book. which may 
be used for planning purposes. 
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Learning and Development  
❖ Programs foster play-based learning as a context for children to organise and make sense of 


their social worlds as they engage actively with people, objects and representations 
❖ Programs encourage children to make choices and take on new challenges 
❖ Programs foster physical development 
❖ Programs foster language and literacy development 
❖ Programs foster personal and interpersonal development 
❖ Programs foster curiosity, logical inquiry and mathematical thinking 
❖ Programs foster creative and aesthetic development using movement, music and visual-


spatial forms of expression  
❖ Programs are open ended and age /stage appropriate. 
❖ Programs challenge children’s development 
❖ Programs reflect environmental practices 
❖ Programs reflect a multicultural society 
❖ Program develops awareness of Australia’s Aboriginal and Torres Strait Islanders and 


multicultural heritage 
 
The educational program is also based on the principles of the Early Years Learning Framework: 


• Secure, respectful and reciprocal relationships.  


• Partnerships.  


• High expectations and equity.  


• Respect for diversity.  


• Ongoing learning and reflective practice.  


Evaluations: 
1. The program plan is evaluated and modified on a fortnightly basis by the Qualified Educator or 


Teacher. The program will reflect the indoor and outdoor program. The comments can relate 
to the learning outcomes or about the specific activity. This will be written straight onto the 
plan (on A3 Reflection book. or hardcopy). The back of the plan may also be used if required. 


2. Evaluations for individual children are added to their child planning note on A3 Outcome 
Reflection book. Parents also have the opportunity to place a comment within their own child’s 
observation. 


3. Individual plans may also be established for children on A3 Outcome Reflection book. Any 
therapists who work with a child would have input into this planning.  


4. Community posts may be made on A3 Reflection book. that reflect the learning that has 
occurred over the last fortnight and the future planning that will be occurring indoors and 
outdoors. Families can also comment on these posts. 


 
Key points to include when evaluating the indoor and outdoor program: 


• Evaluate against the centre’s program philosophy statement and broad goals  


• Balance and flexibility 


• Parents feedback  


• Management feedback 


• Peer feedback 


• Children’s feedback 


• Time frame for achieving objective/s 


• Reflecting the Early Years Learning Framework 
 


Program Folder  


The following forms are available online and in the planning room for referral and use. 


❑ Educational Program Policy and Procedure  
❑ Environmental Sustainability – Code of Practice 
❑ Program Planning Philosophy  
❑ Program Planning Goals 
❑ National Quality Standard 1: Educational program and practice 
❑ Enrolment and Orientation Policy and Procedure 
❑ Orientation form 
❑ Indoor Room Layout Template  
❑ Parent - Educator Discussion Record 
❑ Professional Services Meeting Record 
❑ Copies of the previous 12 months programs (or in A3 Reflection book.) 
❑ Recorded Observations 
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❑ Behaviour Support Plan 
 
other relevant forms or documents will be found in the childcare originals folder (in planning 
room) or online: 


❑ Developmental Checklist 
❑ Staff Routine Sample 
❑ Nappy Change Record 
❑ Lunch Requirements 


Your Program Planning, including A3 Reflection book., contains very important documents and 
information. Extreme care must be taken with them at all times. They are to be kept CONFIDENTIAL. 
When a child leaves the centre the child’s profile is archived in A3 Outcome Reflection book. If a 
family deletes their child from A3 Reflection book. an email is sent to the centre. The child’s portfolio 
then has to be exported to ‘Finished children’ under the room’s server online. These portfolios must be 
kept from when the child leaves the centre until the end of 3 years after the child’s last attendance.            


Sources 
National Quality Framework 
Early Years Learning Framework, Belonging, Being and Becoming 
My Time, Our Place 
A3 Reflection book. Documentation 
 
Policy Review 
This policy will be reviewed biannually unless there are any regulatory or legislative requirements 
and/or any feedback from staff, parents and the community.  


 


ATTACHMENTS 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 


on April 2021 


REVIEW DATE:   23 /5 /2023 
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PRIVACY AND CONFIDENTIALITY POLICY       (M) 


Mandatory – Quality Area 7 
 


PURPOSE 
Outlets Co-operative Neighbourhood House LTD has compiled this Privacy and Confidentiality Statement in 
order to deliver to you our strong commitment in ensuring that your personal information is kept 
confidential in Compliance with Information Privacy Legislation (standard 2.1)   
Our policy entails information relating to the collection and safe handling of data and issues of personal and 
private matters. 
We want to ensure that our staff understand and abide by our privacy policy and are aware of the 
implications involved if this policy is not adhered to. 
Outlets does not solicit any information or sell any information received to other companies or services. 
 


SCOPE 
This policy applies to Approved Provider, Nominated Supervisor, Child Care Educators, parents/guardian and 
staff gathering (directly or indirectly), receiving and maintaining personal information and confidential 
information from someone in attendance or utilising our services. 
This policy applies to information gained in all forms inclusive of written and verbal information. This policy 
also applies is you are the receiver of this information indirectly ie. you have overheard or accidentally 
sighted. 
This policy effectively incorporates those in attendance at Outlets Co-operative Neighbourhood House LTD 
where confidential or personal information are requested or obtained by a Outlets Co-operative 
Neighbourhood House LTD staff member. 
 
Background and relevant legislations and documents 
Children’s Services (Vic) Regulations 32/2020 
Children’s Services (Vic) Act 1996 
Child Care Provider Handbook (Cwth) 
DHS/DFFH Cyber Security Policy – Funded channel 
At times it is necessary for us to collect information about you. Different information is collected for a variety 
of reasons. 
We collect information about personal contact details from you in order to deliver information requested by 
you or to contact you regarding class enrolments, cancellations, follow ups. 
In order for us to comply with National Law and Children’s Services regulations eg. emergency contact 
details, medical information, court orders, health, family, living arrangements and well being. 
To provide the statistical data required from us by Government bodies, funding bodies. Please note that your 
name, address and phone number is not released. This information is gathered by us for legal reasons 
regarding our liability etc. 
Sensitive information is only obtained from you when you have given specific consent for us to do so or 
where we are legally required to do so (in order for us to avoid hazardous situations which could put the 
person’s life or health at immediate or imminent risk). 
 


PROCEDURE 
The Approved Provider/CEO shall ensure that Client, Children and Staff records are processed and 
All information obtained being collection of Records (Paper or by Technology) will be kept at Outlets Co-
operative Neighbourhood House LTD in a secure location. *Refer to Technology Information Policy 
That all information (Paper/CDs) will be held in locked file for the period of time required, then disposed of 
by shredding. 
That all staff understand and abide by the Privacy and Confidentiality Policy if they are involved in obtaining 
information from clients 
That any client required to give specific information for course or childcare requirements does so prior to 
commencing their involvement in the specified activity. 
Ensure that all relieving staff and work placements understand this policy and abide the rules governing the 
safe handling of personal/private information 
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The Nominated Supervisor being for responsible for below, shall ensure that they 
Abide by the privacy act and ensure confidentiality in regard to personal and private information 
Seek directive from the Approved Provider if they become aware of matters of concern 
Seek directive from the Approved Provider if referral may be required 
Ensure that any personal or confidential information is not left visible to others. 
Ensure that private and confidential information is stored in the office in its secure location 
That private and confidential information is never released to another upon their request. Requests of such 
nature are not allowed under the privacy act or our centre policy.  
Any concerns must be bought to the attention of the Approved Provider. 
Ensure that Childcare Educators and staff are briefed and informed -through communication policy and 
process of child/ren enrolment. 
 
All Child Care Educators, staff, volunteers, work placements and associated centre visitors shall: 
Acknowledge that during the course of employment with Outlets Co-operative Neighbourhood House LTD 
you may become acquainted with or have access to confidential information including documentation or 
information received or developed by you in the performance of your duties, trade secrets, marketing 
information, customer lists, financial information and business plans. 
You agree to maintain the confidence of the confidential information and to prevent its unauthorised 
disclosure to or use by any other person, firm, Outlets Co-operative Neighbourhood House LTD. 
You agree not to use or disclose confidential information obtained during your employment or after your 
employment at Outlets Co-operative Neighbourhood House LTD. 
You shall not remove the confidential information from the premises of Outlets without the written consent 
of the Committee of Management or the Approved Provider.  
You shall not for whatever reason either for yourself or any third party appropriate, copy, memorise or 
repeat any conversation or written information of a confidential nature. 
You agree to return any or all confidential information upon request of the Committee of Management or 
Approved Provider. 
 
Parents/Guardian and Centre cliental shall ensure that they 
Complete any enrolment forms required by them in order to participate or utilise the services at Outlets Co-
operative Neighbourhood House LTD. 
Provide the Approved Provider/CEO of the centre with any relevant information to ensure the safety of 
themselves and/or other centre users. 
Approach the Approved Provider/CEO or Committee of Management if they feel there has been a breach of 
this policy or if they have concerns relating to a breach in confidentiality. 
 
Related documents and policies 
Parent Information Handbook 
Child enrolment procedure 
Communication Policy 
Information Technology Policy 
Risk Management 
Fundraising policy 
Referral Procedure 
 
*PreAccredited Students 


➢ Course/class enrolment procedure 


➢ Student Handbook 
 
ATTACHMENTS 
AUTHORISATION 
This policy was adopted by the Approved Provider of [Service Name] October  2017  
 


REVIEW DATE:  23/05/2023 
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INCLUSION AND EQUITY POLICY     (BP) 


Mandatory – Quality Area 1 
 


POLICY  
Outlets Co-operative Neighbourhood House LTD is inclusive of all children, regardless of gender, 
race, creed, abilities or social background, including those from Indigenous backgrounds, children 
from non-English speaking backgrounds and children who have an additional need.  
 
SCOPE 
This policy applies to Committee of Management, Approved Provider/CEO, Nominated Supervisor, 
Day-to-day Supervisor, Childcare Educators and Volunteers and those responsible for the care of the 
children, parent and guardians. 


Relevant legislation and standards  
• Age Discrimination Act 2004  


• Charter of Human Rights and Responsibilities Act 2006  


• Children, Youth and Families Act 2005 (Vic)  


• Child Wellbeing and Safety Act 2005 (Vic)  


• Dardee Boorai, the Victorian Charter of Safety and Wellbeing for Aboriginal Children and Young 
People (Vic)  


• Disability Act 2006 (Vic)  


• Disability Discrimination act 1992 (Cwth)  


• Children Services Regulations (VIC) 32/2020 


• Children Services Act 1996 (VIC) 


• Education and Care Services National Law Act 2010 (Vic):  


• Education and Care Services National Regulations:  


• National Quality Standard, Quality Area 1: Educational Program and Practice  


• National Quality Standard, Quality Area 2: Children’s Health and Safety  


• National Quality Standard, Quality Area 3: Physical Environment  


• National Quality Standard, Quality Area 7: Governance and Leadership  


• Charter of Human Rights and Responsibilities Act 2006 (Vic), as amended 2011  


• Family Law Act 1975 (Cwth), as amended 2008 and 2011  


• Occupational Health and Safety Act 2004 (Vic)  


• Working with Children Act 2005 (Vic)  


• Working with Children Regulations 2006 (Vic)  


• Child Safe Standards  


• Failure to Disclose 2014  
 


IMPLEMENTATION  
All children have the opportunity to reach their own level of development at their own pace, Staff 
tailor programs to meet each child’s individual skills and needs. 
 
At Outlets Co-operative Neighbourhood House LTD we strive to integrate children with special needs 
into our programs. These may include children with the following:  


o Hearing impairment,  
o Visual impairment,  
o Learning disability,  
o Physical disability  
o Gender Challenged 
o Challenging behaviours  
o Gifted ability  
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We believe an inclusive program has benefits for children who have an additional need and to all 
children with-in the groups. The children will learn acceptance of difference and acquire an 
understanding of disabilities and abilities. The inclusion of special needs children fosters a caring 
community and responds to the rights of all children.  
We believe fostering cultural awareness and experiencing diverse dress, music, dance, language, 
celebrations, customs. Introducing stories of ‘lands’ use of resource tools. 


 
PROCEDURE  


• Families must initially visit the centre with their child and spend time in the program in order for 
the parent and staff to determine whether the program is suitable for the child.  


• We will gather as much information about the child to ensure the best program, resources and 
support network are accessed.  


• Staff will continue to communicate with parents should circumstances change that impact the 
child’s participation in the program.  


 


To enable children to participate in all program activities along with their peers, staff will:  
• recognise parents as having knowledge about their child’s needs, abilities and interests  


• communicate with outside professionals/support agencies regarding the child to gather relevant 
information to assess the suitability of our programs  


• gather as much knowledge about the child to settle them into the routine and program 


• continually observe the child, plan an appropriate program and evaluate  


• use the centre’s books, posters and other resources within the program  


• support each child’s growth and development  


• to research and continually gain up to date information on children with additional needs  


• to attend relevant professional development  
 
 


SOURCES  
Education and Care Services National Regulations National Quality Standard 
FKA- Children Resources 
Inclusion Program  (Cwth) 
Early Childhood Management ELAA 
Victorian Inclusions Agency www.viac.com.au 
 


ATTACHMENTS 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood house LTD 


on 12/2/2021 


REVIEW DATE: 23/05/2023 
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ACCEPTANCE AND REFUSAL AUTHORISATION POLICY   (M) 
Mandatory – Quality Area 2      CSReg Part 7 


 
 Purpose 
The purpose of this policy is to ensure we have correct protocols in line of Services obtaining, 
accepting, and refusing written authorisations from families or authorised nominees of all 
children, to assist the provision of a safe and informed education and care service. 
 


Scope 


This policy applies to Committee of Management, Approved Provider/CEO, Nominated 
Supervisor, Day-to-day Supervisor, Childcare Educators and Volunteers and those 
responsible for the care of the children, parent and guardians. 
 


Implementation  


Our Service will ensure we comply with the current Children’s Services Regulations and Act, which 
require parent or guardian Authorisation to be provided in matters, which include:  


• Administration of medication to children.  


• Administration of medical treatment, dental treatment, general first aid products and ambulance 
transportation.  


• Taking of photographs  


• Children leaving the premises in the care of someone other than a parent.  
 


2. Definitions  


Mandatory Reporting the proprietor of, or a person with a post-secondary qualification in the care, 
education or minding of children who is employed or engaged by, a children's service to which the 
Children's Services Act 1996 applies to.  


'No Jab, No Play': Is the name of legislation that requires all children to be fully vaccinated Australian 
Immunisation register (AIR) unless they have a medical exemption to be enrolled in childcare or 
kindergarten in Victoria. 


Duty of care: A common law concept that refers to the responsibilities of organisation to provide 
people with an adequate level of protection against harm and all reasonably foreseeable risk of 
injury. 


Medication record: Contains details for each child to whom medication is to be administered by the 
service. This includes a parent/guardian or authorised nominee section containing the child’s name, 
signed Authorisation to administer medication and a record of the name of the medication 
administered, the time and date the medication was last administered, the time, date, dosage and 
manner in which medication is to be next administered.  


An educator section will then document the dosage, time and date that the medication was 
administered, the manner in which the medication was administered and the name and signature of 
the person administering the medication and of the person checking the medication. 


3. Policy and Procedures 


Parents are requested to inform the Centre of any potential court or custody battles or family 
concerns as soon as they arise so that we can support the child. Parents are requested to issue the 
Centre with a copy of these documents should they be in place. If any breaches of custodial orders, 
director will notify police immediately. All case workers and/ or government departments will be 
notified, to be reported.  
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Photographs  


All parents are to sign on Enrolment form if they authorise Outlets Educators or service to take 
photos. Please refer for Enrolment form and Parent Handbook for further information.   


Immunisation  


Under the No Jab No Play law, we have a have duty of care and obligation to ask parents/carers to 
provide child/rens Immunisation History Statement from the Australian Immunisation Register. (My 
Gov Website) Refer to Immunisation Policy.  


Medical Authorisation  


• Administer medication only with the written Authorisation of a parent/guardian or 
authorised person, except in the case of an emergency, including an asthma or anaphylaxis 
emergency. 


• Medication Forms all to be up to date.  


• All medical forms relating child is signed and dated by educator and parents.  


• Educators to ensure appropriate signage of child’s action plan on wall.  


 


Anti-social Behaviour 


If Antisocial Behaviour is being demonstrated upon pick up/drop off by parents or guardian. Centre 
Director and staff will make the appropriate decision/s to contact Emergency Authorized Persons 
stated on Childcare enrolment form. If Behaviour is deemed high risk of concern, centre director will 
contact police 000 and follow emergency procedures. Please refer to our Zero Tolerance Policy. 


If child/ren are under DHHS care and or managed by 3rd party support services, staff have a legal 
obligation to mandatory report any concerns via observations of Parents/ guardian or workers 
behaviour upon pick up or drop off.  


Refusing Authorisations 
 Staff will refuse an authorisation in the following situations: 
 • The authorisation is not (or does not appear to be) made by an authorised person  
• The authorisation does not comply with aspects of our policies and procedures e.g. medication is 
not in the original container, does not have the child’s details etc. 
 • an authorised nominee, or person authorised by a parent or authorised nominee, does not appear 
to be capable of safely collecting the child.  


 
4. Background and Relevant Legislation 


• Children, Youth and Families Act 2005 


• Crimes Act 1958 


• Department of Justice and Regulation 


• Duty of Care  


• Public Health and Wellbeing Act 2008 


• Children's Services Act (VIC) 1996 


• Children’s Services Regulations (VIC) 32/2020 


• Children, Youth and Families Act 2005 
 


ATTACHMENTS (NIL) 


AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House on 
20/05/2020 


REVIEW DATE:   23 / 05 /2023 
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ADMINISTRATION OF FIRST AID POLICY      (M) 


Mandatory – Quality Area 2         CSReg Part4-Div3 
 
POLICY  
First Aid will be administered as necessary by staff who hold a current first aid certificate.   
To ensure authorisation acknowledged in specific and appropriate  documents by parent/Guardian as 
per legislation and regulations 
 


This policy should be read in conjunction with: 
• Incident, injury and trauma and Illness policy  


• Critical Incident Policy 


• Anaphylaxis policy  


• Asthma policy  


• Diabetes policy  


• Medication policy  


• Parent Information Handbook (Centre) 


• Common Written Agreement (CWA) - Enrolment 
 


Relevant legislation and Standards  
o Education and Care Services  
o National Law Act 2010: Sections 167, 169 
o Childrens Service(VIC) Regulations 32/2020: Reg112 
o Education and Care Services National Regulations: Regulations 87, 89, 136, 137(1)(e), 


168(2)(a), 245  


o National Quality Standard, Quality Area  Occupational Health and Safety Act 2004  
o Child Care Provider Handbook (Cwth) 


 


BACKGROUND 
First aid can save lives and prevent minor injuries or illnesses from becoming major ones. The 
capacity to provide prompt basic first aid is particularly important in the context of an early 
childhood service where staff have a duty of care and obligation to assist children who are injured, 
become ill or require support with administration of medication. 
 
Legislation that governs the operation of approved children’s services is based on the health, safety 
and welfare of children, and requires that children are protected from hazards and harm. The 
Education and Care Services National Regulations state that an Approved Provider must ensure that 
at least one educator with current approved first aid qualifications is in attendance and immediately 
available at all times that children are being educated and cared for by the service. Under the 
Education and Care Services National Law Act 2010, the Australian Children’s Education and Care 
Quality Authority (ACECQA) are required to publish lists of approved first aid qualifications. These 
lists are available at www.acecqa.gov.au/qualifications/approved-first-aid-qualifications. As a 
demonstration of duty of care and best practice One World Children’s Centre recommends all 
educators have current approved first aid qualifications.  
 


DEFINITIONS 
Approved first aid qualification: A list of approved first aid qualifications, anaphylaxis management 
and emergency asthma management training is published on the ACECQA website: 
www.acecqa.gov.au and Legislated Standards (as above) 



http://www.acecqa.gov.au/
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Duty of care: A common law concept that refers to the responsibilities of organisations to provide 
people with an adequate level of protection against harm and all reasonable foreseeable risk of 
injury.  
First Aid Authorisation: by signing of CWA and enrolment of child/ren parent/guardian authorise 
Delegate, Approved Provider, Nominated Supervisor, Day-to-Day Supervisor to administer First aid.  
First aid: The provision of initial care in response to an illness or injury. It generally consists of a series 
of techniques to preserve life, protect a person (particularly if unconscious), prevent a condition 
worsening and promote recovery. First aid training should be delivered by approved first aid 
providers, and a list is published on the ACECQA website: 
www.acecqa.gov.au/qualifications/approved-first-aid-qualifications  
First aid kit: The Compliance Code First aid in the workplace, developed by WorkSafe Victoria, lists 
the minimum requirements for a first aid kit. First aid in the workplace is available at 
www.worksafe.vic.gov.au   
Incident, Injury, Trauma and Illness Record: Contains details of any incident, injury, trauma or illness 
that occurs while the child is being educated and cared for by the service. Any incident, injury, 
trauma or illness must be recorded as soon as is practicable but not later than 24 hours after the 
occurrence. Refer to *Incident, Injury, Trauma and Illness Policy and Record 
Medication record: Contains details for each child to whom medication is to be administered by the 
service. This includes the child’s name, signed authorisation to administer medication and a record of 
the medication administered, including time, date, dosage, manner of administration, name and 
signature of person administering the medication and of the person checking the medication  
Medication Authorisation to Administer: Signing of the CWA giving authority to persons at Centre to 
Administer Medication as per Medication Recorde. 
Resuscitation flowchart: Outlines the six steps involved in resuscitation: danger, response, airways, 
breathing, compression, and defibrillation (DRABCD). The Australian Resuscitation Council provides 
flowcharts for the resuscitation of adults and children free of charge at 
https://resus.org.au/guidelines/flowcharts-3/ 
Serious incident: An incident resulting in the death of a child, or an injury, trauma, or illness for 
which the attention of a registered medical practitioner, emergency services or hospital is sought or 
should have been sought. This also includes an incident in which a child appears to be missing, 
cannot be accounted for, is removed from the service in contravention of the regulations or is 
mistakenly locked in/out of the service premises. A serious incident should be documented in an 
Incident, Injury, Trauma and Illness Record as soon as possible and within 24 hours of the incident. 
The Regulatory Authority (DEECD) must be notified within 24 hours of a serious incident occurring at 
the service.  
 


The approved provider (or delegate) is responsible for:  
• ensuring that every reasonable precaution is taken to protect children at the service from harm 


and hazards that are likely to cause injury 


• ensuring that at least one educator with current approved first aid qualifications is in attendance 
and immediately available at all times that children are being educated and cared for by the 
service. This can be the same person who has anaphylaxis management training and emergency 
asthma management training  


• appointing a nominated first aid officer. This is a legislative requirement where there are 10 or 
more employees  


• ensuring a risk assessment is conducted prior to an excursion to identify risks to health, safety, or 
wellbeing and specifying how these risks will be managed and minimised  


• ensuring that first aid training details are recorded on each staff member’s record  ensuring 
there is an induction process for all new staff, casual and relief staff, that includes providing 
information on the location of first aid kits and specific first aid requirements  



http://www.acecqa.gov.au/qualifications/approved-first-aid-qualifications

http://www.worksafe.vic.gov.au/

https://resus.org.au/guidelines/flowcharts-3/
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• ensuring that parents are notified within 24 hours if their child is involved in an incident, injury, 
trauma or illness at the service and recording details on the Incident, Injury, Trauma and Illness 
Record  


• ensuring that staff are offered support and debriefing following a serious incident requiring the 
administration of first aid  


• ensuring a resuscitation flow chart is displayed in a prominent position in the indoor and outdoor 


environments of the service  keeping up to date with any changes in procedures for 
administration of first aid and ensuring that all educators are informed of these changes. Outlets 
Co-operative Neighbourhood House LTD  
 


The nominated first aid officer is responsible for:  
• maintaining a current approved first aid qualification  


• responding to staff assistance when dealing with a serious incident, trauma  


• providing and maintaining an appropriate number of up-to-date, fully-equipped first aid kits that 


meet Australian Standards  providing and maintaining a portable first aid kit that can be taken 
offsite for excursions and other activities 


• monitoring the contents of all first aid kits and arranging replacement of stock, including when 


the use-by date has been reached  disposing of out-of-date materials appropriately  


• ensuring safety signs showing the location of first aid kits are clearly displayed  


• ensuring that all educators’ approved first aid qualifications, anaphylaxis management training 
and emergency asthma management training are current and meet the requirements of the 
National Act (Section 169(4)) and National Regulations (Regulation 137), and are approved by 
ACECQA  


• providing inhouse training of the administration of an auto-injection device annually and 
documenting on staff files  


• The keeping up to date with any changes in the procedures for the administration of first aid. 
 
Certified Supervisors and educators are responsible for: 
• implementing appropriate first aid procedures when necessary  


• maintaining current approved first aid qualifications, and qualifications in anaphylaxis 
management and emergency asthma management, as required  


• practicing CPR and administration of an auto-injection device at least annually  ensuring that all 
children are adequately supervised while providing first aid and comfort for a child involved in an 


incident or suffering trauma  ensuring that the details of any incident requiring the 


administration of first aid are recorded on the Incident, Injury, Trauma and Illness Record  
conducting a risk assessment prior to an excursion to identify risks to health, safety or wellbeing 
and specifying how these risks will be managed and minimised  


 
Parents/guardians are responsible for:  
• providing the required information for the service’s medication record  


• providing written consent (via the enrolment record, Common Written Agreement-CWA) for 
service staff to administer first aid and call an ambulance, if required  


• being contactable, either directly or through emergency contacts listed on the child’s enrolment 
record, in the event of an incident requiring the administration of first aid.  


 


SOURCE  
KPV Early Childhood Management Manual  
Australian Children’s Education and Care Quality Authority (ACECQA): www.acecqa.gov.au 
 


 
 



http://www.acecqa.gov.au/
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Attachments 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House 
LTD on 11/11/2020 


REVIEW DATE:   23/ 05/2023 
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ADMINISTRATION OF MEDICATION POLICY   (BP) 
Mandatory – Quality Area 5      CSRegPart4-Div4 
 


PURPOSE 
The aim of this policy is to: 
• Ensure that the child requiring administration of medication has the medication 


administered in accordance with the documented recordings outlined in the 
medication book. 


• To ensure that staff and parents comply with the recorded requirements stated in 
Children’s Services Regulation’s 2009. 


• To clearly state the role and responsibility of all staff caring for a child that is required 
to have medication administered whilst at the centre. 


• To ensure that all staff caring for a child requiring the administration of medication 
whilst in care at the centre manage and store the medication in accordance with the 
prescribing Doctors and manufacturers label. 


• To ensure that each staff member caring for a child requiring medication whilst in the 
centres care holds a current first aid certificate. 


 


SCOPE 
This policy applies when a child enrolled at Outlets Co-operative Neighbourhood House Ltd 
requires the administration of medication whilst in care. 
This policy applies to the Licensee, staff, parents/guardians and Committee of Management 
who are involved in the care of the child requiring medication enrolled. 


 
BACKGROUND AND RELEVANT LEGISLATION 
• The Licensee, staff, parents/guardians and all of the mentioned in the above scope 


and who it applies recognize that regulations and various procedures are to be 
followed to ensure the safe administration of medication to children whilst in the 
centres care. 


• All parents/guardians need to be made aware that medication will not be 
administered if the correct protocols are not followed as outlined in regulation 36 of 
the Children’s Service Regulation’s 2009. 


• Decisions about medical treatment of child are significant and can only be made by 
the person who has sole or joint responsibility for the day to day care and control of 
the child. In most cases this is the parent/guardian of the child. The person cannot 
authorize another person to consent to the medical treatment of the child. 


 
Children’s Services Regulation’s 32/2020 
Children’s Services Act 1996 
Health Act 1958 
Health Records Act 2001 
Occupational Health and Safety Act 2004 
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PROCEDURE 
The licensee shall ensure the following: 
• Ensure that staff is aware of the requirements in documentation of information 


required in the medication folder. 
• Ensure that the staff member administering the medication holds a current first aid 


certificate. 
• Provide access on request of this policy to all parents/guardians and assure they 


aware of the policy. 
• Comply with procedures outlined in Schedule 1 of the Children’s Service Regulations 


2009. 
 
(b). The staff responsible for the care of the child requiring the administration of 
medication shall ensure the following: 
• That the medication is stored in a safe place in accordance with the original package 


and label, out of reach of children. 
• Prior to administering medication, the childcare staff shall ensure written consent is 


given by the parent/guardian of the child for staff to administer medication in the 
medication book which is situated in the crèche. 


• The following information must be recorded in the medication book: 
1. The child’s name in full 
2. Permission by parent/guardian to have medication administered 
3. The name of the medication to be given 
4. The time and date the medication was last administered 
5. The time and date, or the circumstances under which, the medication 
should next be given 
6. The dosage of the medication to be administered 


• Prior to the parent/guardian leaving the centre the staff member that is present 
whilst the above is recorded shall also ensure that: 


• The person requesting the Authorisation to administer medication to a child is the 
person recorded in the child’s enrolment form as being authorized to do so. 


• That the medication is in its original packaging/container with the original label and 
instructions and is also still with expiry date or use by date. 


• That the staff member that receives and records the medication to be given notifies 
the qualified staff member of the request and also records the time the medication is 
to be administered on the white board in the creche. 


• That the medication dosage to be administered to the child is administered by the 
qualified staff member (level 3 or above) and checked by another staff member other 
than the staff member administering the medication at all times. 


• The staff member that administered the medication shall ensure that they record the 
following in the medication book on completion of administering the medication to 
the child: 


1. The dosage that was administered. 
2. The time and date that the medication was administered. 
3. The full name and signature of the person that administered the 
medication. 
4. The full name and signature of the person who checked the dosage 
administered. 
5. That the dosage is marked as given on the white board in the creche. 
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(c). Parents/Guardians of the children shall ensure that: 
• They comply with procedures outlined in the enrolment procedure. 
• They comply with all relevant policies in the centre. 
• They request to view any policy they would like to view 
• Complete the medication book and document all required information. 
• Hand the medication directly to a staff member in its original packaging. 
• Comply with the centre policy that medication shall not be administered if the 


correct authoritative procedure is not followed.  
 


3. Related Documents and Policies. 
• Child enrolment procedure 
• Parent Information Handbook 


•        Illness and emergency, asthma, anaphylaxis 


 
 


ATTACHMENTS (NIL) 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 


on 21/07/2020 


REVIEW DATE:  20/05/2023 
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ANAPHYLAXIS POLICY         (M) 
Mandatory – Quality Area 2 
 


PURPOSE 
The aim of this policy is to: 
• Minimise the risk of anaphylactic reaction occurring within the centre whilst the child 


is in care of the centre. 
• To ensure that staff members respond appropriately to an anaphylactic reaction by 


implementing appropriate treatment inclusive of competent use of an adrenalin Auto 
Injection device, such as an EpiPen. 


• To ensure each staff member has relevant knowledge of allergies, anaphylaxis and 
emergency procedures. 


• To increase and raise community awareness and communication to ensure the safety 
and wellbeing of children at risk of anaphylaxis is managed through education and 
implementation of this policy. 


 


SCOPE 


The Children Service Act 1996 requires proprietors of licensed children’s services to have an 
anaphylaxis management policy in place. This policy is required whether or not there is a 
child diagnosed at risk of anaphylaxis enrolled at the service. 


This policy applies when a child that has been diagnosed as at risk of anaphylaxis is enrolled 
at Outlets Co-operative Neighbourhood House Ltd. 


This policy applies to the licensee, staff, parents/guardian, Committee of management, 
volunteers, and other persons relevant to the children’s service such as visiting specialists 
and placements involved with the children enrolled as being diagnosed as at risk of 
anaphylaxis. 


 


Background and Relevant Legislation 
Anaphylaxis is a severe, life threatening allergic reaction. 
The most common cause of anaphylaxis in young children are eggs, peanuts, tree nuts, cow’s 
milk, bee and other insect stings and some medications. 
 


A child may not be able to express the symptoms of anaphylaxis. 


 


A reaction can develop within minutes of exposure to an allergen so with planning and 
training a reaction can be treated effectively by using adrenaline auto-injector, such as an 
EpiPen. 
 


In recognition of this the Licensee and staff are aware of the importance of children at risk of 
anaphylaxis and will continue to undertake training that includes the measures taken to 
prevent and minimize risk factors, recognize anaphylactic symptoms and emergency 
treatment which includes the use of an auto injection device such as an EpiPen. 
All staff, parents/guardians need to be made aware that it is not possible to achieve a 
complete allergen free environment in a centre that is open to the whole community. 
 


The licensee, staff and all of the mentioned in the above scope and who it applies recognize 
that various procedures and minimizing risk strategies that are put in place to help minimize 
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the presence of allergens will not give them a false sense of security that an allergen has 
been eliminated. 


• Children’s Services Regulations 32/2020 


• Children’s Services Act 1996 


• Health Act 1958 


• Health Records Act 2001 


• Occupational Health and Safety Act 2004 


• Children’s Service and Education Legislation Amendment (Anaphylaxis Management) Act 
2008 


DEFINITION 
Allergic Reaction- A reaction to an allergen. Common signs and symptoms include one or 
more of the following: hives, tingling feeling around mouth, abdominal pain, vomiting 
and/or diarrhea, facial swelling, cough or wheeze, difficulty swallowing or breathing, loss of 
consciousness or collapse (child pale or floppy), or cessation of breathing. 
 
Anaphylaxis – A severe rapid and potentially fatal allergic reaction that involves the major 
body system, particularly breathing and circulation system. 
 


Allergy – An immune system response to something that the body has identified as an 
allergen. People genetically programmed to make an allergic response will make antibodies 
to particular allergens. 
 


Intolerance – Often confused with an allergy, intolerance is a reproducible reaction to a 
substance that is not due to the immune system 


 


Allergen – A substance that can cause an allergic reaction. 
 


Anaphylaxis Action Plan – A medical management plan prepared and signed by a Doctor 
providing the child’s name and allergies, a clear photograph of the child and clear 
instructions on treating an anaphylactic episode. 
 


Anaphylactic management training –Accredited comprehensive training that has been 
recognized by the secretary of the Department of Education and Early Childhood 
Development which is provided by a qualified professional. It includes strategies for 
management, recognition of allergic reactions, emergency treatment and practice with an 
adrenaline auto injection device such as an EpiPen trainer and is reinforced at yearly 
intervals. 
 


Anaphylactic prevention kit – a sealed container which contains the child at risk of 
anaphylaxis own eating utensils and cutlery, ie. spoon, fork, bowl, cup which is clearly 
labeled with the child’s name. 
 


Children at risk of anaphylaxis – those children with allergies that have been medically 
diagnosed and who are at risk of anaphylaxis. 
 


Adrenaline Auto Injection training – training in the administration of adrenaline via an auto 
injection device such as an EpiPen provided by allergy nurse educators or other qualified 
professionals such as doctors, first aid trainers, through accredited training or through the 
use of the self-paced trainer CD ROM and trainer EpiPen 
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Adrenaline Auto Injection device – A device containing a single dose of adrenaline delivered 
via a spring activated device needle, which is concealed until administered. There are a 
range of commercial devices including the EpiPen. 
 


EpiPen – This is one form of an auto injection device containing a single dose of adrenaline, 
delivered via a spring-activated needle, which is concealed until administered. Two strengths 
are available, an EpiPen and an EpiPen Jnr. They are prescribed according to the child’s 
weight. The EpiPen Jnr is recommended for a child weighing 10-20kg, An EpiPen is 
recommended for use when a child is in excess of 20kg. 
 


Auto injection device (EpiPen) Kit – An insulated container that contains a current auto 
injection device (bought in by family/guardian which is labeled with child’s name), a copy of 
the child’s Anaphylaxis Action Plan, telephone contact details for the child’s 
parents/guardians, the doctors/medical services and the person to be notified in the event 
of a reaction if the parent/guardian cannot be contacted. Auto injection devices are stored 
away from direct heat. 
 


No food sharing – The practice where the child at risk of anaphylaxis eats only that food that 
is supplied or permitted by the parent/guardian, and does not share food with, or accept 
other food from any other person. 
 


Nominated staff member – A staff member nominated to be the liaison between 
parents/guardians of a child at risk of anaphylaxis and the licensee. This person also checks 
the auto injection device is current, that the auto injection device kit (EpiPen Kit) is complete 
and leads staff practice sessions after all staff have undertaken anaphylaxis management 
training. 
 


Risk minimization – A practice of reducing risks to a child at risk of anaphylaxis by removing, 
as far as is practicable, major resources of the allergen from the centre, washing hands after 
meals and developing strategies to help reduce risks of an anaphylactic reaction. 
 


Risk minimisation Plan – A plan specific to the service that specifies each child’s allergies, 
the way that each child at risk of anaphylaxis could be accidently exposed to an allergen 
while in the care of the service, practical strategies to minimise those risks, and who is 
responsible for=or implementing the strategies. The risk minimization plan should be 
developed by families of children at risk of anaphylaxis.  
 


Service Community – all adults who are connected to the children’s service. 


 


Communication Plan – A plan that forms part of the policy outlining how the service will 
communicate with parents and staff in relation to the policy and how parents and staff will 
be informed about risk minimisation plans and emergency procedures when a child 
diagnosed at risk of anaphylaxis is enrolled in the service. 
 


Ambulance contact card – A card that the service has completed, which contains all the 
information that the ambulance service will request when phoned on 000. It should be kept 
by the phone from where the 000 call will be made 
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PROCEDURE 


The Proprietor/licensee of the centre shall ensure the following: 
• Ensure there is an anaphylaxis management policy in place containing the matters prescribed in 


Schedule 4 of the Children’s Services Regulations 32/2020 


• Ensure that the policy is available to all parents and guardians at the service 


• Ensure that all staff in all services. Whether or not they have a child diagnosed at risk of 


anaphylaxis attending the service undertake training in the administration of the auto injection 


device such as an EpiPen every 12 months and recorded this in the staff records (subdiv5 (r. 95)). 


It is recommended that practice with the trainer auto injection device is undertaken on a regular 


basis, preferably quarterly. 


In services where a child is diagnosed at risk of anaphylaxis is enrolled the 
proprietor/licensee shall also: 


• An assessment of potential accidental exposure to allergens whilst children at risk of 


anaphylaxis are in the Centres care shall be conducted and a risk minimisation plan shall be 


developed for the centre in consultation with staff and families involved with the care of the 


child (refer to Anaphylaxis Risk Minimisation plan) 


• Ensure that a notice is displayed prominently at the Main entrance of the service stating that 


a child diagnosed at risk of anaphylaxis is being cared for at the service. 


• Ensure all staff on duty have completed recognized anaphylaxis management training (r. 63) 


and that the practice of the adrenaline auto injection device administration is undertaken on 


a regular basis, preferably quarterly, and recorded annually. 


• Ensure all relievers have undertaken recognized anaphylaxis training including the 


administration of an adrenaline auto injection device, are aware of symptoms of an 


anaphylactic reaction, the child at risk of anaphylaxis, the child’s allergies, the individual 


anaphylaxis medical management action plan and the location of the auto injection device 


(EpiPen) Kit. 


• Ensure that no child who has been prescribed an adrenaline auto injection device such as an 


EpiPen is permitted to attend the service or its programs without that device. (Schedule 3 of 


the Regulations) 


• Ensure parents/guardians with a child diagnosed at risk of anaphylaxis are provided with a 


copy of the policy.  


• Implement the communication strategy and encourage ongoing communication between 


parents/guardians and staff regarding the current status of the child’s allergies, this policy 


and its implementation (Schedule 4 of the Regulations). 


• Display an ASCIA generic poster called Action Plan for Anaphylaxis in a key location at the 


service, for example, in the children’s room. 


• Display an ambulance contact card by the telephones. 


• Comply with procedures outlined in Schedule 1 of the NQS. 


• Ensure that a child’s individual anaphylaxis medical management action plan signed by a 


registered medical practitioner is inserted into the enrolment records for each child This will 


outline the allergies and describe the prescribed medication for that child and the 


circumstances in which it should be used. 


• Ensure that all staff know the location of the anaphylaxis medical management plan and that 


a copy is kept with the auto injection device (EpiPen) kit (Schedule 3 of the Regulations) 
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The staff responsible for the care of the child at risk of anaphylaxis shall ensure the 
following: 
• A copy of the child’s anaphylaxis medical management action plan is displayed in a visible 


position to all staff. 


• Follow the child’s anaphylaxis action plan in the event of an allergic reaction which may progress 


into anaphylaxis. 


• Follow emergency procedures if a child that has not been diagnosed as anaphylactic appears to 
be having an anaphylactic reaction. 


o Call an ambulance immediately by dialling 000 
o Commence trained first aid measures. 
o Direct contact by a staff member to parents/guardians whilst continuing first 


aid 
o Direct contact to the persons to be notified in case of an emergency if the 


parent/guardian cannot be reached by a staff member. 
• Practice adrenaline auto injection device (EpiPen) administration procedures using the EpiPen 


Training kit at east quarterly. 


• Ensure all parents/guardians are asked as part of the enrolment procedure and prior to the 


child’s attendance at the centre if the child has allergies. 


• Document any known allergies on the child’s enrolment form, if they are severe allergies have 


the parent/guardian provide a medical management action plan which is signed by a Doctor. 


• Ensure a complete Auto injection device (EpiPen) kit (which must contain a copy of the child’s 


anaphylaxis medical management action plan) is supplied by the parents/guardians whilst the 


child is at the centre.  


• Ensure that the adrenaline auto injection device (EpiPen) kit is stored in a location known to all 


staff, is easily accessible to adults, is not in a locked cupboard, away from sources of direct heat 


and is inaccessible to children  


• Regularly check the adrenaline auto injection device (EpiPen) expiry date as the manufacturer 


will only guarantee its effectiveness to the end of the written expiry date. 


• Display information to other centre users about resources and available support for managing 


allergies and anaphylaxis. 


• Comply with procedures outlined in Schedule 1 of the policy. 


 Parents/guardians of children shall ensure that: 


• They comply with procedure in Schedule 1 of NQS 


• They comply with all relevant policies in the centre. 


• They request to view any policy they would like to view. 
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Parents/guardians of children with anaphylaxis shall ensure they: 
• Inform staff on the child’s enrolment to the centre of any known allergies or on diagnosis of the 


child’s allergies. 


• Provide staff with an anaphylaxis medical management action plan signed by a registered 


medical practitioner and written consent to use the adrenaline auto injection device (EpiPen) in 


line with the action plan. 


• Develop an anaphylaxis risk minimisation plan with service staff. 


• Provide staff with a labelled and complete auto injection device (EpiPen) Kit. 


• Regularly check the adrenaline auto injection device (EpiPen) expiry date. 
• Assist staff by offering information and answering any questions they have in relation to their 


child’s allergy. 


• Notify the staff immediately of any change to their child’s allergy and provide a new anaphylaxis 


action plan in accordance with the changes. 


• Comply with the Centre’s policy that no child who has been prescribed an adrenaline auto 


injection device (EpiPen) is allowed to attend the centre or centre programs with pout their 


adrenaline auto injection device (EpiPen). 


• Ensure that either parent attends excursions and carries an EpiPen Kit at all times (children are 


the responsibility of their parent whilst on excursions with our centre). 


• Provide an Anaphylaxis prevention kit that contains the child at risk of anaphylaxis own eating 


utensils and cutlery i.e. Spoon, fork, bowl, cup in a sealed and labeled container. 


• Communicate all relevant information and concerns to staff, for example, any matter relating to 
the health of the child. 


• Comply with procedure outlined in Schedule 1 of the NQS  


 


RELATED DOCUMENTS AND POLICIES 


• Enrolment checklist for a child at risk of anaphylaxis (schedule 2 of the policy). 


• Anaphylaxis Risk Minimisation Plan 


• Child enrolment procedure. 


RELEVANT POLICIES 


o Enrolment 


o Illness and emergency 


o Nutrition 


o Asthma 


o Children’s mealtime procedure 


o Hygiene  


o Celebrations 


o Excursion 


RESOURCES 


Australian Society of Clinical Immunology and Allergy (ASCIA) www.allergy.org.au 


Anaphylaxis Australia Inc www.allergyfacts.org.au 


Royal Children’s Hospital, Dept of Allergy www.rch.org.au 


 


 


 



http://www.allergy.org.au/

http://www.allergyfacts.org.au/

http://www.rch.org.au/
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ATTACHMENTS (NIL) 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 
on 21/05/2020  


REVIEW DATE:    /    /2023 
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ASTHMA POLICY         (M) 
Mandatory – Quality Area 2 


 


PURPOSE 
Outlets Co-operative Neighbourhood House LTD is committed to raising awareness about 
asthma among the Committee, staff, parents/guardians of children attending the Centre 
Providing a safe and healthy environment for all children enrolled in the childcare 
department and providing an environment in which all children with asthma can participate 
in order to reach their full potential. 
This policy will provide a clear set of guidelines and expectations to be followed with regard 
to the management of asthma. 
The aim of this policy is for all children with asthma enrolled at Outlets to receive 
appropriate attention as required and to respond to the needs of children who have not 
been diagnosed with asthma and who have an asthma attack whilst in our care. 
  


SCOPE 
This policy applies to children enrolled at the kindergarten, their parents/guardians, the 
staff, and Committee. 
 


Background and Relevant Legislation 
Asthma is a chronic health condition affecting approximately 15% of children. It is one of the 
most common reasons for childhood admission to hospital. Education and correct 
management will assist in minimising the impact of asthma. 
It is generally accepted that children under the age of six do not have the skills and ability to 
recognise and manage their own asthma effectively. With this in mind, Outlets recognises 
the need to educate the staff and parents/guardians about asthma and to promote 
responsible asthma management strategies. 


• The Children’s Services Act 1996 


• The Children’s Services Regulations 32/2020 


• The Occupational Health & Safety Act 1998 


• The Health Act 1958 


DEFINITIONS  
Metered Dose Inhaler (puffer): Common delivery device used to administer reliever 
medication. 
Asthma Emergency: The onset of unstable or deteriorating asthma symptoms requiring 
immediate treatment with reliever medication. 
 


Asthma Action Plan: A record of information on the child’s asthma and how to manage it, 
including contact details, what to do when the child’s asthma worsens and emergency 
treatment. 
 


Asthma triggers: Things that may induce asthma symptoms eg. pollens, colds/viruses, dust 
mites, smoke, exercise, etc. Asthma triggers will vary from child to child. 
 


Puffer: Common name for a metered dose inhaler. 
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Reliever Medication: This comes in a blue container and is used to relax the muscles around 
the airways to relieve asthma symptoms e.g. Airomir, Asmol, Epaq or Ventolin. 
 


Spacer device: A plastic device used to increase the efficiency of delivery of asthma 
medication from a puffer. It may be used in conjunction with a facemask. 
 


PROCEDURES 
The Committee of management and/or Licencee at Outlets Co-operative Neighbourhood 
House Ltd will: 


• Where appropriate, organise Emergency Asthma Management training for staff. 


• Where appropriate, organise asthma management information sessions for 


parents/guardians of children enrolled at the kindergarten. 


• Encourage open communication between parents/guardians and staff regarding the status 


and impact of a child’s asthma. 


The staff responsible for the care of children at Outlets will: 
• Ask all parents/guardians as part of the enrolment procedure, prior to their child’s 


attendance, whether the child has been diagnosed with asthma and document this 


information on the child’s enrolment record. 


• Provide families whose child has asthma with an Asthma Action and management Plan to 


complete in consultation with their doctor. On completion, this will be attached to the child’s 


enrolment record and displayed in Creche. 


• Display the Asthma Foundation of Victoria’s Asthma First Aid posters in key locations at the 


centre, for example, in the children’s room, bathroom and kitchen. 


• Ensure that all parents/guardians with a child diagnosed with asthma bring their medications 


and any asthma devices ready for use. 


• Consult with the parent/guardians of children with asthma, in relation to the health and 


safety of their child and the supervised management of the child’s asthma. 


• Identify and, where possible, minimise asthma triggers as defined in the definition section of 


the policy or in children’s Asthma Action Plans. 


• Promptly communicate any concerns to parents if it is considered that a child’s asthma is 


limiting his/her ability to participate fully in all activities. 


• Where necessary, modify activities for the child with asthma in accordance with their current 


needs and abilities. 


• Administer all regular prescribed asthma medication in accordance with the Medication 


Book. 


Parents/guardians of a child with asthma will: 
• Inform staff, either on enrolment or on initial diagnosis, that their child has a history of 


asthma. 


• Provide all relevant information regarding the child’s asthma via the Asthma Action 


management Plan. 


• Notify the staff, in writing, of any changes to the information they entered on the Asthma 


Action management Plan during the year, if this occurs. 


• Provide an adequate supply of appropriate asthma medication and equipment (eg. blue 


reliever medication and spacer) for their child at all times. 
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• Communicate all relevant information and concerns to staff as the need arises (eg. if asthma 


symptoms were present the previous night). 


• Consult with the staff, in relation to the health and safety of their child and the supervised 


management of the child’s asthma.  


Plan of action for a child with diagnosed asthma 
The staff, together with the parents/guardians of a child with asthma, will discuss and agree 
on a plan of action for the emergency management of an asthma attack based on the 4 Step 
Asthma First Aid Plan. This plan will be included as part of, or attached to, the child’s Asthma 
Action management Plan and enrolment record. 
 


Action to be taken if a child suddenly collapses or has difficulty breathing 
with a possible asthma attack. 
 
For Children with a known asthma condition: 


• Staff will follow the agreed plan of action for the child for the emergency treatment of an 


asthma attack as detailed in the Asthma Action management Plan.  


• If the child’s Asthma Action Plan is not available trained staff (have completed a course in 


Emergency Asthma management) should immediately commence the standard asthma 


emergency protocol as outlined by the Asthma Foundation: 


• Step 1: Sit the child upright and remain calm to reassure them. 


• Step 2: Without delay shake the blue reliever puffer (inhaler) and give 4 separate puffs 


through the spacer. Use one puff at a time and ask the child to take 4 breaths from the 


spacer after each puff. 


• Step 3: Wait 4 minutes. If there is no improvement repeat step 2 


• Step 4: If still no improvement after a further 4 minutes call an ambulance immediately and 


state clearly that the child is having an asthma attack. 


• Follow emergency services instructions. 


• In an emergency the blue reliever puffer may be their own or borrowed from another child.   


For Children who staff are not aware have pre-existing asthma or where a trained staff 
member is not available:  
In this situation, staff will treat according to emergency policy and: 


• Step 1: Call and ambulance immediately (dial 000) and state that the child is having 


breathing difficulty. 


• Follow emergency services instructions. 


4. Related documents and policies 
• Child enrolment procedure 


• Emergency Policy 


• Hygiene Policy 


• Medication from 


• Asthma action management plan 


• Accident, Illness Policy 


• www.asthmaaustralia.org.au 


• Emergency asthma management training 


• First aid certificates 



http://www.asthmaaustralia.org.au/
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ATTACHMENTS (NIL) 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 
on 23/07/2002 


REVIEW DATE:  23/05/2023 
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IMMUNISATION POLICY        (M) 
Mandatory – Quality Area 2 
 


POLICY 
Under the No Jab No Play law, Outlets Co-operative Neighbourhood House LTD have a have certain 
obligation to ask parents/carers to provide child/rens Immunisation History Statement from the 
Australian Immunisation Register. 


 


PURPOSE 
The purpose of this policy is to manage and prevent the spread of infectious illnesses and diseases. 
Outlets has a duty of care to ensure that all children, families and educators are provided protection 
and care during the hours of operation. This includes notifying children, families and educators when 
an excludable illness or disease is present in the service; maintaining a record of children’s and 
educators’ immunisation status; complying to relevant health department exclusion guidelines; and 
Increasing educators’ awareness of cross infection. 


 


SCOPE  
This policy applies to children, families, staff, Committee of management, volunteers, placements 
and visitors of the service. 
 


 DEFINITIONS  


'No Jab, No Play' is the name of legislation that requires all children to be fully vaccinated unless they 
have a medical exemption to be enrolled in childcare or kindergarten in Victoria. 
AIR:  Australian Immunisation Register 
NHMRC: National Health and Medical Research Council 
 


PROCEDURE 
This is assessable via The My Gov Website. Parents can also access information by contacting their 
local Maternal Health Nurse.  
A child cannot attend the service until acceptable documentation is provided, unless they qualify for 
the grace period of 16 weeks in which parents must provide. 
Once a child is enrolled, two times a year, all parents/carers must provide a current Immunisation 
History Statement for attending children that shows the child is up to date with immunisations. 
 


Approved Provider, Nominated Supervisor, Day to Day Supervisor procedures 
The centre will Display wall charts about immunisation  


• Review children’s immunisation regularly, updating the child’s records kept at the service 
electronically and hard copy. We will notify parents when their child’s immunisation record 
is required.  


• Not enrol a child into the Service unless approved documentation has been provided that 
confirms the child is fully immunised for their age or has a medical reason not be 
immunised. 


•  Notify families when an outbreak of an immunise-able disease occurs  
• Exclude any child who is not immunised from the Service if and when an outbreak of an 
immunise-able infectious disease occurs to protect that child and to prevent further spread of 
infection. In the instance of the child being immunised and the Immunisation record not 
provided to the Service – the child would be viewed as not being immunised. 
 
 
 







  Outlets Co-operative Neighbourhood House LTD SE 00015784 


 


 Page 2 of 2 


 


PARENT/GUARDIAN responsibility 
Families must Provide the service with a copy of one or more of the following documents: 


• An Immunisation History Statement which shows that the child is up to date with their 
scheduled vaccinations 


• An Immunisation History Form on which the immunisation provider has certified that the 
child is on a recognised catch-up schedule.  


• An Immunisation Medical Exemption Form which has been certified by a GP. 
• An Interim Vaccination Objection Form for Enrolment in VIC Child Care Centres that has 


been co-signed by a medical practitioner or authorised nurse immuniser and a parent.  
• Provide the service with an updated copy of their child’s current immunisation record every 


6 months. 
 


Background, Resources and Relevant Legislations 


• Department of Health and Human Services  


• Australian Children’s Education & Care Quality Authority. 


• Australian Immunisation Register Act 2015 
• Children's Services Act 1996 


• Children’s Services (VIC) Regulations 32/2020 


• Staying Healthy 5th edition 2013 - NHMRC 
 
 


 
 
 


RESOURCES/ATTACHMENTS: 


• Infectious Disease exclusion Chart 


• Centres - Parent Information Handbook 


 


AUTHORISATION 
This policy was adopted by the Approved Provider of [Service Name] on  


REVIEW DATE:  23/05/2023 
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CHILD SAFE POLICY     (CHILD SAFE ENVIRONMENT) (STANDARDS)    (M) 


Mandatory – Quality Area 2, 3, 7     CSReg Part4-Div8 
 


PURPOSE 
 “The child safe policy sets out the Centre's approach to creating a child safe organisation 
where children and young people are safe and feel safe; and provides the policy framework for the 
Centre 's approach to the Child Safe Standards. 


 
SCOPE 
This policy applies to the Approved Provider, Persons with Management or Control, Nominated 
Supervisor, Person in Day-to-day Charge, educators, staff, students on placement, volunteers, 
parents/guardians, children and others attending the programs and activities of Outlets Co-operative 
Neighbourhood House LTD.  
 


POLICY      
Outlets Co-operative Neighbourhood House LTD has a moral, ethical and legal responsibility to 
ensure that all children are safe in their care, and will provide training, resources, information and  
ensuring that all staff, students and volunteers caring for children at the service act in the best 
interests of the child and take all reasonable steps to ensure the child’s safety and wellbeing at all 
times guidance to support this. Outlets Co-operative Neighbourhood House LTD is committed to: 


• ensuring that the health, safety and wellbeing of children at the service is protected at all 
times while also promoting their learning and development 


• fulfilling its duty of care obligations under the law by protecting children from any 
reasonable, foreseeable risk of injury or harm 


• supporting the rights of all children to feel safe, and be safe, at all times 


• developing and maintaining a culture in which children feel valued, respected and cared for 


• encouraging active participation from parents/guardians and families at the service, and 
ensuring that best practice is based on a partnership approach with shared responsibility for 
children’s health, safety, wellbeing and development 


• ensuring that Outlets Co-operative Neighbourhood House LTD is proactive in educating 
children of their individual rights by including personal safety education programs within our 
centre 


• Staff will obtain Certificate of Completion in (Early Childhood) Protecting Children – 
Mandatory Reporting and Obligation (annually) 


 


RELEVANT LEGISLATION AND STANDARDS 
Children Services Regulations (VIC) 32/2020 
Children Services Act (VIC) 1996 
Education and Care Services National Law Act 2010 (Vic): Sections 165, 166, 167 
Education and Care Services National Regulations 2011: Regulations 84, 85, 86, 99, 100, 101, 102, 
and 168(2) (h) 
National Quality Standard, Quality Area 2: Children’s Health and Safety 
National Quality Standard, Quality Area 3: Physical Environment 
National Quality Standard, Quality Area 7: Leadership and Service Management 
Children, Youth and Families Act 2005 (Vic), as amended 2011 
Child Wellbeing and Safety Act 2005 (Vic), as amended 2012 
Charter of Human Rights and Responsibilities Act 2006 (Vic), as amended 2011 
Family Law Act 1975 (Cth), as amended 2008 and 2011 
Occupational Health and Safety Act 2004 (Vic) 
Working with Children Act 2005 (Vic) 
Working with Children Regulations 2006 (Vic) 
Education and Training Reform Act 2006 
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BACKGROUND 
“Every child has the right to live a full and productive life. It is up to all of us to ensure our children 
grow up in environments that build confidence, friendship, security and happiness, irrespective of a  
 
person’s family circumstances and background” (Protecting the safety and wellbeing of children 
and young people – refer to Sources). The protection of children, one of the most vulnerable groups 
in society, is a shared community responsibility and involves ensuring that all children are safe, their 
needs are met and the possibility of child abuse is minimised. 
 
The Children, Youth and Families Act 2005 (CYFA) provides the legislative basis for the provision of 
services to vulnerable children, young people and their families, and places children’s best interests 
at the heart of decision-making and service delivery. Under the Education and Care Services 
National Regulations 2011, the Approved Provider must ensure that all educators and staff are 
familiar with current policies and procedures with regard to child protection, including state and 
territory legislative responsibilities and their obligations under these laws. 
 


Under the law, early childhood educators are not currently required to undertake mandatory reporting 
(refer to Definitions), though this is subject to change. Approved Providers must keep informed of,  
and comply with, all legislative changes as they occur. 


 
Early childhood educators, in daily contact with children and their families, are well placed to observe 
when a child appears to be at risk of harm arising from abuse or neglect. Services have a duty of care 
(refer to Definitions) to act immediately to protect and preserve the safety and wellbeing of the 
children in their care. Any person who believes, on reasonable grounds, that a child is in need of 
protection may report their concerns to Child Protection (refer to Definitions) (Protecting the safety 
and wellbeing of children and young people – refer to Sources). 
The Education and Care Services National Law Act 2010, The Education and Care Services National 
Regulations 2011 and Children Services (VIC) Regulations and Act require that approved services 
protect children from any harm and hazards, and to adequately supervise children at all times.  
Adult supervision is a key factor in creating and maintaining child safe environments. Active 
supervision together with risk minimisation strategies can prevent or reduce the risk of injury to 
children. 
Risk minimisation strategies supported by clear policies and procedures for specific areas of child 
safety will help ensure the environment and practices at the service are child safe. Policies and 
procedures must be developed in relation to all matters specified in Regulation 168(2), including 
emergency and evacuation, water safety, sun protection, delivery and collection of children, and 
incident, injury, trauma and illness. Risks in the child’s physical environment can be minimised by 
ensuring the safety of buildings, grounds, equipment, materials and furniture used at the service, and 
the safe storage and use of dangerous substances such as cleaning products and chemicals. 
 


DEFINITIONS 
Abuser: A person who mistreats and/or harms a child or young person. 
Abuse: (In the context of this policy) refers to physical and/or emotional mistreatment, and/or lack 
of care of the child. Examples include sexual abuse, the witnessing of family violence and any 
non-accidental injury to a child. 
Bullying: Repeated verbal, physical, social or psychological behaviour that is harmful and involves the 
misuse of power by an individual or group towards one or more persons. Bullying occurs when one 
or more people deliberately and repeatedly upset or hurt another person, damage their property, 
reputation or social acceptance. 
Child: In Victoria, under the Children, Youth and Families Act 2005, a child or young person is a 
person under 18 years of age. 
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Child abuse: An act or omission by an adult that endangers or impairs a child’s physical and/or 
emotional health and development. Child abuse can be a single incident but often takes place over 
time. Abuse, neglect and maltreatment (refer to Definitions) are generic terms used to describe 
situations in which a child may need protection.  
Child abuse includes any and all of the following: 


• Physical abuse: When a child suffers or is likely to suffer significant harm from an injury 
inflicted by a parent/guardian, caregiver or other adult. The injury may be inflicted  
intentionally or be the consequence of physical punishment or the physically aggressive 
treatment of a child. Physical injury and significant harm to a child can also result from 
neglect by a parent/guardian, caregiver or other adult. The injury may take the form of 
bruises, cuts, burns or fractures, poisoning, internal injuries, shaking injuries or strangulation. 


• Sexual abuse: When a person uses power or authority over a child, or inducements such as 
money or special attention, to involve the child in sexual activity. It includes a wide range of 
sexual behaviour from inappropriate touching/fondling of a child or exposing a child to 
pornography, to having sex with a child. 


• Emotional and psychological abuse: Involves continuing behaviour by adults towards 
children, which erodes social competence or self-esteem over time. It occurs when a person 
engages in inappropriate behaviours, such as rejecting, ignoring, threatening or verbally 
abusing a child, or allowing others to do so (Office of the Child Safety Commissioner (OCSC), 
Victoria). 


• Racial, cultural and religious abuse: Conduct that demonstrates contempt, ridicule, hatred 
or negativity towards a child because of their race, culture or religion (OCSC). 


• Neglect: Refer to definition below. 
• Exposure to domestic/family violence: When children and young people witness or 


experience the chronic, repeated domination, coercion, intimidation and victimisation of one 
person by another through physical, sexual and/or emotional means within intimate 
relationships (adapted from the Australian Medical Association definition). 


Child FIRST: A Victorian community-based intake and referral service linked with Family Services. 
Child FIRST ensures that vulnerable children, young people and their families are effectively linked to 
relevant services, including Child Protection (www.cyf.vic.gov.au/family-services/child-first). 
Child sex offender: Someone who sexually abuses children, and who may or may not have prior 
convictions. 
Child protection: The term used to describe the whole-of-community approach to the prevention of 
harm to children. It includes strategic action for early intervention, for the protection of those 
considered most vulnerable and for responses to all forms of abuse. 
Child Protection Service (also referred to as Child Protection): The statutory child protection service 
provided by the Victorian Department of Human Services, to protect children and young people at 
risk of abuse and neglect. This service also works closely with Family Services (including Child FIRST) 
to support the assessment and engagement of vulnerable children and families in community-based 
services (www.cyf.vic.gov.au/child-protection-family-services/home). 
Code of conduct: A set of rules or practices that establish a standard of behaviour to be followed by 
individuals and organisations. A code of conduct defines how individuals should behave towards each 
other, and towards other organisations and individuals in the community (refer to Code of 
Conduct Policy). 
Disclosure: (In the context of this policy) refers to a statement that a child or young person makes to 
another person that describes or reveals abuse. 
Domestic/family violence: The repeated use of violent, threatening, coercive or controlling 
behaviour by an individual against a family member(s) or someone with who they have or have had 
an intimate relationship, including carers. 
Duty of care: A common law concept that refers to the responsibilities of organisations to provide 
people with an adequate level of protection against harm and all reasonable foreseeable risk of 
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injury. In the context of this policy, duty of care refers to the responsibility of education and care 
services to provide children with an adequate level of care and protection against foreseeable harm 
and injury. 
Maltreatment: (In the context of this policy) refers to physical and/or emotional mistreatment, 
and/or lack of care of the child. Examples include sexual abuse, the witnessing of family violence and 
any non-accidental injury to a child. 
Mandatory reporting: The legal obligation of certain professionals and community members to 
report when they believe, on reasonable grounds, that a child is in need of protection from harm. 
A broad range of professional groups are identified in the CYFA as ‘mandatory reporters’. Mandated 
staff members must make a report to Child Protection as soon as is practicable after forming a belief, 
on reasonable grounds, that a child or young person is in need of protection from significant harm as 
a result of physical injury or sexual abuse, and the child’s parents/guardians are unwilling or unable 
to protect the child (Protecting the safety and wellbeing of children and young people – refer 
to Sources). 
To have reasonable grounds to believe a child is in need of protection, a mandatory reporter should 
believe both that there is risk of significant harm as a result of physical injury or sexual abuse, and 
that the parents/guardians are unwilling or unable to protect the child (Sections 162(c)(d) and 184 of 
the Children, Youth and Families Act 2005 (amended in 2011)). Section 182 of the Children, Youth 
and Families Act 2005 (amended in 2011) lists those who are mandated to report. 
Mandatory reporters must report the abuse/neglect to: 


• police, by calling 000, if the offence requires immediate police attention, or 
• Child Protection authorities, if they suspect, on reasonable grounds, that a child is suffering 


abuse or neglect, or wish to discuss their concerns about a child or young person. 
Neglect: The failure to provide a child with the basic necessities of life, such as food, clothing, shelter, 
medical attention or supervision, to the extent that the child’s health and development is, or is likely 
to be, significantly harmed (Victorian Department of Human Services). 
Negligence: Doing, or failing to do something that a reasonable person would, or would not do in a 
certain situation, and which causes another person damage, injury or loss as a result. 
Offender: A person who mistreats and/or harms a child or young person. 
Perpetrator: A person who mistreats and/or harms a child or young person. 
Reasonable grounds: A person may form a belief on reasonable grounds that a child or young person 
is in need of protection after becoming aware that the child or young person’s health, safety or 
wellbeing is at risk and the child’s parents/guardians are unwilling or unable to protect them. There 
may be reasonable grounds for forming such a belief if: 


• a child or young person states that they have been physically or sexually abused 
• a child or young person states that they know someone who has been physically or sexually 


abused (sometimes the child may be referring to themselves) 
• someone who knows the child or young person states that the child or young person has 


been physically or sexually abused 
• a child shows signs of being physically or sexually abused (see details in Appendix 2 


of Protecting the safety and wellbeing of children and young people – refer to Sources) 
• the person is aware of persistent family violence or parental substance misuse, psychiatric 


illness or intellectual disability that is impacting on the child or young person’s safety, 
stability or development 


• the person observes signs or indicators of abuse, including non-accidental or unexplained 
injury, persistent neglect, poor care or lack of appropriate supervision 


• a child’s/young person’s actions or behaviour may place them at risk of significant harm and 
the parents/guardians are unwilling or unable to protect the child 


Voluntary (non-mandated) notification: A notification to the Child Protection Service by a person 
who believes that a child is in need of protection. Section 183 of the Children, Youth and Families Act 
2005 (amended in 2011) states that any person who believes, on reasonable grounds, that a child is 
in need of protection, may notify a protective intervener of that belief and of the reasonable grounds 
that the belief is based on. Under this part of the Act, notifications are made out of moral obligation, 







  Outlets Co-operative Neighbourhood House LTD SE 00015784 


 


 
 


11/02/2021 
Page 5 of 9 


 


rather than legislative obligation. The person making the notification is not expected to prove the 
abuse, and the law protects the anonymity of the person making the notification. 
Young person: In Victoria, under the Children, Youth and Families Act 2005, a child or young person is 
a person under 18 years of age 


 
PROCEDURE 
Any staff member that suspects a child is being abused you are immediately to report this to the 
Centre Co-ordinator. The Centre Co-ordinator will take your information and or notes to the Director 
and or Management Team for action. 
 


RESPONSIBILITIES: 
The Approved Provider (or delegate) is responsible for: 


In relation to child protection matters: 
• ensuring that the Nominated Supervisor and staff members at Outlets Co-operative 


Neighbourhood House LTD who work with children are advised of current child protection 
legislation, its application, and any obligations that they may have under that law (Regulation 84) 


• screening all educators, staff, volunteers and students to ensure that they hold a current 
Working with Children Check (except for individuals under the age of 18, registered teachers or 
police officers) 


• ensuring that volunteers/students, parents/guardians and other visitors to the service are not 
left with sole supervision of individual children or groups of children 


• ensuring clear procedures are in place for reporting suspected child abuse and management of 
complaints 


• offering support to the child and their family, and to educators and staff in response to concerns 
or reports relating to the health, safety and wellbeing of a child at Outlets Co-operative 
Neighbourhood House LTD 


• developing co-operative relationships with appropriate services and/or professionals (including 
Child FIRST) in the best interests of children and their families 


• notifying DEECD, in writing, within 24 hours of becoming aware of a notifiable complaint (refer 
to Definitions) or allegation regarding the health, safety and/or welfare of a child at Outlets Co-
operative Neighbourhood House LTD 


 
• maintaining confidentiality at all times 
• offering support to the child and their family, and to educators and staff in response to concerns 


 


In relation to providing a child safe environment at the service: 
• ensuring children are adequately supervised and that educator-to-child ratios are maintained 


at all times 
• ensuring the physical environment at Outlets Co-operative Neighbourhood House LTD is 


safe, secure and free from hazards for children conducting risk assessments for excursions 
and considering children’s safety when leaving Outlets Co-operative Neighbourhood House 
LTD premises 


• ensuring all equipment and materials used at Outlets Co-operative Neighbourhood House 
LTD meet relevant safety standards implementing and practising emergency and evacuation 
procedures 


• ensuring there are appropriate procedures in place for the safe delivery and collection of 
children 


• ensuring that the Nominated Supervisor, educators and all staff at Outlets Co-operative 
Neighbourhood House LTD who work with children are aware that it is an offence to subject 
a child to any form of corporal punishment, or any discipline that is unreasonable or 
excessive in the circumstances 
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• implementing and reviewing this policy in consultation with the Nominated Supervisor, 
educators, staff, contractors and parents/guardians 


• identifying and providing appropriate resources and training to assist educators, staff, 
contractors, visitors, volunteers and students to implement this policy (refer to Sources) 


• protecting the rights of children and families, and encouraging their participation in decision-
making 


• ensuring the Nominated Supervisor, educators, staff, volunteers and students are kept 
informed of any relevant changes in legislation and practices in relation to this policy 


 
The Centre Co-ordinator is responsible for: 


In relation to child protection matters: 
• keeping up to date and complying with any relevant changes in legislation and practices in 


relation to this policy 
• identifying the potential for child abuse at Outlets Co-operative Neighbourhood House LTD, 


and developing and implementing effective prevention strategies in consultation with the 
Approved Provider and educators/staff 


• identifying and implementing appropriate programs and practices to support the principles 
of a child safe organisation in consultation with the Approved Provider and educators at 
Outlets Co-operative Neighbourhood House LTD 


• co-operating with other services and/or professionals in the best interests of children and 
their families 


• ensuring that families are made aware of support services available to them (such as Child 
FIRST), and of the assistance these services can provide 


• ensuring that where Outlets Co-operative Neighbourhood House LTD has been notified of a 
court order prohibiting an adult from contacting an enrolled child, such contact does not 
occur while the child is on Outlets Co-operative Neighbourhood House LTD premises 


• ensuring that no child is left alone (or is out of sight) with a contractor, visitor, volunteer, 
student or parent/guardian at Outlets Co-operative Neighbourhood House LTD 


• implementing the procedures for reporting suspected child abuse and management of 
complaints 


• notifying the Management Team immediately on becoming aware of a concern, complaint or 
allegation regarding the health, safety and welfare of a child at Outlets Co-operative 
Neighbourhood House LTD 


• offering support to the child and their family, and to educators and staff in response to 
concerns or reports relating to the health, safety and wellbeing of a child at Outlets Co-
operative Neighbourhood House LTD 


• implementing and reviewing this policy in consultation with the Approved Provider, 
educators, staff, and parents/guardians 


• maintaining confidentiality at all times 
 


In relation to providing a child safe environment at the service: 
• ensuring that all educators and staff who work with children are aware of this policy, and are 


supported to implement it at Outlets Co-operative Neighbourhood House LTD 
• protecting the rights of children and families, and encouraging their participation in decision-


making at Outlets Co-operative Neighbourhood House LTD 
• ensuring that all children are adequately supervised at all times 
• ensuring learning environments are established that provide sufficient space, and include 


carefully chosen and well-maintained resources and equipment that will help enhance the 
quality of children’s learning and experiences 


• organising/facilitating regular safety audits of the following: 
• playgrounds and fixed equipment in outdoor environments 
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• ensuring that all cupboards/rooms are labelled accordingly, including those that contain 
chemicals and first aid kits, and that child-proof locks are installed on doors and cupboards 
where contents may be harmful 


• ensuring that all contractors/visitors sign into the visitor’s logbook and Sign with QR code 
• ensuring the physical environment at Outlets Co-operative Neighbourhood House LTD is 


safe, secure and free from hazards for children 
• ensuring risk assessments are completed for excursions and considering children’s safety 


when leaving Outlets Co-operative Neighbourhood House LTD premises 
• implementing and practising emergency and evacuation procedures 
• ensuring there are appropriate procedures in place for the safe delivery and collection of 


children 
• ensuring that all educators and staff at Outlets Co-operative Neighbourhood House LTD who 


work with children are aware that it is an offence to subject a child to any form of corporal 
punishment, or any discipline that is unreasonable or excessive in the circumstances 


• implementing and reviewing this policy in consultation with the Director, educators, staff, 
and parents/guardians 


• identifying and providing appropriate resources and training to assist educators, staff, 
visitors, volunteers and students to implement this policy 


• keeping up to date and complying with any relevant changes in legislation and practices in 
relation to this policy 


 
The Centre’s MoC, Nominated Supervisor, Person in Day-to-Day Charge – all staff to maintain Health 
and Safety are responsible for: 


In relation to child protection matters: 
• ensuring educators, staff, contractors, volunteers and students undertake appropriate 


training and education on child protection, including recognising the signs and symptoms of 
child abuse (refer to Definitions), knowing how to respond, and understanding processes for 
reporting and managing concerns/incidents 


• identifying the potential for and signs of child abuse at Outlets Co-operative Neighbourhood 
House LTD, and developing and implementing effective prevention strategies in consultation 
with the Nominated Supervisor and educators/staff 


 


In relation to providing a child safe environment at the service: 
• ensuring all equipment and materials used at Outlets Co-operative Neighbourhood House 


LTD meet relevant safety standards  
 
Certified Supervisors and other educators/staff are responsible for: 


In relation to child protection matters: 
• keeping up to date and complying with any relevant changes in legislation and practices in 


relation to this policy 
• reading, understanding and implementing this policy 
• undertaking appropriate training and education on child protection, including recognising the 


signs and symptoms of child abuse, knowing how to respond, and understanding processes for 
reporting and managing concerns/incidents 


• identifying the potential for child abuse at Outlets Co-operative Neighbourhood House LTD, and 
developing and implementing effective prevention strategies in consultation with the Approved 
Provider and educators/staff 


• ensuring that where Outlets Co-operative Neighbourhood House LTD has been notified of a court 
order prohibiting an adult from contacting an enrolled child, such contact does not occur while 
the child is on Outlets Co-operative Neighbourhood House LTD premises 


• identifying and implementing appropriate programs and practices to support the principles of a 
child safe organisation in consultation with the Centre Co-ordinator 
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• co-operating with other services and/or professionals (including Child FIRST) in the best interests 
of children and their families 


• informing families of support services available to them (such as Child FIRST), and of the 
assistance these services can provide 


• ensuring that no child is left alone (or is out of sight) with a contractor, visitor, volunteer, student 
or parent/guardian at Outlets Co-operative Neighbourhood House LTD 


• implementing the procedures for reporting suspected child abuse and management of 
complaints 


• notifying the Centre Co-ordinator or a Management representative immediately on becoming 
aware of any concerns, complaints or allegations regarding the health, safety and welfare of a 
child at Outlets Co-operative Neighbourhood House LTD 


• offering support to the child and their family, and to other educators and staff in response to 
concerns or reports relating to the health, safety and wellbeing of a child at Outlets Co-operative 
Neighbourhood House LTD 


• maintaining confidentiality at all times 
• reviewing this policy in consultation with the Approved Provider, Nominated Supervisor, 


educators, staff, and parents/guardians. 
 


In relation to providing a child safe environment at the service: 
• maintaining learning environments that provide sufficient space, and include carefully 


chosen and well-maintained resources and equipment to ensure a safe environment 
• maintaining a regular cleaning schedule for all equipment to avoid cross-infection 
• maintaining a clean environment daily, and removing tripping/slipping hazards as soon as 


these become apparent 
• conducting a daily check of the building, ensuring all children are signed out of the service, 


doors and windows are closed and locked, and appliances are switched off etc. A written 
record of the daily check should be kept, signed by an educator and filed for future reference 


• actively supervising children at all times 
• educating and empowering children to talk about events and situations that make them feel 


uncomfortable 
• ensuring children are adequately supervised at all times 
• ensuring the physical environment at the service is safe, secure and free from hazards for 


children 
• conducting risk assessments for excursions and considering children’s safety when leaving 


Outlets Co-operative Neighbourhood House LTD premises 
• ensuring all equipment and materials used at Outlets Co-operative Neighbourhood House 


LTD meet relevant safety standards 
• implementing and practising emergency and evacuation procedures 
• ensuring there are appropriate procedures in place for the safe delivery and collection of 


children 
• ensuring that children at Outlets Co-operative Neighbourhood House LTD are not subjected 


to any form of corporal punishment, or any discipline that is unreasonable or excessive in the 
circumstances 


• implementing and reviewing this policy in consultation with the Nominated Supervisor, 
educators, staff, and parents/guardians 


• identifying and providing appropriate resources and training to assist educators, staff, 
visitors, volunteers and students to implement this policy 


• protecting the rights of children and families, and encouraging their participation in decision-
making 


• keeping up to date and complying with any changes in legislation and practices in relation to 
this policy 
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Parents/guardians are responsible for: 
• reading and complying with this policy 
• reporting any concerns, including in relation to potential for child abuse, to the Centre Co-


ordinator 
• abiding by Outlets Co-operative Neighbourhood House LTD Code of Conduct  


 


RESOURCES 
Charter of Human Rights and Responsibilities Act 2006 (Vic), amended in 2011: 
www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/ 
Childsafety Australia: www.childsafetyaustralia.com.au/ 
Choose With Care: Building child safe organisations – an information and training program: 
www.childwise.net 
Department of Education and Training (DET): 
www.education.vic.gov.au/ecsmanagement/educareservices/csprotocols.htm 
Victorian Department of Human Services: www.dhs.vic.gov.au 
Quality Assessment Regulations Division 
Office of the Child Safety Commissioner:   www.kids.vic.gov.au 
 
 


Protecting the safety and wellbeing of children and young people –  
A joint protocol of the Department of Human Services Child Protection, DET - QARs, Licensed 
Children’s Services (Vic) www.education.vic.gov.au/childhood/professionals/health/childprotection 
Safeguarding Children accreditation program, Australian Childhood Foundation: 
www.childhood.org.au 
The United Nations Convention on the Rights of the Child: www.unicef.org/crc 
What is Child Abuse?:                                                                                                                                          
www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/what-is-
child-abuse 
Working with Children (WWC) Check: www.justice.vic.gov.au/workingwithchildren 
www.bullyingnoway.gov.au 
 
Related documents and policies  Professional Development Opportunities 
Child Protection Policy    HLTWHS003 - Maintaining Work Health and Safety 
Child Safe Standards    CHCPRT002 -  Support the Rights and Safety of  
Incident, Injury, Trauma and Illness Policy     Children and Young People 
Critical Incident Policy    Cert of Compliance – Mandatory Child Protection 
Duty of Care 
Code of Conduct 
OHS Policy 


PROTECT – Student Sexual Offending Policy (SSO Policy) 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-op Neighbourhood House LTD on 
11/02/2021 


REVIEW DATE:  23/05/2023 



http://www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/

http://www.childsafetyaustralia.com.au/

http://www.childwise.net/

http://www.education.vic.gov.au/ecsmanagement/educareservices/csprotocols.htm

http://www.dhs.vic.gov.au/

http://www.kids.vic.gov.au/

http://www.education.vic.gov.au/childhood/professionals/health/childprotection

http://www.childhood.org.au/

http://www.unicef.org/crc

http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/what-is-child-abuse

http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/what-is-child-abuse

http://www.justice.vic.gov.au/workingwithchildren

http://www.bullyingnoway.gov.au/
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CCS:  PR:  19001971K                (VIC)  PR:0008995     SE:00015784 


OUTLETS CO-OPERATIVE NEIGHBOURHOOD HOUSE LTD  - CHILD SAFE STANDARDS .2020 


Child Safe Standards 


The Victorian Government has introduced child safe standards. The Child Safe 


Standards (the Standards) are compulsory minimum standards for all organisations that 


provide services to children including Victorian schools. The aim of the Standards is to 


ensure organisations are well prepared to protect children from abuse and neglect.  


To create and maintain a child safe organisation we must comply with the following 7 


standards: 


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


• A child safe policy or statement of commitment to child safety. 
• A code of conduct that establishes clear expectations for appropriate behaviour 


with children. 
• 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 risks of child abuse. 
• Strategies to promote the participation and empowerment of children. 


As part of our obligations you can access our Child Safe Policy and our Statement of 


Commitment to Child Safety. 


 



https://www.skcc.net.au/about/child-safe-policy

https://www.skcc.net.au/about/child-safe-statement-committment

https://www.skcc.net.au/about/child-safe-statement-committment
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CHILD SAFE POLICY – COMMITMENT     (M) 


Mandatory – Quality Area 2 
 
Reference:  Our Centre means Outlets Co-operative Neighbourhood House LTD   


 
Our commitment to child safety 
Outlets Co-operative Neighbourhood House LTD is committed to child safety. 
We want children to be safe, happy and empowered.  
We support and respect all children, as well as our staff and volunteers. 
We are committed to the safety, participation and empowerment of all children. 
We have zero tolerance of child abuse, and all allegations and safety concerns will be treated very 
seriously and consistently with our robust policies and procedures.  We have legal and moral 
obligations to contact authorities when we are worried about a child’s safety, which we follow 
rigorously. 
Our Centre is committed to preventing child abuse and identifying risks early and removing and 
reducing these risks. 
Our Centre has robust human resources and recruitment practices for all staff and volunteers. 
Our Centre is committed to regularly training and educating our staff and volunteers on child abuse 
risks. 
We support and respect all children, as well as our staff and volunteers. We are committed to the 
cultural safety of Aboriginal children, the cultural safety of children from a culturally and/or 
linguistically diverse backgrounds, and to providing a safe environment for children with a 
disability.  We have specific policies, procedures and training in place that support our leadership 
team, staff and volunteers to achieve these commitments. 
If you believe a child is at immediate risk of abuse phone 000. 
 
Our children 
This policy is intended to empower children who are vital and active participants in our Centre. We 
involve them when making decisions, especially about matters that directly affect them. We listen to 
their views and respect what they have to say. 
We promote diversity and tolerance in our Centre, and people from all walks of life and cultural 
backgrounds are welcome: 


• promote the cultural safety, participation and empowerment of Aboriginal children; 
• promote the cultural safety, participation and empowerment of children from culturally 


and/or linguistically diverse backgrounds;   
• Ensure that children with a disability are safe and can participate equally. 
•  


Our staff and volunteers 
This policy guides our staff and volunteers on how to behave with children in our Centre. 
All staff, volunteers, Work/student placements must agree to abide by our code of conduct which 
specifies the standards of conduct required when working with children. 
 


Training and supervision 
Training and education is important to ensure that everyone in our Centre understands that child 
safety is everyone’s responsibility. 
Our organisational culture aims for all staff and volunteers (in addition to parents/carers and 
children) to feel confident and comfortable in discussing any allegations of child abuse or child safety 
concerns. 
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We train our staff and volunteers to identify, assess, and minimise risks of child abuse and to detect 
potential signs of child abuse. 
We also support our staff and volunteers through ongoing supervision to: develop their skills to 
protect children from abuse; and promote the cultural safety of Aboriginal children, the cultural 
safety of children from linguistically and/or diverse backgrounds, and the safety of children with a 
disability. 
New employees and volunteers will be supervised regularly to ensure they understand our Centre’s 
commitment to child safety and that everyone has a role to play in protecting children from abuse, as 
well as checking that their behaviour towards children is safe and appropriate. Any inappropriate 
behaviour will be reported through appropriate channels, including the Department of Health and 
Human Services and Victoria Police, depending on the severity and urgency of the matter. 
 


Recruitment 
We take all reasonable steps to employ skilled people to work with children. We develop selection 
criteria and advertisements which clearly demonstrate our commitment to child safety and an 
awareness of our social and legislative responsibilities. Our Centre understands that when recruiting 
staff and volunteers we have ethical as well as legislative obligations. 
We actively encourage applications from Aboriginal peoples, people from culturally and/or 
linguistically diverse backgrounds and people with a disability. 
All people engaged in child-related work, including volunteers, are required to hold a Working with 
Children Check and to provide evidence of this Check. Please see the Working with Children Check 
website for further information. We carry out reference checks and police record checks to ensure 
that we are recruiting the right people. Police record checks are used only for the purposes of 
recruitment and are discarded after the recruitment process is complete. We do retain our own 
records (but not the actual criminal record) if an applicant’s criminal history affected our decision-
making process. 
If during the recruitment process a person’s records indicate a criminal history then the person will 
be given the opportunity to provide further information and context. 
 


Fair procedures for personnel 
The safety and wellbeing of children is our primary concern. We are also fair and just to personnel. 
The decisions we make when recruiting, assessing incidents, and undertaking disciplinary action will 
always be thorough, transparent, and based on evidence. We record all allegations of abuse and 
safety concerns using our incident reporting form, including investigation updates. All records are 
securely stored. If an allegation of abuse or a safety concern is raised, we provide updates to children 
and families on progress and any actions we as an organisation take. 
 


Information 
All personal information considered or recorded will respect the privacy of the individuals involved, 
whether they be staff, volunteers, parents or children, unless there is a risk to someone’s safety. We 
have safeguards and practices in place to ensure any personal information is protected. Everyone is 
entitled to know how this information is recorded, what will be done with it, and who will have 
access to it. 
 


Privacy 
All personal information considered or recorded will respect the privacy of the individuals involved, 
whether they be staff, volunteers, parents or children, unless there is a risk to someone’s safety. We 
have safeguards and practices in place to ensure any personal information is protected. Everyone is 
entitled to know how this information is recorded, what will be done with it, and who will have 
access to it. 
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Legislative responsibilities 
Our Centre takes our legal responsibilities seriously, including:  Failure to disclose: Reporting child 
sexual abuse is a community-wide responsibility. All adults in Victoria who have a reasonable belief 
that an adult has committed a sexual offence against a child under 16 have an obligation to report 
that information to the police. 
Failure to protect: People of authority in our organisation will commit an offence if they know of a 
substantial risk of child sexual abuse and have the power or responsibility to reduce or remove the 
risk, but negligently fail to do so.   
Any personnel who are mandatory reporters must comply with their duties. 
 


Risk management 
In Victoria, organisations are required to protect children when a risk is identified (see information 
about failure to protect above). In addition to general occupational health and safety risks, we 
proactively manage risks of abuse to our children. 
We have risk management strategies in place to identify, assess, and take steps to minimise child 
abuse risks, which include risks posed by physical environments (for example, any doors that can 
lock), and online environments (for example, no staff or volunteer is to have contact with a child in 
organisations on social media). 
 


Regular review 
This policy will be reviewed bi annually or if changes in legislation, feedback from community or if 
significant incidents occur. We will ensure that families and children have the opportunity to 
contribute. Where possible we do our best to work with local Aboriginal communities, culturally 
and/or linguistically diverse communities and people with a disability. 
 


Allegations, concerns and complaints 
Our Centre takes all allegations seriously and has practices in place to investigate thoroughly and 
quickly. Our staff and volunteers are trained to deal appropriately with allegations. 
We work to ensure all children, families, staff and volunteers know what to do and who to tell if they 
observe abuse or are a victim, and if they notice inappropriate behaviour. 
We all have a responsibility to report an allegation of abuse if we have a reasonable belief that an 
incident took place (see information about failure to disclose above). 
If an adult has a reasonable belief that an incident has occurred, then they must report the incident. 
Factors contributing to reasonable belief may be: 


• a child states they or someone they know has been abused (noting that sometimes the child 
may in fact be referring to themselves)   


• behaviour consistent with that of an abuse victim is observed someone else has raised a 
suspicion of abuse but is unwilling to report it observing suspicious behaviour. 


 


Supporting Policies:   Recommended Qualification – PD’s extra-curricular 
Child Safe and Environment Policy CHC50113  Dip Early Chn Education and Care 
Risk Management   HLTWHS003 Maintain Work Health and Safety 
Parent Information Handbook  CHCPRT002 – Supporting the rights and safety of children  
Code of Conduct        and young people 
Duty of Care 
Grievance and Complaints  
 


 
AUTHORISATION 
This policy was adopted by the Approved Provider of [Service Name] on  
 
REVIEW DATE: 23/05/2023 
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DEALING WITH INFECTIOUS DISEASES & ILLNESS POLICY  (M) 
Mandatory – Quality Area 2      CSReg Part4 –Div3 
 
POLICY  
Outlets C-operative Neighbourhood House LTD will respond to an ill child immediately responding to 
the child’s health, safety and well-being. First aid will be applied as appropriate to each situation. 
In the case of infectious diseases, the period of exclusion will be in accordance with the 
“Recommended Minimum Periods of Exclusion from School, Pre-school and Child Care Centres for 
Cases of and Contact with Infectious Diseases” (Staying Healthy in Child Care - 4th Edition, National 
Health and Medical Research Council)  
 


Relevant Legislation  


• Children’s Services Regulations (Vic) 32/2020  Reg 57 


• Children’s Services (Vic) 1996 


• Education and Care Services National Regulations regulation 85  


• Education and Care Services National Regulations regulation 86  


• Education and Care Services National Regulations regulation 87  


• Education and Care Services National Regulations regulation 88  


• Education and Care Services National Regulations regulation 168  


• National Quality Standard 2 


• Staying Healthy - National Health and Medical Research Council Sources  


• Education and Care Service s National Regulations  


• National Quality Standard  


• Parent Information Handbook  - Centre’s 


• Staying Healthy - National Health and Medical Research Council  
 


PROCEDURE - Implementation  
We ask you to play an active role in minimising the spread of illnesses in the Centre by ensuring that 
you notify us when your child is ill, or diagnosed as having an infectious disease, and by keeping your 
child at home until they are well, and all periods of exclusion are adhered to.  
Your consideration regarding all such health matters will contribute immensely to the maintenance 
of a healthy environment for all of the children and adults within the Centre.  
 
Of-course in addition to the health concern, if your child has an illness that makes, he or she so 
uncomfortable that they are unable to participate in the day’s program, both indoors and outdoors, 
they need more individualised and personal care than we are able to provide, and alternative child 
care arrangements should be made. In the case of infectious diseases, the period of exclusion will be 
in accordance with the “Recommended Minimum Periods of Exclusion from School, Pre-school and 
Child Care Centres for Cases of and Contact with Infectious Diseases” (Staying Healthy in Child Care 
- 4th Edition, National Health and Medical Research Council)  
If your child becomes ill while at the Centre, you will be contacted to make arrangements for you or 
an emergency contact to collect your child from the centre. 
 


Illness Procedure In the case of an ill child we will:  
• attend to the immediate needs of the child keeping them comforted and informed throughout  


• consult the Qualified educator (if not available Management) at all times before making any 
decision regarding the ill child (unless emergency first aid is required)  


• record the child’s temperature and or other signs and symptoms of illness in the illness record  


• comply to recommended periods of exclusion for cases and contact with infectious diseases in 
accordance with the National Health and Medical Research Council  
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• contact the parent/emergency contact if exclusion period is necessary (should exclusion not be 
necessary the parent/emergency contact must be contacted and informed about the child’s 
illness in order for the parent to make a decision regarding a doctor, treatment etc)  


• clean and disinfect the relevant equipment and area  


• display the infectious disease poster in the foyer to inform staff and parents of current 


infection/s  complete the illness record.  


• The illness record will be completed as soon as practicably possible and no later than 24 hours 
after the onset of the illness Infection Control Although our environment cannot be made germ 
free, we can lessen the harmful effects of germs by keeping their numbers at a low.  


 


Germs can be most effectively controlled by frequent: 
1. cleaning and disinfecting objects which come in contact with children, and;  
2. handwashing  
In addition, proper handling and disposal of contaminated items is necessary to prevent the spread 
of infections. (refer to Hand Sanitising procedures) 
Hand washing is the most important procedure you and the children can follow to prevent the 
spread of infection.  
How to wash your hands:  


1. rub your hands together vigorously for at least 20 seconds using warm running water and 
soap  
2. wash your fingernails, between fingers, backs of hands and wrists  
3. rinse your hands well under running water  
4. dry your hands with a single cloth or hot blow dryer When should you wash your hands? 


• when you arrive at the centre  after you use the bathroom, or help a child in the bathroom  


• after you change a nappy  after you handle items with bodily fluids or wastes such as blood, 


urine, runny nose etc  after outside play  before you prepare food  


• before you eat or drink  after you handle an ill child When should the children wash their 


hands?  when they arrive at the centre  after outside play  before they eat and drink  after 


they have touched an ill child  after they blow, wipe their nose  after they use the bathroom 
 


RESOURCES 
Posters -   the role of hands in the spread of infection 


How to use alcohol-based Hand rub 
NHMRC – Staying Healthy and Infection Control in Children Services 
NHMRC – Exclusion list of Infectious Diseases 


 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 


on July 2020 


REVIEW DATE:  23/05/2024 
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PANDEMIC/EPICDEMIC POLICY      (M/BP) 


Mandatory – Quality Area 2 
 
PURPOSE  
From time-to-time infectious diseases develop into epidemics or pandemics and create increased risks 
for the community. These occasions require specific policies targeted at the disease in question and 
general efforts at preparedness.  


 
1.1 Outlets Co-operative Neighbourhood House LTD t/as NCEC wishes as far as possible to protect 


its clients, its staff, its volunteers, and the general public from infection or contagion by 
epidemics and/or pandemics. 
 


1.2 Outlets Co-operative Neighbourhood House LTD t/as NCEC will facilitate, through its policies and 
procedures, strategies designed to reduce risks to its clients, its staff, its volunteers, and the 
general public. 
 


1.3 Outlets Co-operative Neighbourhood House LTD t/as NCEC will comply with all directions from 
authorised public health officers and recognised medical authorities in relation to the epidemic 
or pandemic.  


 
SCOPE 
1.4 The purpose of this policy is to outline the strategies and actions that Outlets Co-operative 


Neighbourhood House LTD t/as NCEC intends to take to prevent the transmission of infectious 
diseases that are epidemics or pandemics, and control the transmission of infectious diseases 
when a case/s is identified.  


 
For the purpose of this policy, infectious diseases mean diseases caused by pathogenic 
microorganisms, such as bacteria, viruses, parasites or fungi; the diseases can be spread, directly 
or indirectly, from one person to another. This policy is focused on infectious diseases that are 
declared to be an epidemic or pandemic.  


 
This policy applies to: 
 


 
2. POLICY 
2.1 Outlets Co-operative Neighbourhood House LTD t/as NCEC will as far as possibly plan for and 


make advance preparations for the possibility that its operations will be affected by an epidemic 
or pandemic. 
 


2.2 In the event of an epidemic or pandemic, Outlets Co-operative Neighbourhood House LTD t/as 
NCEC will, as far as possible: 
2.2.1 Assist its clients, staff, volunteers and others, as relevant, to minimise their exposure to 


the illness concerned. 
2.2.2 Encourage and assist those who have reason to believe that they are at risk of 


contracting the epidemic or pandemic to obtain a diagnosis.  


Employees Directors Officers Contractors 
(including 


employees of 
contractors) 


Volunteers Suppliers Consultants 


✓ ✓ ✓ ✓ ✓ ✓ ✓ 
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2.2.3 Support employees, volunteers, contractors and clients to take reasonable precautions 
to prevent infection or contagion.  


2.2.4 Provide standard precautions such as personal protective equipment (e.g. masks, soap, 
and gloves). 


2.2.5 Maintain its services and operations throughout the period of concern. 
 


2.3 In the event of an infectious disease being declared an epidemic or pandemic, Outlets Co-
operative Neighbourhood House LTD t/as NCEC requires people covered by this Policy to take 
the following precautions recommended by the World Health Organization. 
 
2.3.1 Regularly and thoroughly clean your hands with an alcohol-based hand rub or wash 


them with soap and water. 
2.3.2 Maintain at least 1 metre (3 feet) distance between yourself and anyone who is 


coughing or sneezing. 
2.3.3 Avoid touching your eyes, nose and mouth, or shaking hands with others. 
2.3.4 Make sure you follow good hygiene and encourage others to do the same. This means 


covering your mouth and nose with your bent elbow or tissue when you cough or 
sneeze and disposing of used tissues immediately. 


2.3.5 Consider staying/Stay home if you feel unwell. If you are well enough to work but would 
like to minimise the risk of infecting others, ask your manager/ supervisor whether you 
can temporarily work from home.  


2.3.6 Keep up to date on the latest hotspots (cities or local areas where the pandemic or 
epidemic is spreading widely. If possible, avoid traveling to places - especially if you are 
more at risk.  


2.3.7 If you are or are likely to be contagious, notify your manager/position as soon as 
possible. It may be possible or necessary for you to self-isolate by staying at home until 
you recover. 


2.3.8 Seek medical advice promptly and follow the directions of your local health authority.  
 
3. Leave and Flexibility 
3.1 Outlets Co-operative Neighbourhood House LTD t/as NCEC recognises that staff may request or 


require paid and unpaid leave when they are unwell, at risk of or vulnerable to infection, and at 
risk of infecting others.  


3.2 Workers may make use of leave consistent with Outlets Co-operative Neighbourhood House LTD 
t/as NCEC leave policy, relevant industrial instruments and the National Employment Standards 
(including access to unpaid leave). 


3.3 Outlets Co-operative Neighbourhood House LTD t/as NCEC may, at its discretion, direct those 
affected or reasonably at risk of being affected by the pandemic or epidemic, to remain away 
from the workplace or work remotely.  


 
4. Notes  
In carrying out the procedures listed below, Outlets Co-operative Neighbourhood House LTD t/as NCEC 
will be guided by the information and directions provided by local health authorities and the World 
Health Organisation, and its occupational health and safety obligations. 
 
Above and beyond provisions 
Outlets Co-operative Neighbourhood House LTD t/as NCEC may subsidise any reasonable medical 
expenses incurred by any workers directed by Outlets Co-operative Neighbourhood House LTD t/as 
NCEC to obtain medical clearance for the infectious disease before returning to work. 
Outlets Co-operative Neighbourhood House LTD t/as NCEC may, at its discretion offer any staff member 
who is diagnosed with the infectious disease in question additional paid Epidemic Leave/leave 
entitlements to cover any period the person is required to spend in quarantine or self-quarantine, 
presuming that person cannot carry out their duties remotely.  
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Where possible during an epidemic or pandemic, Outlets Co-operative Neighbourhood House LTD t/as 
NCEC will aim to provide workers with flexibility to work remotely and to attend medical appointments. 
 
Related Documents 
Australian Health Management Plan for Pandemic Influenza (AHMPPI) 


ACT - Australian Capital Territory 
NSW - New South Wales 
NT - Northern Territory 
Qld - Queensland 
SA - South Australia 
Tas - Tasmania 
Vic - Victoria 
WA - Western Australia 
 


Trusted Information Sharing Network (TISN) for Critical Infrastructure Resilience: Template Pandemic 
Emergency Plan 
 
Legislation & Industrial Instruments 
This policy & procedure is not intended to override any industrial instrument, contract, award or 
legislation.  
 


• Biosecurity Act 2015 (Commonwealth) 


• Fair Work Act 2009 (Cwth) 


• Fair Work Regulations 2009 
 
 
Related Documents and Policies 
Dealing with Infectious Diseases Policy 
Pandemic response Plan – CoVid 
Dealing with Medical Conditions Policy 
Emergency and Evacuation Policy 
Hygiene Policy 
Refer to Action Plans (IT Filed) 
 
 
 
 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 
on July 2020 
 
REVIEW DATE:    23/05/2023 



https://www.health.gov.au/internet/main/publishing.nsf/Content/ohp-ahmppi.htm

https://www.health.act.gov.au/about-our-health-system/population-health/winter-wellbeing-and-flu

http://www.health.nsw.gov.au/pandemic/Pages/default.aspx

https://health.nt.gov.au/health-governance/department-of-health/health-disaster-management/pandemics

https://www.health.qld.gov.au/clinical-practice/guidelines-procedures/diseases-infection/diseases/influenza/pandemic

https://www.sahealth.sa.gov.au/wps/wcm/connect/public%20content/sa%20health%20internet/protecting%20public%20health/emergency%20management/pandemic%20influenza%20arrangement

http://flu.tas.gov.au/about_influenza/tasmanian_health_action_plan_for_pandemic_influenza

https://www2.health.vic.gov.au/emergencies/emergency-type/infectious-diseases/pandemic-influenza

https://ww2.health.wa.gov.au/Articles/A_E/Emergency-management-in-WA

https://www.tisn.gov.au/documents/template+for+pandemic+plan.pdf

https://www.tisn.gov.au/documents/template+for+pandemic+plan.pdf
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DEALING WITH MEDICAL CONDITIONS POLICY    (M) 
Mandatory – Quality Area 2      CS Reg Part4-Div4 


PURPOSE 


This policy will provide guidelines for Outlets Co-operative Neighbourhood House LTD to ensure that: 


• clear procedures exist to support the health, wellbeing and inclusion of all children enrolled at the 


service 


• service practices support the enrolment of children and families with specific health care 


requirements. 


POLICY STATEMENT 


1. VALUES 


Outlets Co-operative Neighbourhood House LTD is committed to recognising the importance of 


providing a safe environment for children with specific medical and health care requirements through 


implementing and maintaining effective hygiene practices. This will be achieved through: 


• fulfilling the service’s duty of care requirement under the Occupational Health and Safety Act 2004, 


the Education and Care Services National Law Act 2010 and the Education and Care Services 


National Regulations 2011 to ensure that those involved in the programs and activities of Outlets 


Co-operative Neighbourhood House LTD are protected from harm 


• informing educators, staff, volunteers, children and families of the importance of adhering to the 


Dealing with Medical Conditions Policy to maintain a safe environment for all users, and 


communicating the shared responsibility between all involved in the operation of the service 


• ensuring that educators have the skills and expertise necessary to support the inclusion of children 


with additional health needs. 


2. SCOPE 


This policy applies to the Approved Provider, Persons with Management or Control, Nominated 


Supervisor, Persons in Day to Day Charge, educators, staff, students on placement, volunteers, 


parents/guardians, children and others attending the programs and activities of Outlets Co-operative 


Neighbourhood House LTD, including during offsite excursions and activities. 


This policy should be read in conjunction with: 


• Anaphylaxis Policy 


• Asthma Policy 


• Diabetes Policy 


• Epilepsy Policy 


3. BACKGROUND AND LEGISLATION 


Background 


An approved service must have a policy for managing medical conditions that includes the practices to 


be followed: 


• in the management of medical conditions  


• when parents are required to provide a medical management plan if an enrolled child has a specific 


health care need, allergy or relevant medical condition 


• when developing a risk minimisation plan in consultation with the child’s parents/guardians 


• when developing a communication plan for staff members and parents/guardians. 
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Staff members and volunteers must be informed about the practices to be followed. If a child enrolled 


at the service has a specific health care need, allergy or other relevant medical condition, 


parents/guardians must be provided with a copy of this and other relevant policies. 


Medication and medical procedures can only be administered to a child: 


• with written authorisation from the parent/guardian or a person named in the child's enrolment 


record as authorised to consent to administration of medication (Regulation 92(3)(b)) 


• with two adults in attendance, one of whom must be an educator. One adult will be responsible for 


the administration and the other adult will witness the procedure 


• if the medication is in its original container bearing the child's name, dose and frequency of 


administration. 


Refer to the Administration of Medication Policy for more information. 


Staff may need additional information from a medical practitioner where the child requires: 


• multiple medications simultaneously 


• a specific medical procedure to be followed. 


If a child with a chronic illness or medical condition that requires invasive clinical procedures or 


support is accepted by the service, it is vital that prior arrangements are negotiated with the 


parent/guardian, authorised nominees or appropriate health care workers to prepare for the event that 


the child will require a procedure while in attendance at the service. Parents/guardians and the service 


should liaise with either the child’s medical practitioner or other appropriate service providers to 


establish such an arrangement. Arrangements must be formalised following enrolment and prior to the 


child commencing at the service. 


 


Legislation and standards 


Relevant legislation and standards include but are not limited to: 


• Education and Care Services National Law Act 2010: Section 173 


• Education and Care Services National Regulations 2011: Regulations 90, 91, 96 


• Health Records Act 2001 (Vic) 


• National Quality Standard, Quality Area 2: Children’s Health and Safety 


• National Quality Standard, Quality Area 7: Governance and Leadership 


• Occupational Health and Safety Act 2004 (Vic) 


• Public Health and Wellbeing Act 2008 (Vic) 


Self-administration by a child over preschool age 


Services who provide education and care to a child over preschool age (as defined in the Education and 


Care Services National Regulations 2011) may allow a child over preschool age to self-administer 


medication. The Approved Provider must consider their duty of care when determining under what 


circumstances such permission would be granted: 


• Where a child over preschool age can self-administer medication/medical procedures, written 


permission must be provided by the child’s parent/guardian. 


• Parents/guardians will provide written details of the medical information and administration protocols 


from the child’s medical/specialist medical practitioner(s). 


• The self-administration of medication or medical procedures by children over preschool age will be 


undertaken only under the supervision of a staff member with current approved first aid 


qualifications. 
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• Public Health and Wellbeing Regulations 2009 (Vic) 


4. DEFINITIONS 


The terms defined in this section relate specifically to this policy. For commonly used terms e.g. 


Approved Provider, Nominated Supervisor, Regulatory Authority etc. refer to the General Definitions 


section of this manual. 


Communication plan: A plan that forms part of the policy and outlines how the service will 


communicate with parents/guardians and staff in relation to the policy. The communication plan also 


describes how parents/guardians and staff will be informed about risk minimisation plans and 


emergency procedures to be followed when a child diagnosed as at risk of any medical condition such 


as anaphylaxis is enrolled at the service. 


Hygiene: The principle of maintaining health and the practices put in place to achieve this. 


Medical condition: In accordance with the Education and Care Services National Regulations 2011, 


the term medical condition includes asthma, diabetes or a diagnosis that a child is at risk of 


anaphylaxis, and the management of such conditions. 


Medical management plan: A document that has been prepared and signed by a doctor that 


describes symptoms, causes, clear instructions on action and treatment for the child’s specific medical 


condition, and includes the child’s name and a photograph of the child. An example of this is the 


Australasian Society of Clinical Immunology and Allergy (ASCIA) Action Plan. 


Risk minimisation: The implementation of a range of strategies to reduce the risk of an adverse 


effect from the mismanagement of a specific medical condition at the service. 


Risk minimisation plan: A service-specific plan that details each child’s medical condition, and 


identifies the risks of the medical condition and practical strategies to minimise those risks, and who is 


responsible for implementing the strategies. The risk minimisation plan should be developed by 


families of children with specific medical conditions that require medical management plans, in 


consultation with staff at the service upon enrolment or diagnosis of the condition. 


5. SOURCES AND RELATED POLICIES 


Sources 


• Staying Healthy: Preventing infectious diseases in early childhood education and care services (5th 


edition, 2013) National Health and Medical Research Council: https://www.nhmrc.gov.au/about-


us/publications/staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-


services 


• Guide to the Education and Care Services National Law and the Education and Care Services 


National Regulations 2011, p 62: http://files.acecqa.gov.au/files/National-Quality-Framework-


Resources-Kit/NQF-Resource-02-Guide-to-ECS-Law-Regs.pdf  


Service policies 


• Administration of First Aid Policy 


• Administration of Medication Policy 


• Anaphylaxis Policy 


• Asthma Policy 


• Dealing with Infectious Diseases Policy 


• Diabetes Policy 


The most current amendments to listed legislation can be found at: 


• Victorian Legislation – Victorian Law Today: http://www.legislation.vic.gov.au/  


• Commonwealth Legislation – ComLaw: http://www.comlaw.gov.au/  



https://www.nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-services

https://www.nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-services

https://www.nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-services

http://files.acecqa.gov.au/files/National-Quality-Framework-Resources-Kit/NQF-Resource-02-Guide-to-ECS-Law-Regs.pdf

http://files.acecqa.gov.au/files/National-Quality-Framework-Resources-Kit/NQF-Resource-02-Guide-to-ECS-Law-Regs.pdf

http://www.legislation.vic.gov.au/

http://www.comlaw.gov.au/
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• Epilepsy Policy 


• Incident, Injury, Trauma and Illness Policy 


• Privacy and Confidentiality Policy 


• Supervision of Children Policy 


PROCEDURES 


The Approved Provider or Persons with Management and Control is responsible for: 


• ensuring that all staff and volunteers are provided with a copy of this policy and have a clear 


understanding of the procedures and practices outlined within 


• developing and implementing a communication plan and encouraging ongoing communication 


between parents/guardians and staff regarding the current status of the child’s specific health care 


need, allergy or other relevant medical condition, this policy and its implementation 


• ensuring educators/staff receive regular training in managing the specific health care needs of 


children at the service including asthma, anaphylaxis, diabetes, epilepsy, and other medical 


conditions. This includes training in the management of specific procedures that are required to be 


carried out for the child’s wellbeing 


• ensuring at least one educator/staff member who has current accredited training in emergency 


management requirements for specific medical conditions is in attendance and immediately 


available at all times that children are being educated and cared for by the service 


• establishing robust induction procedures that include the provision of information regarding the 


implementation of the practices outlined in this policy 


• ensuring families and educators/staff understand and acknowledge each other’s responsibilities 


under these guidelines 


• ensuring families provide information on their child’s health, medications, allergies, their medical 


practitioner’s name, address and phone number, emergency contact names and phone numbers, 


and a medical management plan signed by their medical practitioner, following enrolment and prior 


to the child commencing at the service 


• ensuring that a risk minimisation plan is developed for each child with specific medical conditions 


on enrolment or upon diagnosis, and that the plan is reviewed at least annually 


• ensuring that parents/guardians who are enrolling a child with specific health care needs are 


provided with a copy of this and other relevant service policies 


• following appropriate reporting procedures set out in the Incident, Injury, Trauma and Illness Policy 


in the event that a child is ill, or is involved in a medical emergency or an incident at the service that 


results in injury or trauma. 


The Nominated Supervisor or Persons in Day-to-day Charge is responsible for: 


• implementing this policy at the service and ensuring that all educators/staff follow the policy and 


procedures set out within 


• informing the Approved Provider of any issues that impact on the implementation of this policy 


• ensuring that the AV How to Call Card (refer to Definitions) is displayed near all telephones 


• identifying specific training needs of educators/staff who work with children diagnosed with a 


medical condition, and ensuring, in consultation with the Approved Provider, that educators/staff 


access appropriate training  


• ensuring children do not swap or share food, food utensils or food containers 


• ensuring food preparation, food service and relief staff are informed of children and staff who have 


specific medical conditions or food allergies, the type of condition or allergies they have, and the 


service’s procedures for dealing with emergencies involving allergies and anaphylaxis 


• ensuring a copy of the child’s medical management plan is visible and known to staff in the service. 


Prior to displaying the medical management plan, the Nominated Supervisor must explain to 
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parents/guardians the need to display the plan for the purpose of the child’s safety and obtain their 


consent (refer to Privacy and Confidentiality Policy) 


• ensuring educators and other staff follow each child’s risk minimisation plan and medical 


management plan 


• ensuring opportunities for a child to participate in any activity, exercise or excursion that is 


appropriate and in accordance with their risk minimisation plan 


• providing information to the community about resources and support for managing specific medical 


conditions while respecting the privacy of families enrolled at the service 


• administering medications as required, in accordance with the procedures outlined in the 


Administration of Medication Policy 


• maintaining ongoing communication between educators/staff and parents/guardians in accordance 


with the strategies identified in the communication plan, to ensure current information is shared 


about specific medical conditions within the service. 


Educators and other staff are responsible for: 


• ensuring that children do not swap or share food, food utensils or food containers 


• communicating any relevant information provided by parents/guardians regarding their child’s 


medical condition to the Nominated Supervisor to ensure all information held by the service is 


current 


• undertaking relevant training to assist with the management of specific medical conditions of 


children at the service 


• being aware of individual requirements of children with specific medical conditions and following 


their risk minimisation plan and medical management plan 


• monitoring signs and symptoms of specific medical conditions and communicating any concerns to 


the Nominated Supervisor 


• adequately supervising all children, including those with specific medical conditions 


• informing the Nominated Supervisor of any issues that impact on the implementation of this policy. 


Parents/guardians are responsible for: 


• informing the service of their child’s medical conditions, if any, and informing the service of any 


specific requirements that their child may have in relation to their medical condition 


• developing a risk minimisation plan with the Nominated Supervisor and/or other relevant staff 


members at the service 


• providing a medical management plan signed by a medical practitioner, either on enrolment or 


immediately upon diagnosis of an ongoing medical condition. This medical management plan must 


include a current photo of the child and must clearly outline procedures to be followed by 


educators/staff in the event of an incident relating to the child’s specific health care needs 


• notifying the Nominated Supervisor of any changes to the status of their child’s medical condition 


and providing a new medical management plan in accordance with these changes 


• informing the Nominated Supervisor of any issues that impact on the implementation of this policy 


by the service. 


Volunteers and students, while at the service, are responsible for following this policy and its 


procedures. 


EVALUATION 


In order to assess whether the values and purposes of the policy have been achieved, the Approved 


Provider will: 


• regularly seek feedback from educators, staff, parents/guardians, children, management and all 


affected by the policy regarding its effectiveness 


• monitor the implementation, compliance, complaints and incidents in relation to this policy 
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• ensure that all information on display and supplied to parents/guardians regarding the management 


of medical conditions is current 


• keep the policy up to date with current legislation, research, policy and best practice 


• revise the policy and procedures as part of the service’s policy review cycle, or as required 


• notify parents/guardians at least 14 days before making any change to this policy or its procedures. 


ATTACHMENTS 


Nil 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 


on 14/7/2020 


REVIEW DATE:    23/05/2023 
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DELIVERY AND COLLECTION POLICY    (M) 
Mandatory – Quality Area 2 
 


Policy 
Our main concern is for the safety, wellbeing and care of your child.  
Outlets Co-operative Neighbourhood House LTD is an Approved Service (Cwth) and licenced under 
Victorian Children Services Regulations (Vic) 32/2020.  
Outlets Co-operative Neighbourhood House LTD is licenced for specific hours and times of delivery of 
Childcare and must adhered to these times and care. 
 


Purpose 
It is the responsibility of the parent/guardian to ensure that they allocate enough time in their day to 
arrive at the centre to deliver and collect their child/ren at the designated time which ends their 
booked session. 
It is not acceptable that children are picked up late from care.  
It is not acceptable that children are dropped off/delivered earlier than assigned time. 
Outlets childcare is open and operates to specific times in accordance with our license and employs 
staff to work those hours and have the right to finish at the agreed time. Late collection of children 
breaches our childcare license and could jeopardise the communities’ access to our childcare service. 
The purpose of this policy to outline the expectation we have regarding the collection of children 
from the centre and the penalties that will be enforced if these expectations are not met. 
 


Background and Relevant Legislation 
Outlets operates a childcare service which is registered as an Approved Service (Cwth) and licensed 
with DET- Early Childhood - QARs.  
In order to comply with the licencing agreement of our childcare service it is imperative that children 
do not remain here after the designated session hours.  
The late collection of children can breach the staff: child ratio and the conditions of our licence. 
We understand the in some circumstances delays are unavoidable; these situations are considered in 
this policy and outlined with in the procedure. 
 


SCOPE 
This policy applies to Committee of Management, Approved Provider, Nominated Supervisor, day-to-
day Supervisor, placements, volunteers and staff responsible for the care of the children, parent and 
guardians. 
 


PROCEDURE 
The Committee of Management, Approved Provider of the centre shall ensure: 


• (Vic) Children’s Service Regulations and Act are adhered to. 


• Ensure that if a situation arises where a child has not been collected that a qualified staff 


member remains at the centre with the child. 


• Provide access to this policy to all parent/guardians upon request. 


• Visibly display the penalties within this policy in view of parents/guardians. 


• Ensure staff understand and adhere to the requirements within this policy. 


• Provide childcare staff with explanation, if a parent contact centre, to advise of any hold up in 
arriving on time. 


• Notify the appropriate departments and authorities if the child fails to be collected from the 
centre and all parent/guardian and emergency contacts have been resourced and deemed 
uncontactable within a minimum of 45 minutes of the childcare session ending  


• Ensure a note has been left on the door in a secure and visible position advising 
parents/guardians of contact details of where the child has gone if there are no staff members at 
the centre. 


• The hours of childcare and each individual session is displayed visibly with in the centre and in all 
childcare brochures. 
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The Approved Provider, Nominated Supervisor, day-to-day Supervisor and educators shall 
ensure the following: 


• Parent/guardians know they must contact the centre if they are delayed in any way beyond their 
booked session 


• Parents notify the centre if some other than themselves will be collecting their child and that they 
are recorded in their child’s enrolment form. 


• That if a parent regularly contacts the service to advise that they will be collecting their child they are 
directed to the Licencee. The family will be required to develop an action plan to ensure methods are 
in place to prevent late collections in the future. 


• That if a parent/guardian does not arrive on time and are unable to be contacted or have not 
contacted the centre, the emergency contacts as nominated on the child’s enrolment form will be 
notified to collect the child. 


• If the nominated emergency contacts are uncontactable the Approved Provider will be notified, and 
appropriate departments and authorities contacted. 


• The late collection book is filled in and signed by parents/guardians each time they are late in 
collecting their child. If they have had their name recorded 2 times late fee penalties will apply. This 
will occur once 5 minutes has passed from the end of session booked. The time recorded will be 
based on the clock at the centre. 


• Late collection fees are charged at $1 for every 5 minutes or their part of which is charged in addition 
to your normal daily fee and is payable on the day. 
 


The parents/guardians shall ensure the following: 
• Children’s enrolment details are current and kept up to date. 


• Notification is given to staff if someone other than yourself will be collecting your child from care. 


• You arrive at the centre prior to normal finishing time so as children are signed out into your care by 
the end time of the that session  


• If you are delayed through unavoidable circumstances beyond your normal booking, you contact the 
centre and notify staff so as we can ensure appropriate staffing to cater for the change. 


• If we have not heard from you staff will firstly attempt to contact both parents, if uncontactable we 
will try to contact the people you have listed on the enrolment form as having permission to collect 
your child in an emergency. 


• If an alternative person has been arranged to collect your child from care (they must be listed on 
your child’s enrolment form) you are responsible for them knowing the correct collection time. If 
they are late, it is your responsibility and normal late collection procedure will apply). 


• Alternative nominated persons collecting child, must be over 18years of age and appropriate Id’s. 


• If they fail to collect your child from care staff will first attempt to contact parents. If parents cannot 
be contacted staff will try contacting those listed on your child’s enrolment form as having 
permission to collect your child in an emergency. 


• The late collection book is signed upon request by a childcare staff member if you arrive late and 
have not made contact with the centre prior. 


• Late collection fees are paid in accordance with this policy. If you are recorded in the late collection 
book for a second time you shall receive a fine of $1 per 5 minutes or there-part-of in addition to  
your existing fee which will also be payable on the day. 


• If you continue to pick up your child late from care, your bookings may be jeopardised. 


• If you are required to develop an action plan, due to repeated late collections of children from the 
childcare service, you will do so, to prevent late collection in the future. 


• On collection of children the QK Kiosk IT sign IN and Out must be completed before leaving the 
centre 
 


Relevant Policies and Legislations 
Vic Children Services Regulations 32/2020  (Div 7 Reg.68) 
 


AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on July 2019  


REVIEW DATE:  23/05/2023 
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DIABETES POLICY         (M) 
Mandatory – Quality Area 2 
 


POLICY  
Outlets Co-operative Neighbourhood House LTD will not accept children into care until the child’s medical 
plan is completed and signed by their health team or Doctor and the relevant staff have been trained on 
how to manage the individual child’s diabetes.  
 
Legislation Relevant legislation and standards include but are not limited to:  
Childrens Services (Vic) Regulations 32/2020  & Childrens Services (Vic) Act 
Education and Care Services National Law Act 2010  
Education and Care Services National Regulations: Regulations 168 and 90  
Information Privacy Act 2000 (Vic)  
Health Records Act 2001 (Vic), as amended 2011  
Information Privacy Act 2000 (Vic)  
National Quality Standard, Quality Area 2: Children’s Health and Safety  
Occupational Health and Safety Act 2004 (Vic), as amended 2007  
Privacy Act 1988 (Cwth)  
Public Health and Wellbeing Act 2008  
Public Health and Wellbeing Regulations 2009 (Vic)  
 


DEFINITIONS: 
The terms defined in this section relate specifically to this policy.  
Type 1 diabetes: An autoimmune condition that occurs when the immune system damages the insulin 
producing cells in the pancreas.  


Type 1 diabetes is treated with insulin replacement via injections or a continuous infusion of 
insulin via a pump. Without insulin treatment, type 1 diabetes is life threatening.  


Type 2 diabetes: Occurs when either insulin is not working effectively (insulin resistance) or the pancreas 
does not produce sufficient insulin (or a combination of both).  


Type 2 diabetes is unlikely to be seen in children under the age of 4 years.  
Hypoglycaemia or hypo (low blood glucose): Hypoglycaemia refers to having a blood glucose level that is 
lower than normal ie. below 4 mmol/L, even if there are no symptoms. Neurological symptoms can occur 
at blood glucose levels below 4 mmol/L and can include sweating, tremors, headache, pallor, poor co-
ordination and mood changes.  
Hypoglycaemia can also impair concentration, behaviour and attention, and symptoms can include a 
vague manner and slurred speech. Hypoglycaemia is often referred to as a ‘hypo’.  
Common causes include but are not limited to:  


• taking too much insulin  


• delaying a meal  consuming an insufficient quantity of food  


• undertaking unplanned or unusual exercise. It is important to treat hypoglycaemia promptly and 
appropriately to prevent the blood glucose level from falling even lower, as very low levels can lead 
to loss of consciousness and convulsions. The child’s diabetes management plan will provide specific 
guidance for services in preventing and treating a hypo.  


Hyperglycaemia (high blood glucose): Hyperglycaemia occurs when the blood glucose level rises above 
15 mmol/L. 
Hyperglycaemia symptoms can include increased thirst, tiredness, irritability and urinating more 
frequently. High blood glucose levels can also affect thinking, concentration, memory, problem-solving 
and reasoning.  
Common causes include but are not limited to:  


• taking insufficient insulin  


• consuming too much food  


• common illnesses such as a cold  


• stress  
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Insulin: Medication prescribed and administered by injection or continuously by a pump device to lower 
the blood glucose level. In the body, insulin allows glucose from food (carbohydrates) to be used as 
energy and is essential for life.  
Blood glucose meter: A compact device used to check a small blood drop sample to determine the blood 
glucose level.  
Insulin pump: A small, computerised device to deliver insulin constantly, connected to an individual via 
an infusion line inserted under the skin.  
Ketones: Occur when there is insufficient insulin in the body. High levels of ketones can make children 
very sick. Extra insulin is required (given to children by parents/guardians) when ketone levels are >0.6 
mmol/L if insulin is delivered via a pump, or >1.0 mmol/L if on injected insulin.  
 
Background 
Services must ensure that each child with diabetes has a current diabetes management plan prepared 
specifically for that child by their diabetes medical specialist team, at or prior to enrolment, and must 
implement strategies to assist children with type 1 diabetes.  
A child’s diabetes management plan provides staff members with all required information about that 
child’s diabetes care needs.  
The child’s diabetes medical specialist team may include an endocrinologist, diabetes nurse educator and 
other allied health professionals. This team will provide parents/guardians with a diabetes management 
plan to supply to the service.  
Contact Diabetes Australia – Vic for further support or information.  
Most children with type 1 diabetes can enjoy and participate in service programs and activities to their 
full potential but are likely to require additional support from service staff to manage their diabetes.  
While attendance at the service should not be an issue for children with type 1 diabetes, they may 
require time away to attend medical appointments.  
 


PROCEDURE 
The Approved Provider (or delegate) is responsible for:  


• ensuring that the programs delivered at the service are inclusive of children diagnosed with diabetes 
and that children with diabetes can participate in all activities safely and to their full potential  


• ensuring that the Nominated Supervisor, staff and volunteers at the service are aware of the 
strategies to be implemented for the management of diabetes at the service  


• ensuring that each enrolled child who is diagnosed with diabetes has a current diabetes management 
plan prepared specifically for that child by their diabetes medical specialist team, at or prior to 
enrolment  


• ensuring that all staff, including casual and relief staff, are aware of children diagnosed with diabetes, 
symptoms of low blood sugar levels, and the location of medication and diabetes management plans 


• ensuring that the educators, staff, students, volunteers and others at the service follow the child’s 
diabetes management plan in the event of an incident  


• ensuring that a communication plan is developed for staff and parents/guardians encouraging 
ongoing communication between parents/guardians and staff regarding the management of the 
child’s medical condition  


• ensuring that children diagnosed with diabetes are not discriminated against in any way and are able 
to participate fully in all programs and activities at the service.  


 
Administration staff are responsible for: 


• ensuring that the parents/guardians of an enrolled child who is diagnosed with diabetes are provided 
with a copy of the Diabetes Policy and the Dealing with Medical Conditions Policy  


• ensuring that a risk minimisation plan is developed for each enrolled child diagnosed with diabetes in 


consultation with the child’s parents/guardians  compiling a list of children with diabetes and 
placing it in a secure but readily accessible location known to all staff.  


• This should include the diabetes management plan for each child  
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Certified Supervisors and educators are responsible for:  


• reading and complying with this Diabetes Policy and the Dealing with Medical Conditions Policy  


• following the strategies developed for the management of diabetes at the service  following the 
risk minimisation plan for each enrolled child diagnosed with diabetes  


• knowing which children are diagnosed with diabetes, and the location of their medication and 
diabetes management plans  


• following the child’s diabetes management plan in the event of an incident at the service relating 
to their diabetes  


• communicating with parents/guardians regarding the management of their child’s medical 
condition  


• ensuring that children diagnosed with diabetes are not discriminated against in any way and are 
able to participate fully in all programs and activities at the service.  


 
Parents/guardians are responsible for:  


• reading the service’s Diabetes policy  


• informing staff, either on enrolment or on initial diagnosis, that their child has diabetes  


• providing a copy of their child’s Diabetes Management Plan to the service and ensuring it has been 
prepared in consultation with, and signed by, a medical practitioner.  


• ensuring all details on their child’s enrolment form and medication record are completed prior to 
commencement at the service  


• working with staff to develop a Risk Minimisation Plan for their child  


• providing an adequate supply of appropriate diabetes medication and equipment for their child at all 
times  


• notifying staff, in writing, of any changes to the information on the Diabetes Management Plan, 
enrolment form or medication record  


• communicating regularly with educators/staff in relation to the ongoing health and wellbeing of their 
child, and the management of their child’s diabetes  


• encouraging their child to learn about their diabetes and to communicate with service staff if they are 
unwell.  


 


Sources  


• Caring for Diabetes in Children and Adolescents, 


• Royal Children's Hospital Melbourne: www.rch.org.au/diabetesmanual/index.cfm?doc_id=2352  


• Diabetes Australia – Vic: Information about professional learning for teachers (i.e. Diabetes in Schools 
one day seminars for teachers and early childhood staff),sample management plans and online 
resources. Refer to www.diabetesvic.org.au/type-1-diabetes/children-a-adolescents 


• Kindergarten Parents Victoria Diabetes Policy Diabetes management plan samples for children 
with/without insulin pumps (including The Royal Children’s Hospital Melbourne diabetes 
management plan sample and Monash Children’s – Southern Health diabetes management plan 
sample). Refer to www.diabetesvic.org.au/type-1-diabetes/children-a-adolescents  


 
Policy Review:  
This policy will be reviewed bi-annually unless there are any regulatory or legislative requirements and/or 
any feedback from staff, parents and the community 
 


 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on 
February 2021 
  


REVIEW DATE:   23/05/2023 



http://www.diabetesvic.org.au/type-1-diabetes/children-a-adolescents

http://www.diabetesvic.org.au/type-1-diabetes/children-a-adolescents
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Use in conjunction with Diabetes Management Plan. This plan should be reviewed every year.


Twice daily injectionsDIABETES ACTION PLAN 2020   early childhood SETTING


INSULIN will be given before breakfast, at
n  Home 	 n  Centre
Please make sure all carbohydrate food is eaten 
at snack and main meal times.


This child is wearing
n  Continuous Glucose Monitoring (CGM)
n  Flash Glucose Monitoring (FGM)
 
ROUTINE BGL CHECKING TIMES 
These are still required if child on CGM/FGM
• Anytime, anywhere in the centre  • Before main meal


• Anytime hypo is suspected   • Before planned activity


PHYSICAL ACTIVITY
• Check blood glucose level before planned 


physical activity 
• 1 serve of sustaining carbohydrate food before 


every 30 minutes of extra planned activity.
• Vigorous activity should not be undertaken if BGL 


is greater than or equal to 15.0 and/or the child 
is unwell.
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LOW  Hypoglycaemia (Hypo)
Blood Glucose Level (BGL) less than 4.0 mmol/L 


DO NOT LEAVE Child ALONE
DO NOT DELAY TREATMENT


Signs and symptoms Pale, headache, shaky, 
sweaty, dizzy, drowsy, changes in behaviour
Note: Symptoms may not always be obvious


First Aid DRSABCD
Stay with unconscious 
child


Contact parent/carer
when safe to do so


CALL AN
AMBULANCE
DIAL 000


Child conscious
(Able to eat hypo food)


Step1: Give fast acting 
carbohydrate 
e.g.


Step 2: Recheck BGL  
in 15 mins
• If BGL less than 4.0, 


repeat Step 1
• If BGL greater than 


or equal to 4.0, go to 
Step 3


Step 3: Give sustaining 
carbohydrate
e.g.


Child drowsy / 
unconscious 


(Risk of choking /
unable to swallow)


MILD Severe


PARENT / CARER NAME


CONTACT No.


diabetes TREATING TEAM


CONTACT No.


Date plan created


HIGH  Hyperglycaemia (Hyper)
Blood Glucose Level (BGL) greater than or equal 
to 15.0 mmol/L is well above target and requires 
additional action


Signs and symptoms Increased thirst, extra toilet 
visits, poor concentration, irritability, tiredness
Note: Symptoms may not always be obvious


Child well
Re–check BGL  


in 2 hours


Encourage oral fluids,
return to activity
1–2 glasses water per 
hour; extra toilet visits 
may be required


In 2 hours, if BGL still 
greater than or equal  
to 15.0, 
call parent/carer 
for advice


Child unwell
(eg. vomiting)


• Contact parent/
carer to collect 
child ASAP


• Check ketones 
(if able)


KETONES
If unable to contact 
parent/carer and 
blood ketones greater 
than or equal to 1.0 
mmol/L or dark purple 
on urine strip 


CALL AN
AMBULANCE
DIAL 000
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Name
Date of Birth 
Date plan created


RESPONSIBLE STAFF
Centre staff who have voluntarily agreed to undertake training and provide support 
with diabetes care.


Staff member	Gl ucose checking	 Insulin administration 
		


		
		


Responsible staff will need to receive training on how to check glucose levels and 
administer insulin injections (if required).


INSULIN ADMINISTRATION
This child is on two injections of insulin per day. Therefore, ALL carbohydrate food 


must be eaten at regular times throughout the day.


n  Insulin injection is not required at the centre


n  Insulin injection is required at the centre


n  Before breakfast      n  Before evening meal


Type of injection device:   n  Pen      n Syringe


The location in the centre where the injection is to be given: 


Centre director/manager will need to ensure that the parent/carer has completed 
the relevant documentation, authorising responsible staff to administer insulin to  
the child.


Use in conjunction with Diabetes Action Plan. This plan should be reviewed every year.


child’S NAME AGE
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Date plan created


BLOOD GLUCOSE LEVEL (BGL) CHECKING
Target range for blood glucose levels (BGLs): 4 – 7 mmol/L
• BGL results outside of this target range are common.
• BGL check should be done where the child is, whenever needed.
• Always wash and dry the child’s hands before doing the BGL check.  


Blood glucose levels will vary day-to-day and be dependent on a number of  
factors such as:
• Insulin Dose	 • Excitement / stress		  • Age
• Growth spurts	 • Type/quantity of food		  • Level of activity
• Illness / infection


TIMES TO CHECK BGLS (tick all those that apply)


n  Anytime, anywhere	 n  Before snack	 n  Before lunch		


n  Before activity	 n  When feeling unwell 	 n  Anytime hypo suspected		


n  Other routine times – please specify


• Further action is required if BGL is less than 4.0 mmol/L or greater than or equal to 
15.0 mmo/L. Refer to Diabetes Acton Plan. 


• If the meter reads ‘LO’ this means the BGL is too low to be measured by the meter 
— follow the hypoglycaemia (Hypo) treatment on Diabetes Action Plan.


• If the meter reads ‘HI’ this means the BGL is too high to be measured by the meter 
— follow hyperglycaemia (Hyper) treatment on Diabetes Action Plan. 
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SENSOR GLUCOSE (SG) MONITORING
The child is wearing 


n  Continuous Glucose Monitor (CGM)	
	 n  Dexcom G4®	 n  Dexcom G5®   


	 n  Guardian™ Connect	 n  Guardian™ Sensor 3


n  Flash Glucose Monitor (FGM)	
	 n  Freestyle Libre


• CGM and FGM consist of a small sensor that sits under the skin and measures 
glucose levels in the fluid surrounding the cells (interstitial fluid).


• These devices are not compulsory management tools.
• With CGM, a transmitter sends data to either a receiver, phone app or 


insulin pump.
• With FGM, the device will only give a glucose reading when the sensor disc 


is scanned by a reader or phone app.
• A sensor glucose (SG) reading can differ from a finger prick blood glucose 


reading during times of rapidly changing glucose levels e.g. eating, after  
insulin administration, during exercise.


• Therefore, LOW or HIGH SG readings must be confirmed by a finger prick 
blood glucose check.


Hypo treatment is based on a blood glucose finger prick result.


CGM ALARMS
• CGM alarms may be ‘on’ or ‘off’.
• If ‘on’ the CGM will alarm if interstitial glucose is low or high. 


ACTION: Check finger prick blood glucose level (BGL) and follow 
Diabetes Action Plan for treatment.


• FGM device does not have alarm settings.


USE AT the centre
• Staff are not expected to do more than the current routine diabetes care as per 


the child’s Diabetes Action and Management plans.
• Staff do not need to put CGM apps on their computer, smart phone or carry 


receivers .
• Parents/carers are the primary contact for any questions regarding 


CGM/FGM use.
• Some CGM devices can be monitored remotely by family members. They should 


only contact the centre if they foresee a prompt response is required.
• If the sensor/transmitter falls out, staff are required to keep it in a safe place to 


give to parents/carers.
• The sensor can remain on the child during water activities. 
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LOW BLOOD GLUCOSE LEVELS 
(Hypoglycaemia / Hypo)


Follow the child’s Diabetes Action Plan if BGL less than 4.0 mmol/L.
Mild hypoglycaemia can be treated by using supplies from the child’s HYPO BOX.


HYPO BOX LOCATION/S: 


HYPO BOX
Fast acting carbohydrate food	A mount to be given
	
	


Sustaining carbohydrate food	A mount to be given
	
	


	
	
• If the child requires more than 2 consecutive fast acting carbohydrate 


treatments, as per their Diabetes Action Plan, call the child’s parent/carer. 
Continue hypo treatment if needed while awaiting further advice.


• All hypo treatment foods should be provided by the parent/carer.
• Ideally, packaging should be in serve size bags or containers and labelled 


as fast acting carbohydrate food and sustaining carbohydrate food.


Mild hypoglycaemia is common. 


If the child is having more than 3 episodes of low BGLs at the centre in a week,  
make sure that the parent/carer is aware.


SEVERE HYPOGLYCAEMIA (HYPO) MANAGEMENT


Severe hypoglycaemia is not common.


Follow the child’s Diabetes Action Plan for any episode of severe 
hypoglycaemia.


DO NOT attempt to give anything by mouth to the child or rub anything onto 
the gums as this may lead to choking.


If the centre is located more than 30 minutes from a reliable ambulance service, 
then staff should discuss Glucagon injection training with the child’s Diabetes 
Treating Team. 
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HIGH BLOOD GLUCOSE LEVELS 
(Hyperglycaemia / Hyper)
• Although not ideal, BGLs above target range are common.
• If BGL is 15.0 mmol/L or more, follow the child’s Diabetes Action Plan.
• If the child is experiencing frequent episodes of high BGLs at the centre, 


make sure the parent/carer is aware.


KETONES
• Ketones occur most commonly when there is not enough insulin in the body.
• Ketones are produced when the body breaks down fat for energy.
• Ketones can be dangerous in high levels.


You will be required to check the child’s ketone level if 
• Child is unwell or
• BGL is above 15.0 mmol/L 


n  Blood ketone check            n  Urine ketone check


If ketones are more than 1.0 mmol/L, or dark purple on urine strip, follow action 
for ketones on the child’s Diabetes Action Plan. 


EATING AND DRINKING
• The child should not go for longer than 3 hours without eating a carbohydrate 


meal or snack.
• The child will require supervision to ensure all food is eaten.
• The child should not exchange food/meals with another child.
• Seek parent/carer advice regarding appropriate foods for parties/celebrations 


that are occurring at the centre.
• Always allow access to drinking water and toilet (high glucose levels can cause 


increased thirst and extra toilet visits).


Does the child have coeliac disease?   n  No      n  Yes*
*Seek parent/carer advice regarding appropriate food and hypo treatments.
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extra PHYSICAL ACTIVITY and swimming
A blood glucose meter and hypo treatment should always be available.
• Check blood glucose level before physical activity.
• Physical activity may lower glucose levels.
• The child may require an extra serve of carbohydrate food before every 


30 minutes of planned physical activity or swimming as provided in the  
Activity Food Box.


ACTIVITY FOOD BOX LOCATION:


ACTIVITY FOOD BOX
CARBOHYDRATE FOOD TO BE USED	AM OUNT TO BE GIVEN
	
	
	


• Physical activity should not be undertaken if BGL less than 4.0 mmol/L. 
Refer to the Diabetes Action Plan for hypo treatment.


• Vigorous activity should not be undertaken if BGL is greater than or equal to 
15.0 mmol/L and/or the child is unwell.


EXCURSIONS / INCURSIONS
It is important to plan for extracurricular activities.
Consider the following:
• Ensure blood glucose meter, blood glucose strips, ketone strips, 


hypo and activity food are readily accessible.
• Plan for meal and snack breaks.
• Always have hypo treatment available.


EXTRA SUPPLIES
Provided for diabetes care at the centre by parent/carer


n  Insulin and syringes / pens / pen needles


n  Finger prick device


n  Blood glucose meter


n  Blood glucose strips


n  Blood ketone strips


n  Urine ketone strips


n  Sharps container


n  Hypo food


n  Activity food
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AGREEMENTS


Parent/Carer


n  I have read, understood and agree with this plan.


n  I give consent to the centre to communicate with the Diabetes Treating Team 
about my child’s diabetes management at the centre.


Name 


First name (please print) 	 Family name (please print)


Signature 	D ate


centre Representative


n  I have read, understood and agree with this plan.


Name


First name (please print) 	 Family name (please print)


Role 	 n  Manager	 n  Supervisor 


	 n  Other (please specify)


Signature		D ate


Diabetes Treating Medical Team
Name 


First name (please print) 	 Family name (please print)


Signature		D ate
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EMERGENCY AND EVACUATION POLICY      (M) 


Mandatory – Quality Area  2      CSReg Div.6 Reg66 
 


PURPOSE   
• To ensure that in emergency situation evacuations are carried out as safely as possible and in an 


orderly manner. 


• Minimise any harm coming to anyone as a result of the emergency situation at hand. 


• To ensure that all staff respond appropriately to an emergency situation by implementing the 
appropriate actions to the situation 


 


SCOPE 
This policy applies when people attend Outlets Co-operative Neighbourhood House Ltd during our 
weekly operational hours and also when groups are utilizing the premises outside of normal working 
hours. 
This policy applies to Approved Provider, Committee of management, Nominated Supervisors, day-to-
day Supervisor, Educators, Placements, Student, persons, volunteers, private rental groups, visiting 
specialists, tutors, children and any visitors attending the centre. 
 
Background and relevant legislation 
Outlets Co-operative limited operates from Monday through to Friday from 9am-3pm. 
The operational hours are clearly displayed on the wall at the front entry of the building and also at the 
rear of the centre in the foyer. 
The centre has meeting rooms for hire during operational hours and after hours by agreement. 
We provide support to the community through various activities and programs. 
The building itself is brick rendered on the North and West sides; South and East are weatherboard. 
We are situated next door to a garage/ petrol station and hairdresser. We are in walking distance to the 
shops situated at the top end of Mason St.  
Newport railway station is also within a short distance of our Centre. 
Other neighboring properties are mostly residential. 
 


PROCEDURE 


• Approved Provider, CoM and staff are aware of the importance of having a Safety precautions and  
emergency evacuation procedure and plan in place which is displayed in a visual area for all house 
users, patrons to see. 


• An Emergency whistle is situated in Office entry near power light switch to be used to alert other 
house users of an emergency situation. 


The Approved Provider, staff and all mentioned in the above scope, and who it applies, recognize 


• That various procedures and minimizing risk strategies that are put in place to help minimize the 
event of an emergency will not give them a false sense of security that an emergency will not occur. 


o Children’s Services Regulations 32/2020 
o Children’s Services Act 1996 
o Occupational Health and Safety Act 2004 
o Risk Management Plan and Priority Record Template 


Fire safety 
Portable fire extinguishers are situated in six areas of the house noticeable by signage 
1. Fire Hose -connected to mains and fitted with Snort for connection 
2. 3.4kg extinguisher by the Front door to be used for electrical or flammable liquid fires. 
3. 9.1ltr extinguisher in Room 5 for electrical fires. 
4. 9.1ltr extinguisher located in foyer outside Disable Toilet for non-electrical fires. 
5. Extinguisher in Corporate Room MP11 – under sink for electrical or flammable liquid fires. 
6. 2.3kg extinguisher in the kitchen for electrical or flammable liquid fires. 
These fire extinguishers are serviced half yearly (June and December) by the FES. 
They are positioned in order to cover all areas of the centre. 
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Emergency  
Emergency Evacuation Plan 
are positioned on walls, in each room.  
Please follow instructions for evacuation procedures as indicated on this Plan. 
X3 assembly (gathering) areas and Safe places to walk to are marked on Plan. 
As members of the public use this centre they need to be aware that a procedure and assembly area has 
been developed and implemented. 
The staff at the Centre will receive training in the use of a fire extinguisher and emergency procedures 
and update their first aid certificate prior to the expiry of the existing one.  
 
Emergency Procedure   
Emergency service numbers are positioned/displayed on wall, in each room 
throughout the centre; these numbers include Police, Fire, Ambulance – in case of emergency dial 000  
Follow procedure as to location and incident 
On detection of an emergency situation which has the potential to jeopardize the safety of others in 
attendance at the centre first call 000 
Evacuation should follow – Child room – Educators, Supervisor to use “safety walking rope” for Children 
to walk together and pram to place babies in to evacuate Centre to assembly point. 
Emergency first aid steps are carried through until emergency services are in attendance. 
First aid should commence once it is safe to do so. 
 
Heart Defibrillator – situated in Office and maintained yearly. 2 pads being *Adult and *Child included. 
3x Smoke Detectors – located in Creche foyer, Kitchen + Fire Blanket, Corporate MP11 + Fire Blanket 
Sensor Emergency lighting (wired) located Creche foyer, Corridor and Corporate MP11 Room 


 
The CoM, Approved Provider MoC/PMC  of the centre shall ensure the following: 


• An assessment of potential hazards in the centres shall be conducted and a risk minimization plan shall 
be developed for the centre in consultation with staff and the Committee of Management. 


• Ensure that all staff responsible for the care of children at the centre attend and maintain recognized 
training in emergency management and first aid. 


• Ensure that all relieving staff at the centre are aware of the emergency evacuation procedure. 


• Ensure that at all times there is at least one staff member present that has been trained in CPR, first aid 
and the use of fire extinguishers. 


• Provide access on request of this policy to all parents/guardians and house users and ensure they are 
aware of this policy. 


• Display an up-to-date emergency evacuation procedure/plan in a key location at the centre. 


• Comply with procedures outlined in Children’s Service regulations 32/2020 (Prescribed information). 


• Display an Emergency Contact Card beside all phones. 


• Ensure that an Attendance listing all adults and children at the centre at any given time is kept. 


• The volunteer, staff, Student, adult class roll attendance is located in the office, 


• Childcare attendance record book (Kiosk) iPad is located at the entry of Centre 


• Contact CCCFR and QAR and complete Reporting procedures - templates 
 
 
 


 
Nominated Supervisor, Educators responsible for the children in attendance shall ensure the following: 


• Each child in attendance has a completed enrolment form which is kept in the front office 


• Each child in attendance has been signed into the crèche on the attendance book (Kiosk) by the 
nominated responsible person 


• Upon departure of the crèche room each child has been signed out of the attendance book (Kiosk) 
by the nominated responsible person indicating the time they have left 


• Ensure as per CS Reg66(3)(a) the emergency evacuation procedures are rehearsed every 3months by the 
staff members, volunteers, and children present at the service on the day ; and (b) the rehearsals of the 
emergency and evacuation are documented. 
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• Follow emergency procedures ensuring that all children have been evacuated to the assembly point 
safely and are accounted for (the attendance book (kiosk) must accompany the nominated childcare 
staff member at all times). 


• Ensure that a head count and roll call is conducted at each stage of the evacuation procedure to 
ensure that all children are accounted for. 


• Report any noticeable hazards to the Approved Provider which they feel could be a potential hazard. 


• Ensure that emergency evacuation points are kept clear and are accessible at tall times 


• Use of “Safety Walking Rope” to walk toddlers to Assembly Area 


• Use of Pram to place multiple babies in. 


• Ensure that they fully understand the emergency evacuation procedure 
o Call an ambulance immediately by dialling 000 
o Commence trained first aid measures. 
o Direct contact by a staff member to parents/guardians whilst continuing first aid. 
o Direct contact to the persons to notified in case of an emergency if the parent/guardian cannot 


be reached by a staff member. 


• Practice surprise emergency evacuation procedures as directed by the Approved Provider  


• Comply with procedures outlined in Children’s Services Regulation 32/2020 (Prescribed 
information). 


• If MoC/PMC absent contact CCCFR and QAR reporting procedure- Serious and Critical reports 
 
 
 
 
Parents/guardians of children shall ensure that: 


• They comply with procedure in Emergency Evacuation Plan Sch.1  and Emergency Procedure Sch.2 


• They comply with all relevant policies in the centre. 


• They request to view any policy; they would like to view. 
 
All Patrons, Staff, Volunteers, Students enrolled in a course at Outlets shall ensure that: 


• They have completed a class enrolment form 


• Have notified the tutor or office if they have left class early 


• Shall abide by the rules set out for all class attendees 


• Shall follow the direction of the Approved Provider, Nominated Supervisor or Day-to-day Supervisor in 
an emergency situation. 


• Are familiar with all emergency evacuation points and assembly points 
 


Related Documents and Policies. 
Enrolment forms for a child in attendance. 
*Enrolment for students enrolled into a class. 
Enrolment procedure. 
 
Relevant policies – 
Enrolment Orientation Policy, 
Incident, Trauma, Injury and  Illness Policy 
Emergency - Schedule 1 & 2 
House rental and centre lock up procedure. 
 
Documents to be taken with Staff in the case of an emergency: 
Childcare attendance book (Kiosk) iPad, 
Volunteer attendance book,  
Class role,  
Staff attendance record 
Emergency evacuation procedure 
First Aid Certificates 


• Ensure as per CS Reg66(3)(a) the emergency evacuation procedures are rehearsed every 3months by the 
staff members, volunteers, and children present at the service on the day ; and (b) the rehearsals of the 
emergency and evacuation are documented. 
 







  Outlets Co-operative Neighbourhood House LTD SE 00015784 


 


 Page 4 of 6 


 


 


 
House lockup procedure. 
Ensure that any heating or cooling appliance is switched off 
Ensure that all windows are locked, and blinds closed. 
Lock classroom doors where computer equipment is situated. 
Ensure that doors accessing outside are locked. 
Prior to locking the front door ensure that the alarm in armed. 
Doors should be able to be opened from the inside, without the use of a key when the centre is  
occupied, this is particularly important in the event of a fire. 
 
ATTACHMENTS 
Emergency Evacuation Plan - Schedule 1 
Emergency Procedure - Schedule 2 
 
Reporting Templates – if applicable 


Attachments – Report templates:  Access Computer – Desktop… go to file… ‘Cc Serious 
Incidents’ 
The Report Template Form YOU NEED to complete denote an  ‘a’ in front of Title  
Recording/Reporting - aQAR Incident, Injury, Trauma and Illness record – Template  (Vic)-Interactive 


aCCCFR Serious Incident Notification Form – Template (CCCFR)- Interactive 
aOutlets Accident, Injury, Trauma and Illness -Template – Outlets Co-op 


Neighbourhood 


 
within 24hours of Incident/Emergency  
Email: wmr.qar@education.vic.gov.au 
Email: CCCFR@education.gov.au 
 
 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood 
House LTD in July 2020 
Updated 27/7/2023 


 
REVIEW DATE:  23/05/2024 


 


  



mailto:wmr.qar@education.vic.gov.au

mailto:CCCFR@education.gov.au
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Emergency Plan – Schedule 1 
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Emergency Procedure – Schedule 2  
   Emergency Procedure 
 


Incase of Fire Senior Staff Member takes charge. 
1.Evacuate Immediatley:  


A whistle at either end of the house will be blown. The Head Childcare 


worker is to retrieve the daily attendance book (Kiosk-iPad).  


All adults in the house, if possible, are to assist staff in evacuating the 


children who are hand in hand “safety walking rope” through the safest 


exit to designated assembly areas. 


Nominated Supervisor, Head Childcare will roll call children. 
 


2.Shut all doors. 


To stop all draughts. Air and oxygen feed fire. 
 


3.Extinguish if safe to do so. 


All staff should know how to operate installed equipment. 
 


4.Do not allow persons back into the building. 


As you may lose track of them and a loss of life may be the result of it. 


 
PHONE: 


Emergency – 000 


Fire Brigade – 11441 


Police (Williamstown) – 9393 9555 
 


Emergency Information 


1. Street Name: Mason St 


2. Number of House: 43 


3. Suburb: Newport 


4. Nearest cross st: Mirls 


 


Assembly Area 


1. Front Yard: If fire is at back of house 


2. Play area: If fire is on kitchen side 


3. Back Yard: If fire is at front of house 


 


  Refer to map 


Once assembled, move to assigned safety area:  


Newport Community Hub 13/15 Mason St, Newport VIC 3015 
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EPILEPSY POLICY        (BP) 


Mandatory – Quality Area 2 
 
POLICY 
Outlets Co-operative Neighbourhood House LTD  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  
Relationships with Children  
 
IMPLEMENTATION  
Outlets Co-operative Neighbourhood House LTD Approved Provider 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 educators will ensure that any routine management of child’s epilepsy, including the 
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 also 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  
Outlets Co-operative Neighbourhood House LTD adhere to privacy and confidentiality principles 
when dealing with each child’s 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 the child’s learning, access to the curriculum 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 
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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. 
 
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, 
whether the child’s safety may be compromised during an activity. 
 
 Medical Conditions Risk Minimisation Plan  
Outlets Co-operative Neighbourhood House LTD will prepare a Medical Conditions Risk Minimisation 
Plan outlining procedures we will implement to minimise the incidence and effect of a child’s 
epilepsy. The Plan will cover the child’s known triggers and where relevant other common triggers 
which may cause an 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)—only with certain kinds of epilepsy  
• missing meals  
• dehydration  
• significant changes in temperature or extreme temperatures, eg on a hot day sitting on the sunny 
side of a bus with no air conditioning.  
Our service will encourage children with epilepsy to participate in all activities at our service unless 
any are specially excluded by the Child’s doctor or parents. Independence and 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  
Outlets Co-operative Neighbourhood House LTD Approved Provider 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:  
• Protect the child from injury   
• Not restrain the child or put anything in their mouth  
• Gently 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)  
• Monitor the airway.  
• Call an ambulance if necessary. This may include when:  


o a seizure continues for more than three minutes  
o another seizure quickly follows the first  
o it is the child’s first seizure  
o the child is having more seizures than is usual for them  







  Outlets Co-operative Neighbourhood House LTD SE 00015784 


 


 Page 3 of 3 


 


o certain medication has been administered  
o they suspect breathing difficulty or injury  


• complete the Incident, Injury, Illness 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 illness 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 (ie 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 2012  
National Quality Standard  
Epilepsy planning and support guide for education and children’s services DECS SA 2007  
Epilepsy Foundation of Victoria  
Epilepsy Action Australia  
Early Years Learning Framework  
 
Review The policy will be reviewed bi-annually.  
The review will be conducted by: • Management • Employees • Families • Interested Parties Last 
reviewed: Last reviewed: February 2018 Date for next review: February 2019 
 


Attached – Epilepsy Management Plan (EMP on IT File) 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbour House LTD on 


February 2021 


REVIEW DATE:   23/05/2023 
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EXCURSION  AND SERVICE POLICY      (M) 


Mandatory – Quality Area 2 
 


PURPOSE 
This centre recognises the opportunity for excursions to provide and enhance educational programs 
and learning experiences provided at the centre.   
The centre is committed to excursions which are conducted in a safe manner and which comply with 
the Victorian Children’s Services Regulations 32/2020 and Children’s Services Act 1996.  
This policy will provide guidelines for the committee/board, staff, parents/guardians, volunteers, and 
any other persons involved in the planning and conducting of an excursion for Outlets Co-operative 
Neighbourhood House LTD  
 


SCOPE 
This policy applies to all staff, committee of management, parents/guardians, volunteers, students, 
and any other person who may be involved in planning and/or participating in excursions held by 
Outlets Co-operative Neighbourhood House LTD  
 


Background and relevant legislations 
Excursions are planned to extend on the educational experience or enhance a particular theme that 
has been programmed. Excursions require planning and preparation to ensure adequate care and 
safety of the children attending, whilst complying with all legislative and regulatory requirements.  
 
 
 
 
 
 
 
 
 
DET: (Victorian) Children’s Services Act 32/2020 and Children’s Services Regulations 1998   
 


DEFINITIONS 
DHS:  Department of Human Services  
DET: Department of Education and Training (VIC) 
DET: Department of Education and Training (Cwth) 
Excursions:  Any occasion, other than a medical emergency, when children are removed from the 
premises of the children’s centre for the purpose of an outing, with the written authorised 
permission of the person who has lawful authority to collect the child from the centre.  
 


PROCEDURE 
The Approved Provider is responsible for:  


• Approving an excursion.   


Items to be considered may include:  


• The cost of the excursion to the centre and or families. If other siblings are able to attend will 
there be a charge for them.  


• The number of children to participate in the excursion, also factoring in potential numbers of 
toddlers and other children.    


• Deciding on the number of staff/adults required to attend in addition to the 
parents/guardians/responsible persons of the children attending.  This may be influenced by 
such things as the need to cross a major road or to access public transport on the excursion.  


The minimum adult: child ratio for excursions from Outlets Co-operative Neighbourhood House 
Ltd is 1:1 for all age groups. 
As the minimum requirements for adult: child ratio have been set by Outlets and are above the 
minimum requirements as set by Children’s services we require that any child enrolled at Outlets 
and participating in an excursion be accompanied by a parent/guardian or responsible person 
who has been nominated on their child’s enrolment form. 
In addition, all other requirements outlined in the Children’s Services Regulations 32/2020 will be 
adhered to.      
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• Ensuring the requirements of the Children’s Services Regulations 32/2020 and the Children’s 
Services Act 1996 can be met for all children remaining at the centre.  In particular CSR 
Regulation 23 and 24 and CSA section 27.  


• What impact the disruption to normal program times could have on the users of the centre.  


• Any changes to the usual working arrangements of staff due to the excursion, in accordance 
with the appropriate awards or agreements.  


• The provision of facilities at the proposed destination, including toileting, access to water, 
shade, safety considerations such as proximity to water, roads, bush or crowds. 
 


Nominated Supervisor, Members of Staff are responsible for:  
• Submitting a written request for an excursion to the Approved Provider (CEO) detailing:  


• Date, time and destination  


• How the excursion relates to the program provided for the children  


• Objectives, proposed activities, and desired outcomes of the excursion   


• Method of transport  


• Proposed staff for the excursion  


• Cost  


• Effects, if any, on the children’s current attendance times  


• If any children with additional needs attending the program will need additional resources to 
ensure their participation in the excursion. 


• A time plan for the day whilst on excursion detailing snack and lunch breaks/times 


• Visit the excursion site prior to the visit and carry out an Excursion Risk Evaluation checklist. 
This includes identification of access, entry and exit points, utilities, food areas, availability of 
toilets, availability of water to drink and to wash hands, shade. 
 


The Approved Provider, in consultation with the Supervisor and members of Staff 
requesting the excursion, are responsible for:  
• Assessing the requirements for the excursion.  


• Booking the venue and assessing and/or booking transport to the venue if it’s required.  


• Informing parents/guardians, at least two weeks prior, of the details of the planned 
excursion, and the cost.  


• Requesting adult participation in the excursion, clearly stating if it is appropriate for other 
siblings to attend.  


• Collecting completed permission forms and excursion fee, if required, for each child 
participating in the excursion.   


• Arranging for a suitably equipped first aid kit, mobile phone and sunscreen (if required) to be 
taken on the excursion. Requirements of CSR regulation 31(2), 34(b).  


• Notifying parents/guardians immediately of any change or delay to the proposed excursion.   


• Ensuring child/staff ratios, as per the requirements of Outlets Co-operative Neighbourhood 
House Ltd are met for children not participating in the excursion.  


• Nominated Supervisor, Day-to-day Supervisors are responsible for:  


• Providing adults attending the excursion with the aims and objectives of the excursion and 
any other information necessary for the smooth operation of the excursion.   


• Arranging for the details of the telephone number of any person who is to be notified of any 
accident, injury, trauma or illness involving the child and the child’s medical details to be 
taken on the excursion.  Information is to be carried by a staff member at all times.   


• Ensuring that the staff and adult/child ratio approved by the committee and lice and notified 
to the parents/guardians is met prior to commencing the excursion.  


• Canceling the excursion if the staff and adult/child ratio is not met and notifying the 
Committee of Management, Approved Provider, Nominated Supervisor, Day-to-day 
Supervisor, Educators, all person prepared to attend Excursion/Event and parents/guardians.  


• Ensuring only those children whose parents/guardians have completed and returned the 
permission form attend the excursion.  







  Outlets Co-operative Neighbourhood House LTD SE 00015784 


 
 Page 3 of 4 


 


 
Educators, Supervisors, day-to-day Supervisors are responsible to ensure:  
• Discussing with the children, the aims and objectives of the excursion, and items of special 


interest to them.  


• Informing parent/guardians of any items the children require for the excursion.  For example hat, 
coat, lunch, drinks and snack.  


 


Prior to and during the excursion the Educators, Supervisors and day-to-day Supervisor responsible 
for the excursion will ensure that:  


• Parents/guardians/volunteers are provided a written list of the names of staff in attendance, a 
telephone number to be used if they become separated from the group, timetable for the 
excursion, and any other information identified by the centre as relevant to the excursion.   


• A list of those participating in the excursion is cross-referenced against the attendance book and 
electronically signed in – Kiosk.  Ensuring a nominated staff member is to carry the first aid kit, 
emergency contact details for each child/family, mobile phone, sunscreen (if required).  


• The children and adults participating are monitored at regular intervals to ensure that all parents 
are supervising their children accordingly. 


 


All staff  


• Children are provided the opportunity to use toileting facilities and access to water (drink) 


• All children are signed out of the centre, if in attendance prior to departure, at the start of the 
excursion and are signed back in when they return if returning to childcare at the centre.  


• A separate register, enrolment in and out, is kept specifically for children accessing excursion. 


• Parents/guardians/volunteers are informed prior to commencing the excursion that if a child 
indicates the need to use toilet facilities or needs a nappy changed that they are to notify a staff 
member.   


• Ensuring parents/guardians/volunteers participating in the program are aware of persons who 
are staff members, for example, staff members to wear name tags.  


• All children are to be clearly identifiable and supervised at all times during the excursion.  It is not 
recommended to use the child’s name as an identifier as it informs strangers of their name.  


• Parents/guardians/volunteers with other children who are not enrolled in the centre are 
informed that they are responsible for supervising and caring for their other child/ren at all 
times.  


 


The parents/guardians/volunteers are responsible for:  


• Reading the excursion details provided by the centre and asking for additional information if 
required.  


• Ensuring they remain under the immediate supervision of a staff member.  


• Informing a staff member immediately if a child appears to be missing from the group.  


• Informing a staff member if a child needs to use toilet facilities or needs a nappy changed.   


• Supervising and caring for their child and any other children in their care who are not enrolled in 
the program, for example siblings.  


 


Related documents and policies  
DET – www.education.vic.gov.au/earlychildhood   
Safe Road Transport and Road Safety Policy 
Incident, Injury, Trauma and Illness Policy 
Administration of Medication Policy 
Dealing with Medical Conditions Policy 
Anaphylaxis Policy 
Parental Involvement Policy 
Enrolment and Orientation Policy 
Emergency Management Policy 
Hygiene Policy 



http://www.education.vic.gov.au/earlychildhood
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Nutrition Policy 
Sun Protection Policy 
Water Policy 
 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House 
LTD  on July 2020 
 
REVIEW DATE:   23/05/2023 
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FOOD SAFETY & PREPARATION – DELIVERY POLICY (BP) 
Mandatory – Quality Area 2      CSReg: (Div2 Reg 47) 


POLICY 
The aim of this policy is to ensure that: 


• The Outlets Co-operative Neighbourhood House LTD directive regarding appropriate and suitable 
foods for consumption encourages healthy eating habits and covers nutritional needs of children 
according to their age. 


• To provide children with food that has been delivered, prepared, served and stored in a safe and 
hygienic manner 


• To ensure NO cross contamination occurs in food preparation or delivery. 


• To provide an eating environment that promotes family and multicultural values as well as the 
individual needs of each child. 


• Outlets Co-operative Neighbourhood House LTD does NOT have a Nut Free Policy but enforces 
diligence for ALL Staff to work under the awareness of allergies and the consequences. 


• Outlets Co-operative Neighbourhood House LTD strongly directs Parents/Guardians to be mindful 
of what they send to the Centre for their Children’s Lunch and snacks. 


• To avoid or minimise the risk of children with allergies or anaphylaxis from having a reaction. 


• This policy will provide guidelines for the provision of safe food that is of nutritional benefit to the 
children. 


• Parent/Guardian encouraged to pack healthy snacks and meals for their children. 


• Parent/Guardian encouraged not to pack products that contain Nuts eg: Nutella, Peanut Butter 


• Ensure NO foods shared – unless it is a celebrated occasion (refer to Celebration Policy) 


• Staff encourage not to partake in foods with nuts prior or at work. 
 


SCOPE 
This policy applies to parents/guardian, the Committee of management, Approved Provider, Nominated 
Supervisor, Day-to-day Supervisor, placements, staff and volunteers involved the preparation and 
provision of food that will be consumed by children at this service.  
NB: Outlets Co-operative Neighbourhood House LTD does not prepared weekly menus nor meals for 
children. 
Parents/Guardians are to supply their children’s meals, snacks. 
 
 Background and Relevant Legislation 
A child’s early years are a crucial time for mental and physical development. It is also a time when eating 
habits for a lifetime are formed. Childcare services play a vital role in ensuring that a child’s daily health 
and nutritional needs are met considering they could spend as much as 15 - 27hrs per week in our centres 
care. 


• Children’s Services Regulations (VIC) 32/2020  (Div 2 - Reg:46, 47, 48, 49) 


• Children’s Services Act 1996 


• The Health Act 2018 


• Occupational Health and Safety Act 2004 


• Food Act 1984 (VIC) 
 


DEFINITION 
Nutrition: the process of taking in the food or other substances necessary for growth, health and good 
condition 
Safe and Hygienic manner: protected at all times from contamination 
Anaphylaxis: A severe rapid and potentially fatal allergic reaction that involves the major body system, 
particularly breathing and circulation system. 
Allergies: An immune system response to something that the body has identified as an allergen. 
Food: in this case relates to consumable foods and fluids. 
 


PROCEDURE  







  Outlets Co-operative Neighbourhood House LTD SE 00015784 


 
 Page 2 of 4 


 


The Approved Provider, MoC shall ensure the following: 
• The Committee of Management is responsible for the implementation of this policy and approving any 


future changes 


• The staff are responsible for the everyday implementation of this policy on a day-to-day basis. 


• That parents/guardians are aware that they need to provide sufficient food for their child on the day in 
a container clearly labelled with their child’s name. 


 
The parents are responsible for providing relevant information to staff regarding their child dietary 
requirements and allergies. 


• That parents are aware of appropriate and suitable foods for consumption as well as other policies 
that may relate to this. 


• That Child enrolment form is correctly filled re:childs’ allergies, and if so, an Action plan is presented 


• That if so required/requested Childs/family Cultural and religious requirements/restrictions 


• Centre is NOT a Nut Free Centre does follow Nut Free practices – centre  encourage parents NOT to 
pack foods that contain nuts eg: Nutella, Peanut butter 


 
What is expected from Parents and Guardians that utilize the childcare service. 
• Children’s enrolment forms will be filled in and completed prior to any child being left in our care.  


• The enrolment form will indicate if the child has any special dietary requirement, sensitivities to foods 
or allergies to foods. If there is knowledge that your child has had an anaphylactic reaction an 
anaphylactic management plan must be attached, and anaphylaxis policy read and understood. 


• All meals and snacks must be bought along from home. We do not prepare meals for children’s 
consumption at this centre. It is safer to pack too much than not enough. 


• As an indicative guide only, we suggest that if your child is here for a 3 hour session in the morning a 
snack and drink should be bought along, if your child is here for a 3 hour session in the afternoon 
lunch, snack and drink should be bought along, if your child is here for a 5 hour session please provide 
snacks for the morning and afternoon, lunch and a drink. 


• All meals and snacks should follow the guidelines as outlined in our nutrition policy. 


• We recommend that meals and snacks bought into the centre are easily managed by your child; this is 
to encourage independence at mealtimes. 


• All containers, bottles, drink bottles and package foods should be clearly labeled with your child’s 
name. 


• If your child is bottle fed and requires feeding at specific times the childcare staff should be notified  


 
Our childcare staff shall ensure the following whilst your child is care at Outlets. 
• Children will be seated to eat their snacks and lunch at the table. They will remain seated until snack or 


lunch time is completed. 


• Children will not be allowed to share or consume other children’s food. 


• Staff will encourage children to eat healthier choices from their lunch boxes prior to eating any treats. 


• Any uneaten food shall be returned home so as families have an indication of what their child has 
eaten that day. 


• Children will be encouraged to eat in a positive manner; staff will not force children to eat if they 
refuse. 


• Children suffering with allergies to particular foods will be seated away from children that have that 
particular food and observed closely (refer to anaphylaxis policy) 


• Childcare staff will communicate any concerns they may have with parents/guardians ie. quantity of 
food provided, child’s refusal to eat, type of foods bought in for consumption etc. 


• Encourage independence at mealtimes and positive table manners whilst ensure personal hygiene 
procedures are followed. 


• Document and record feeding times and amounts consumed for bottle fed babies on the white board.  


• Babies are to be seated on highchair whilst being fed at all times. (>8mths) 


Food handling and preparation 
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To ensure the safe and hygienic handling of food staff responsible for the Food storage and preparation 
shall: 


• wipe down and disinfect the food preparation are before and after food preparation. 


• clean refrigerators where food is kept and discarded out of date foods from them    regularly. 


• All food that may deteriorate at room temperature is to be placed in the refrigerator as soon as 
possible. 


• All utensils, plates and cups must be carefully washed, rinsed and put away when not in use. 


• Cloths for cleaning table surfaces are not to be used on the floor.  Staff should use appropriate 
coloured cloths for cleaning different areas. 


• Children are encouraged not to use any utensils that have been dropped on the floor, or to eat food 
that has been dropped on the floor or handled by other children. 


• Use separate colour-coded chopping boards for cooked and uncooked food. 


• Also use separate colour- coded chopping boards for Halal food, anaphylaxis sufferers. 


• Have facilities that include a stove or microwave oven, sink, refrigerator, suitable waste disposal, and a 
hot water supply. 


• Have a designated area for preparation of bottles. 


• Wash hands before and after handling food or utensils 


• Avoid direct touching of ready to eat food by following proper food handling technique and using clean 
implements and gloves 


• Do not prepare food while suffering from any gastrointestinal illness until at least one full day after 
recovery, or from any hand infection 


• Ensure all food or bottle preparation and storage areas are separate from nappy change and toileting 
areas. 


• Bottles or milk are not to be reheated due to bacteria growth. 


• Have a designated area for food preparation and storage, which is safe and hygienic. 
 


If a microwave is used in the preparation of consumables, the staff shall ensure that:  


• use only microwave safe dishes, utensils and wrap, 


• defrost foods only if you are planning to cook the food immediately after it has thawed, 


• use microwave safe dishes for defrosting foods, and cover with microwave plastic wrap or microwave 
safe covers, 


• as different food items defrost, remove them and avoid cross contamination or mixing of food juices, 


• be careful when removing food or liquids from the microwave and removing the plastic wrap as food 
and liquid continues to cook 


• food that has been cooked or reheated in a microwave and is not going to be consumed immediately 
should be placed in the refrigerator for cooling, not left on the bench to cool, 


• leftover food that has been cooked and reheated should be discarded 


• rotate and mix foods at intervals to ensure they are cooked through evenly 


• when re-heating foods such as casseroles, the liquid should be stirred to ensure it is fully heated 
through 


• clean the microwave daily as food is usually spattered inside. 
 


Use the following principles in preparing infants’ bottle feeds:  
Use the following preparation guidelines in relation to Formula or store bought milk: 


• Store bottles of milk in the refrigerator, do not store in the door of the refrigerator. 


• Use only sterilised bottles and teat assemblies for all infant feeds. 


• Wash hands before preparing or handling expressed milk or formula. 


• Prepare formula strictly according to instructions on the container. 


• Do not use a microwave for heating expressed breast milk, formula milk, or any bottled milk or fluid.  


• Warm bottles by standing in warm/hot water. 


• Warm infant milk bottles only once. 


• Test the temperature of the milk on your wrist before giving it to the baby. 


• Discard any unused infant milk leftover after each feed or that has not been consumed by the infant 
after 30 minutes. 
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Use the following preparation guidelines in relation to expressed breast milk (EBM): 


• ensure bottled expressed breast milk is always labeled with the child’s name, mother’s name and the 
date it is expressed, 


• breast milk can be stored in the refrigerator for 48 hours and in a deep freezer for up to 3 months, 


• frozen breast milk can be thawed by placing in either cool or warm water, do not put in boiling water, 
do not use a microwave as the milk will curdle, shake the bottle if the fats and milk have separated, 


• thaw under running water, start with cold water then increasingly warm water and test the 
temperature of the milk on your wrist before giving it to the baby, 


• throw away any unused breast milk, do not refrigerate or refreeze breast milk once it has been thawed 
or warmed. 


• Breast milk can only be warmed once. 
 
At mealtimes, the following procedures must be followed: 


• Wipe tables prior to children eating at them. 


• Wipe down tables and sweep floors after meals and mop floors if any spillage occurred. 


• Children mealtime guidelines will be adhered to 


Relevant resources 


Incident, Injury, Trauma and Illness Policy 
Hygiene Policy 
Nutrient and Active Play Policy 
Bottle Preparation Policy 
Australian Food Standards Code 
Anaphylaxis Policy 
Anaphylaxis checklist for a child at risk of anaphylaxis 
Anaphylaxis Risk Management Plan 
Celebrations Policy  
OH&S Policy 
Work Cover Authority 
Staying Healthy in Early Childcare Services (edition: ch55 2013) 
Centre’s - Child Enrolment procedure 
Centre’s - Parent Information Handbook 
Nut Free Centre Policy – Centre does not have NUT FREE POLICY, encourages NUT FREE practices 
“Healthy eating Pyramid”- by Nutrition Australia 
“Healthy eating for kids” – www.betterhealth.vic.gov.au 
 
Professional Development Opportunities and Qualifications 
Certificate in Hygiene Practices for Food Safety SIXTXFSA101 
Certificate of Acknowledgement - Infection Control – CoVid19  
10710 NAT Course in Allergy and Anaphylaxis Awareness 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on 
23/07/2020 


REVIEW DATE:    23/05/2023 
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HYGIENE  POLICY        (BP) 


Mandatory – Quality Area 2        CSReg: Div.2 Reg46-47 
 


POLICY 
To implement and ensure Outlets Co-operative Neighbourhood House LTD with simple and effective 
methods for minimising the spread of disease. This policy is a wholistic policy for whole Centre 
NB: refer to Epidemic and Pandemic Emergency Plan – CoVid Plan -Cleaning and Hygiene procedure. 
 


PURPOSE 
To provide a healthy and safe environment for the mental, physical and emotional well-being of all 
children, Educators, staff.   
To minimise the spread and risks of infectious disease in the childcare setting by using standard 
infection control.  
To promote the health and hygiene of children and staff.  
 


SCOPE 
This policy applies to the Approved Provider, Nominated Supervisor, day-to-day Supervisor, educators, 
parents/guardian, Committee of Management, placements, volunteers, visitors and children at the 
children’s service, involved with the delivery of Childcare and wholistic to Centre. 
This policy applies to all involved and incorporated in the procedures listed below. 
 


Background and relevant legislations and Policies 
Childcare involves many close physical interactions between children and adults each day.  Following 
strict hygiene guidelines reduces the risk of an infectious disease spreading. This information should be 
read in conjunction with other relevant policies. 
Using standard infection control precautions will reduce the occurrence and risks of infectious disease. 
 
Incident, Injury, Trauma and Illness Policy 
Food Safety and Delivery Policy 
Bottle Preparation Policy 
Food Act 1992 
Australian Food Standards Code 
OH&S 
Work Cover Authority 
Children’s Service Regulations 32/2020 
Children’s Service Act 1996 
Staying Healthy in Early Childcare Services (edition: ch55 2013) 
 


PROCEDURE 
Approved Provider will ensure the following  


• Regularly clean the indoor environment of the centre. (Clean daily the toilet, floor, nappy change 
areas, food preparation areas, taps, door handles, nappy change surfaces and benches.  


• Use neutral detergent and water (neutral detergents are labeled as being ‘neutral’ or ‘neutral pH’) 
whilst children are in attendance.  


• Regularly clean toys and play equipment and wash daily toys that have or are likely to have been 
mouthed by children. If you believe the toy has been contaminated with faeces or urine cleaning 
should be immediate, or toy removed. 


• Soap and water will be used to wash blood, urine and faeces off skin immediately after contact. 


• Any blood, urine or faeces must be cleaned up with warm water and bleach or disinfectant 
immediately. 


• All children, staff members, and visitor with open wounds or broken skin must have the area 
covered with a dressing for the duration of their time within the Centre. 
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• Hand washing is a crucial general hygiene measure for both staff and children particularly before 
preparing food, before eating and after toileting (detailed below). 


• Laundry Washing occurs daily all used linen, cloths, towels, facecloths. 


• Ensure children do not share bottles, dummies, towels, facecloths and tissues. 


• Ensure safe storage and disposal of soiled nappies. 


• All rubbish bins are to be lined with plastic bags. 


• All rubbish, including waste, is to be sealed in plastic bags and placed in outside garbage bin. 


• Any human blood, body fluids and tissues shall be treated as being potential infectious. 


• Ensure centre staff always wear gloves where they are likely to be exposed to blood, faeces, urine, 
or other body fluids or when handling any items or materials that have come into contact with blood 
or body fluids. 


• Exclude children who have a respiratory infection, diarrhea, any vaccine preventable disease, a 
transmissible skin infection not yet being treated, or any other infectious disease in accordance with 
infectious disease table. 


• If using needles, other sharps, giving injections, or administering medications which are likely to be 
contaminated by blood or body fluids, handle and dispose in accordance with infection control 
standards. 


 


Education in promoting hygiene will be conduct by Approved Provider, Nominated Supervisor, day-to-
day Supervisors, Educators, Placements, volunteers in delivery in Childcare program; 


• Children are encouraged to follow the hygiene practices in an independent manner. 


• The Centre aims to provide parents and staff with information concerning hygiene through the 
display of posters and correct techniques used in maintaining personal hygiene and hygienic 
environments. 


  


Hand washing 
To effectively use handwashing to prevent the spread of infectious disease, the centre will; 


• Ensure safe, well maintained age-appropriate facilities are available for washing hands with soap 
and running water in the immediate vicinity of areas where children or staff use toilets, nappies are 
changed, and food is stored and prepared. 


• Ensure effective drying of hands by providing disposable paper towel or automatic hand-dryer.  


• Ensure children, visitors, staff and persons normally working or visiting the centre, use liquid soap in 
preference to bars of soap as contamination is less likely to occur.  


• Use disposable paper towels rather than cloth towels. (If cloth towels are used, only use once, then 
place in a laundry basket for washing) 


 


The recommended hand washing method; (refer to Hand washing poster/chart) 


• use liquid soap and running water, 


• rub hands vigorously, counting to 10, 


• wash hands all over, including the backs of hands, wrists, between the fingers, and under the 
fingernails, 


• rinse hands well counting to 10,  


• do not touch the tap after washing, turn taps off with a paper towel, 


• press dry hands with a new paper towel or an individual cloth towel. 
 


Hand washing shall be carried at the following times; 


• Before and after preparing food 


• Before and after eating 


• Before serving children’s food 


• After toileting self and children 


• Before and after changing wet/soiled pants and nappies 


• Before and after giving first aid and medication 


• After meeting any blood, faeces or urine 


• After wiping own nose or children’s noses  
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o If wiping noses outdoors is required, use disposable gloves or plastic sandwich bags if hand 
washing is not immediately possible.  


Children’s hands will be washed, or they will wash them themselves if they can, at the following 
times: 


• Before eating 


• After toileting 


• After outdoor play, paint or other material 


• After cigarette smoking 
 


Food handling and preparation 
To ensure the safe and hygienic handling of food staff responsible for the Food storage and 
preparation shall: 


• wipe down and disinfect the food preparation are before and after food preparation. 


• clean refrigerators where food is kept and discarded out of date foods from them    regularly. 


• All food that may deteriorate at room temperature is to be placed in the refrigerator as soon as 
possible. 


• All utensils, plates and cups must be carefully washed, rinsed and put away when not in use. 


• Cloths for cleaning table surfaces are not to be used on the floor.  Staff should use appropriate 
coloured cloths for cleaning different areas. 


• Children are encouraged not to use any utensils that have been dropped on the floor, or to eat food 
that has been dropped on the floor or handled by other children. 


• Use separate colour-coded chopping boards for cooked and uncooked food. 


• Also use separate colour- coded chopping boards for Halal food, anaphylaxis sufferers. 


• Have facilities that include a stove or microwave oven, sink, refrigerator, suitable waste disposal, 
and a hot water supply. 


• Have a designated area for preparation of bottles. 


• Wash hands before and after handling food or utensils 


• Avoid direct touching of ready to eat food by following proper food handling technique and using 
clean implements and gloves 


• Do not prepare food while suffering from any gastrointestinal illness until at least one full day after 
recovery, or from any hand infection 


• Ensure all food or bottle preparation and storage areas are separate from nappy change and 
toileting areas. 


• Bottles or milk are not to be reheated due to bacteria growth. 


• Have a designated area for food preparation and storage, which is safe and hygienic. 
 


If a microwave is used in the preparation of consumables, the staff shall ensure that:  


• use only microwave safe dishes, utensils and wrap, 


• defrost foods only if you are planning to cook the food immediately after it has thawed, 


• use microwave safe dishes for defrosting foods, and cover with microwave plastic wrap or 
microwave safe covers, 


• as different food items defrost, remove them and avoid cross contamination or mixing of food 
juices, 


• be careful when removing food or liquids from the microwave and removing the plastic wrap as 
food and liquid continues to cook 


• food that has been cooked or reheated in a microwave and is not going to be consumed 
immediately should be placed in the refrigerator for cooling, not left on the bench to cool, 


• leftover food that has been cooked and reheated should be discarded 


• rotate and mix foods at intervals to ensure they are cooked through evenly 


• when re-heating foods such as casseroles, the liquid should be stirred to ensure it is fully heated 
through 


• clean the microwave daily as food is usually spattered inside. 
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Use the following principles in preparing infants’ bottle feeds: 


• Store bottles of milk in the refrigerator, do not store in the door of the refrigerator. 


• Use only sterilised bottles and teat assemblies for all infant feeds. 


• Wash hands before preparing or handling expressed milk or formula. 


• Prepare formula strictly according to instructions on the container. 


• Do not use a microwave for heating expressed breast milk, formula milk, or any bottled milk or fluid.  


• Warm bottles by standing in warm/hot water. 


• Warm infant milk bottles only once. 


• Test the temperature of the milk on your wrist before giving it to the baby. 


• Discard any unused infant milk leftover after each feed or that has not been consumed by the infant 
after 30 minutes. 


 


Use the following guidelines in relation to expressed (bottled) breast milk (EBM): 


• ensure expressed bottled breast milk is always labeled with the child’s name, mother’s name and 
the date it is expressed, 


• breast milk can be stored in the refrigerator for 48 hours and in a deep freezer for up to 3 months, 


• frozen breast milk can be thawed by placing in either cool or warm water, do not put in boiling 
water or use a microwave as the milk will curdle, shake the bottle if the fats and milk have 
separated, 


• thaw under running water, start with cold water then increasingly warm water and test the 
temperature of the milk on your wrist before giving it to the baby, 


• throw away any unused breast milk, do not refrigerate or refreeze breast milk once it has been 
thawed or heated. 


• (EBM) Expressed Breast milk can only be heated once 
 


At mealtimes, the following procedures must be followed: 


• Wipe tables prior to children eating at them. 


• Wipe down tables and sweep floors after meals and mop floors if any spillage occurred. 


• Children mealtime guidelines will be adhered to 


Toileting and nappy changing 
To minimise risks and the spread of infectious diseases that are transmitted by faeces and other body 
fluids or through toileting or toilet training of children, the centre will: 


• Have safe, well maintained, age-appropriate toilet facilities 


• Encourage children to flush the toilet after use and assist or teach children to wash their hands after 
toileting using the guidelines on hand-washing technique.  


• Use a toilet in preference to a potty-chair to reduce the risk of the spread of disease. 
 


After each use of a potty the following procedure should be carried out: 


• wear single use non-latex gloves 


• empty potty into the toilet 


• wash potty with warm water and detergent using a cloth or brush that is only used specifically for 
this purpose 


• do not rinse or wash potty in a sink used for handwashing, 


• wash hands after 
 


To minimise risks and the spread of infectious diseases that are transmitted by faeces and other body 
fluids through changing nappies: 


• Have a nappy change area separate from food preparation  


• Have hand-washing and drying facilities immediately adjacent to any toileting or nappy change 
areas. 


• Have nappy change benches or mats with an impervious washable surface, and provide safe storage 
of soiled nappies  


• Keep all nappy change solutions, wipes, all soiled nappies and clothes inaccessible to children. 
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• Dispose of soiled disposable nappies by placing them in a heavy sealed plastic bag or plastic lined 
garbage container, ensure they are kept out of access by children and separate from children's play 
and eating areas, and dispose of daily in the domestic waste collection or contract waste disposal 
service. 


• ensure all children’s centre staff wear gloves for nappies soiled by faeces or urine, especially if they 
have cuts, cracked skin or infections on your hands 


• place soiled disposable nappies in closed bin lined with plastic bag 


• keep one hand on the child at all times to prevent them from falling off the table 


• clean and dry the child’s bottom, wiping front to back 


• remove gloves before touching the child’s clean clothes or putting on a clean nappy, by peeling 
them back from your wrists, do not let your skin touch the contaminated surface of the gloves, put 
gloves in the bin 


• dress child, take child away from the change table or area, clean the change table, mat or surface 
after each nappy change, and wash your hands 


 


Blood or body fluids 
To minimise risks and exposure to diseases through contact with blood or body fluids, the centre will: 


• Wash hands and skin with warm, soapy water after any contact with blood, faeces, urine, vomit or 
any other body fluids. 


• Clean up spilt blood, faeces, urine, vomit or other body fluids with neutral detergent and water 
(bleach if required), and regularly wash floors, toileting and nappy change areas, nappy change 
surfaces and mats, play equipment and toys. 


• Ensure that staff with cuts, abrasions, dermatitis or open skin on their hands cover with a dressing, 
which should be changed each time it is soiled or wet. 


• Advise the CEO if you think you, staff, others or children in your care have been exposed to HIV or 
other blood borne diseases or to blood or body fluid from a needle stick, splash into the face, eyes, 
mouth or nose, or contact with an open wound, (regardless of the known or presumed infections 
status of the person or child who is the source of the blood or body fluid) so as she can act 
immediately and notify those necessary.  


• wash the injured area with soap and running water and have injury report filled 


• dry the wound and cover with a water-resistant occlusive dressing, 


• dispose of the object that caused the injury, wear gloves and use forceps or tongs to pick up the 
object, and discard into a sealed firm container (needle bin is in the front office) to be disposed of. 


• Be aware that for skin contact with blood: 


• the risk of contracting blood borne diseases including HIV through skin contact with blood is low but 
is more likely if there are open cuts, abrasions, skin cracking or infections that are uncovered, 


• wash off with warm water and soap as soon as possible and cover all open skin with a water-
resistant dressing. 


• If blood or body fluids splash into the eyes: 


• rinse for 5 to 10 minutes with water, or a sterile eye irrigation solution if available, 


• if wearing contact lenses, rinse the eyes with the lenses in, remove the lenses and rinse the eyes 
again, and do not put the contaminated lenses back in. 


• If blood or body fluids splash into the nose or mouth: 


• blow your nose or spit out and rinse with water.  


• Be aware that for contact with saliva, tears and biting:  


• HIV has been found in saliva and tears in low concentrations and risk of transmission from spitting, 
kissing, wiping noses and eyes is considered to be very low, however standard infection control 
precautions should still be followed, contact with saliva and nasal secretions may transmit other 
infectious diseases, 


• the risk of HIV infection from biting is considered to be very low and requires the skin to be broken, 
if a bite has resulted in breaking the skin, wash with soap and running water, cover with a clean 
dressing, and advise the family of the injured child to seek urgent medical advice about risks of 
infection and further management, 
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• rinse the biting child’s mouth with water to prevent cross-infection from the bitten child, 


• For clothes, toys or other objects that have been contaminated by blood or body fluids, wear gloves, 
mop excess fluid with disposable paper towel, and wash with neutral detergent and water (don't 
use hot water as this makes blood coagulate and stick to surfaces and stain). 


 


To clean blood off the floor: 


• avoid direct contact with the blood 


• wear gloves  


• contain the spill as far as possible by placing paper towel around the edges of the spill, mop up as 
much as possible with absorbent paper, discard into a sealed heavy plastic bag and dispose of. 


• clean up the remaining spill and contaminated surfaces with neutral detergent and water, 


• (dry or ventilate the area, discard all gloves and disposable materials into a sealed plastic bag for 
disposal) 


• any contaminated clothing, cloths or cleaning implements should be washed in neutral detergent 
and hot water. If using a washing machine, wash contaminated and non-contaminated materials 
separately, use the longest cycle for contaminated material, and if washing by hand, wear gloves, 


• for spills onto carpet or upholstered furniture, wear gloves, mop up as much excess fluid as possible 
with absorbent paper, clean with a neutral detergent and water, and shampoo with an industrial 
carpet cleaner as soon as possible. 


 


General Cleaning 
To minimise the transmission of infectious diseases, communal cross contamination, Educators and 
Staff to follow Daily Cleaning Checklist and CoVid period specific list of Sanitising; 


• Purchase materials, equipment, toys and other products for the centre which are easy to maintain 
and clean. 


• Use neutral detergent and water for general environmental cleaning, 


• If practical, use colour-coded cleaning equipment including sponges, buckets, mops, handles and 
gloves for each area, keep them separate, and store cleaning products in locked cupboard away 
from children. 


• Cleaning items including water buckets, cleaning cloths, sponges and mop heads should be cleaned 
and air dried 


• Ensure floors are dry after washing before allowing the space to be used by staff or children to 
prevent slips or falls. 


• The centre should be vacuumed or swept prior to washing floors. 
 


Wash and sterilise these facilities and items daily: 


• bathrooms - tap handles, toilet, toilet flush handles, doorknobs, wash basin, 


• nappy change area - nappy change surfaces and mats,  


• mouthed toys and other objects put in mouth, 


• surfaces – tabletops, chairs, highchairs, sleep mats 


• all floors – sweep, mop, or vacuum when children are not present, 


• microwaves 
 


Wash these weekly: 


• low shelves, 


• doorknobs, 


• toy storage shelves, 


• play mats, 


• pillow and cushion cover 


• other surfaces commonly touched by children, 


• children’s dress up clothes. 
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Special items and areas for cleaning: 


• nappy change area – after each nappy change and daily,  


• carpets – regular steam cleaning, especially in infant’s area, 
 
Sand pits and outdoor area: 


• Wipe down and sanitise ride on bikes and pusher trikes. 


• cover when not in use with an animal and vermin proof cover, 


• rake daily to remove sharp objects, spiders, insects, cigarette butts and other rubbish, 


• prevent animals from playing in the sand, 


• remove sand soiled by urine, faeces, food or other materials, immediately following contamination, 


• empty and replace the sand at least annually. 


• complete and sign off outdoor inspection sheet on completion each morning 
 
Sleep mats: 


• vinyl mats should be cleaned after use with neutral detergent and water 


• store mats so that the clean surfaces are not contaminated with unclean surfaces 
 
Toys:  


• if secondhand toys are given to the centre, clean and air-dry hard toys prior to being used by the 
children, wash soft toys at a temperature exceeding 600C and hang out to dry in the sun or dry in a 
hot air clothes dryer 


 
Resources, References and Legislations 
How to change a Nappy chart 
How to use Alcohol based Hand Rub Chart 
How to Wash your Hands Chart 
Role of hands in the spread of infection Chart 
Centre’s - CoVid Plan – Personal and Sanitising checklist 
Centre’s - Epidemic and Pandemic Policy Plan 
Centre’s – Daily Cleaning and Sanitising Checklist (indoor and Outdoor) 
 
 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 
on 22/05/2020 
REVIEW DATE:  23/05/2023 
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NUTRITION AND ACTIVE PLAY POLICY     (M) 
Mandatory – Quality Area 2       CSReg Div 2 - 46, 47, 48, 49 
 


PURPOSE 
The aim of this policy is to ensure that: 


• The Outlets Co-operative Neighbourhood House LTD directive regarding appropriate and suitable 
foods for consumption encourages healthy eating habits and covers nutritional needs of children 
according to their age. 


• To provide children with food that has been prepared, served and stored in a safe and hygienic 
manner 


• To provide an eating environment that promotes family and multicultural values as well as the 
individual needs of each child. 


• To avoid or minimise the risk of children with allergies or anaphylaxis from having a reaction. 


• This policy will provide guidelines for the provision of safe food that is of nutritional benefit to the 
children. 


• Parent/Guardian encouraged to pack healthy snacks and meals for their children. 


• Ensure NO foods shared – unless it is a celebrated occasion (refer to Celebration Policy) 
 


SCOPE 
This policy applies to parents/guardian, the Committee of management, Approved Provider, Nominated 
Supervisor, Day-to-day Supervisor, placements, staff and volunteers involved the preparation and provision 
of food that will be consumed by children at this service.  
NB: Outlets Co-operative Neighbourhood House LTD does not prepared weekly menus nor meals for 
children. 
Parents/Guardians are to supply their children’s meals, snacks. 
 
Background and Relevant Legislation 
A child’s early years are a crucial time for mental and physical development. It’s also a time when eating 
habits for a lifetime are formed. Childcare services play a vital role in ensuring that a child’s daily health and 
nutritional needs are met considering they could spend as much as 15 - 27hrs per week in our centres care. 


• Children’s Services Regulations (VIC) 32/2020  (Div 2 - Reg:46, 47, 48, 49) 


• Children’s Services Act 1996 


• The Health Act 2018 


• Occupational Health and Safety Act 2004 


• Food Act 1984 (VIC) 
 


DEFINITION 
Nutrition: the process of taking in the food or other substances necessary for growth, health and good 
condition 
Safe and Hygienic manner: protected at all times from contamination 
Anaphylaxis: A severe rapid and potentially fatal allergic reaction that involves the major body system, 
particularly breathing and circulation system. 
Allergies: An immune system response to something that the body has identified as an allergen. 
Food: in this case relates to consumable foods and fluids. 
 


PROCEDURE  
The Approved Provider, MoC shall ensure the following: 


• The Committee of Management is responsible for the implementation of this policy and approving 
any future changes 


• The staff are responsible for the everyday implementation of this policy on a day-to-day basis. 


• That parents/guardians are aware that they need to provide sufficient food for their child on the 
day in a container clearly labelled with their child’s name. 
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• The parents are responsible for providing relevant information to staff regarding their child dietary 
requirements and allergies. 


• That parents are aware of appropriate and suitable foods for consumption as well as other policies 
that may relate to this. 


 
The Approved Provider, Nominated Supervisor, Educators responsible for the care of the children shall 
ensure the following: 


• that any child who has not been provided with snacks, lunch and/or drinks are provided with 
something to satisfy their needs and is in accordance with their dietary requirements and/or 
restrictions and allergies as documented on their enrolment form. 


• Monitor children with food allergies closely, in order to prevent contact with, or consumption of 
foods to which they are allergic (refer to anaphylaxis policy) 


• Provide guidelines to parent/guardians, regarding the appropriate food for their child to bring with 
them for morning tea, lunch and afternoon tea. 


• That children are offered regular opportunities to eat in accordance with their age and individual 
needs. 


• That food is stored, prepared and served safely and hygienically. 


• That staff and children follow personal hygiene routines eg. Hand washing before eating. 


• That parents are informed if their child is not eating well or have an increase in appetite. 


• That the white board on the wall of the crèche indicates to parents of babies and infants when they 
were last fed and the amount of fluid they consumed. 


• Any child diagnosed with a known allergy or special dietary requirement or restriction has this 
displayed clearly on the white board/wall so as all Educators, Staff, Volunteers, persons 
responsible for the child’s care are aware of this. 


 
Parents/Guardians will ensure that they: 


• Send an adequate amount of nutritious food along with their child consistent with the parental 
guidelines. 


• Clearly label all food and containers with the child’s name. 


• Be required to list any specifies dietary requirements and food allergies on their enrolment form 
and to discuss 


• these with a qualified staff member 


• Notify the service of any changes which may occur to their dietary requirements after the 
enrolment form has been 


• completed (continuously update staff and notify them of any changes) 


• Comply with the guidelines regarding any food and drinks to be sent to the service for the child’s 
lunch or snack 


• Consult with the childcare worker as to appropriate foods, which may be bought along for 
celebrations 


 
Approved Provider, Nominated Supervisor, Educators will ensure that children will: 


• Have access to water whenever it is needed/requested 


• Be encouraged to develop independence in managing utensils that are used for pouring, drinking 
and eating 


• Be given opportunities to participate in food related activities, ensuring correct hygiene procedures 
are followed 


• Be offered foods that respect their religious, cultural or other requirements of the parent/guardian 


• Be offered a safe and hygienic setting in which to consume their food. CS Regulations (VIC) Reg.4 
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4. Related Documents and Policies 
Child Enrolment procedure 
Parent Information Handbook 
Anaphylaxis policy  
Anaphylaxis checklist for a child at risk of anaphylaxis 
Anaphylaxis Risk Management Plan 
Celebrations Policy  
Nut Free Centre Policy – Centre does not have NUT FREE POLICY, encourages NUT FREE practices 
“Healthy eating Pyramid”- by Nutrition Australia 
“Healthy eating for kids” – www.betterhealth.vic.gov.au 
 


 
 


AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on 
July 2019 
 


REVIEW DATE:  23/05/2023 
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CELEBRATION AND EVENT POLICY      (M) 
Mandatory – Quality Area 2 
 


PURPOSE 
The aim of this policy is to: 
Have developed a policy around celebrations and celebrations requiring food and beverages 
that will have a flexible approach to such events. 
Ensure that all foods bought to the centre for consumption by others has been purchased 
and is received in its original packaging listing all ingredients. 
This policy will provide guidelines for the provision of safe, varied and culturally respective 
foods and events that will cater to individual needs of the children and patrons using the 
Centre. 
Outlets Co-operative limited respects that diversity of the community members that use the 
Centre and respective events that are celebrated. 
 


SCOPE 


This policy applies to parents/guardians, the Committee of Management, Approved 
Provider, Nominated Supervisor, Day-to-day Supervisor, Educators, Placements and 
Volunteers involved in the caring and wellbeing of the children and patrons of Outlets. 
This policy applies when a celebration of an event takes place, inclusive of the consumption 
of celebratory foods. 
 


Background and Relevant Legislations 
In recognition of the aware increase in people at risk of anaphylaxis it is imperative that the 
ingredients and traces of ingredients are known. 
To be respectful and maintain our multicultural diversity we need also to be aware of 
ingredients so as food to be consumed by others is considered safe, healthy and acceptable 
to all individual needs. 


• Children’s Services Regulations 1998 


• Children’s Services Act 1996 


• Health Records Act 2001 


• Occupational Health and Safety Act 2004 
 


DEFINITION 
Celebration To do something to show that a day or an event is important, or the occasion is 
for rejoicing (Oxford Dictionary). 
Nutrition  the process of taking in the food or other substances necessary for growth, health 
and good condition 
Safe and Hygienic  preparation and handling is protected at all times from contamination 
Anaphylaxis  A severe rapid and potentially fatal allergic reaction that involves the major 
body system, particularly breathing and circulation system. 
Allergies An immune system response to something that the body has identified as an 
allergen. 
Food  in this case relates to consumable foods and fluids. 
Multicultural diversity  that we understand the cultural values held are important and we 
strive to preserve and express them acceptingly. 
Ingredients  components or parts of a mixture 
 


AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on July 2019  


REVIEW DATE:   23/05 /2023 
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PROCEDURE 
The Approved Provider will ensure that: 


• Parents/guardians and patrons of the centre are aware of this policy and it’s 
availability to view. 


• Comply with procedures outlined in Schedule 1 of the Children’s Service 
regulations1998. 


• Ensure that childcare staff are implementing this policy and that they communicate 
all events that will be celebrated which involve children whilst in the centres care. 


  
The Nominated Supervisor, Day-to-day Supervisor, Educators will ensure that they: 


• Plan to meet any special requirements of children and patrons whilst at the Centre 


• Monitor children with food allergies closely in order to prevent contact with or 
consumption of foods, which may cause an allergic reaction 


• Request parents/guardian/patrons of the Centre to notify head childcare worker or 
co-ordinator of foods that will be provided for the celebration in advance. 


• Provide parents/guardians/patrons of guidelines regarding procedures, which need 
to be followed 


• List the names of any children/patrons with known allergies and/or cultural needs 
and what they are 


• Respect individual family beliefs and inform parents/guardians of up coming 
celebration activities so as they can make an informative decision on whether to 
partake in such events. 


• Follow food handling and storage procedures. 


• Notify parents/guardians that any food bought to the centre for shared consumption 
during a celebration must be store purchased, in its original packaging and have the 
original ingredients label intact. 


 


Parents and Patrons will ensure that they: 


• Provide only food that was store purchased, is in its original packaging and has the 
original ingredients label intact. 


• Inform childcare staff if they do not want their child to partake in such events or 
celebrations and take reasonable action to assist in this as directed by the childcare 
staff. 


• Document any required information on their child’s enrolment form and notify 
childcare staff of any changes. 


• Notify the childcare staff in advance if they wish to celebrate a child’s birthday and 
inform staff on what food they intend on bringing in. 


• Comply with procedures in Schedule 1. 


• Comply with all relevant policies in the centre. 


• Request to view any policy they would like to view. 
 


Related Documents and Policies. 


• Child enrolment procedure 


• Anaphylaxis risk management plan 


• Anaphylaxis Policy 


• Nutrition Policy 


• Childcare program 


• Enrolment and Orientation Policy 


• Parent Information Handbook 
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BOTTLE PREPARATION, FEEDING AND EARLY FOODS POLICY    (BP) 


Mandatory – Quality Area 2        CSReg Div2-Reg46,47 
 


POLICY 
Outlets Co-operative Neighbourhood House LTD puts “Best Practice” to ensure Preparation of Bottle Feeding, 
and preparation of supplied foods for children are safe and nutritious for healthy growth and well-being. 
To ensure that all infants requiring bottle have them prepared safety and hygienically and that practices meet 
Work Health and Safety Standards, and current Food Safety Standards. 
 


SCOPE 
This policy applies to parents/guardian, the Committee of management, Approved Provider, Nominated 
Supervisor, Day-to-day Supervisor, placements, staff and volunteers involved the preparation and provision 
of food that will be consumed by children at this service.  
Parents/Guardians are to supply their child/ren meals, snacks. 2xSnack and Lunch 
 


Guidelines:  
Children Under 12 Months:  
Feeding schedules for infants are flexible  
Parents are involved in food decisions for their child 
Outlets Co-operative Neighbourhood House LTD encourages Parents to pack healthy foods and mindfulness 
to be NUT conscientious FREE. 
 


Breastfeeding:  
Arrangements for comfortable breastfeeding at the centre can be made.  
Alternatively, you can express your milk for feeding by the staff  
 


Expressed Breast Milk (EBM):  
Parents will give EBM to staff immediately upon arrival to place in the refrigerator in bottles clearly labelled 
Parents will discuss what to do if EBM runs out Breast milk cannot be heated in the microwave  
Place the bottle containing the breast milk, 
in a jug of cool water and slowly add warmer water to the jug until the milk reaches the correct temperature 
(Breast milk can only be warmed once)  
Test the temperature of the milk on the inside of your wrist if it is not warm enough heat for 5-10 sec more.  
 


Infant Formula:  
Bottles are to be made up at home and given to staff, clearly labelled for refrigeration  
Alternatively, Parents are to bring in premeasured amounts of their formula and place it in the area provided. 
The container must be clearly labelled with the child’s name and type of formula.  
Families are advised to use the preparation guidelines on the tin and to ensure that the correct measured 
amount is supplied to the Centre.  
Families will need to bring in sterilized, premeasured water in the child’s bottle clearly labelled with the 
child’s name.  
Bottles filled with water are to be placed in the fridge provided in the shelves not in the door.  
Formula will be emptied into the premeasured water, shaken and then warmed.  
 


Heating bottles (excluding breast milk)  
The microwave will be used to heat the milk, but only with great care not to overheat the formula or milk.  
(Outlets Co-operative Neighbourhood House LTD  does not encourage use of microwave for bottle heating) 
This formula milk can only be heated once, then unused heated milk must then be discarded, but recording 
the amount consumed on the feeding schedule.  
 


For fridge cold milk the following applies:  


❖ 30 sec on high for 90-120mls  


❖ 45 sec on high for 150-180mls  


❖ 50 sec on high for 180-240mls  
Use a shorter time if the bottles are not fridge cold  
 


After heating, shake the bottle well to avoid “hot spots” which could cause burns to the baby’s mouth and 
throat.  


Test the temperature of the milk on the inside of your wrist if it is not warm enough heat for 5-10 sec more.  
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Cow’s milk or soy milk, other milk bottles  
Cow’s milk should not be given to babies as a main drink until after 12 months of age. Small amounts of cow’s 
milk in cooking are fine from 9 months.  
Families are to bring in any soy, goats or other milk that they prefer their child to be drinking and place it in 
the fridge provided clearly labelled with the child’s name and the contents.  
Reduced fat milk is recommended for all children over two.  
Test the temperature of the milk on the inside of your wrist if it is not warm enough heat for 5-10 sec more.  
 


Feeding  
Children will not be forced to finish bottles  
Children will not be propped or left unattended to finish bottles  
Educators will give children their bottles in chairs, pillows or on the couch (not in bed).  
 


After feeding  
Unfinished milk amounts will be recorded and the remaining discarded down the sink.  
Bottles will be rinsed and sent home for cleaning and sterilizing.  
 


NB*All children over 12 months are encouraged to drink from cups to reduce tooth decay and promote 
independence and self-help skills.  
 


Introducing Solids:  
Staff and parents need to communicate on when to start introducing solids and which foods to introduce and 
if there are any foods, they would prefer not to try eg: egg because a family member is allergic and does not 
want to risk a reaction. (never introduce solid food or a new food to an infant without the parents’ 
permission)  
Staff to encourage Parents/Guardians to be flexible and accommodate their infants/childrens developing 
tastes and healthy eating and wellbeing, by providing fresh cooked and finely mashed vegetables and fruits. 
Staff encourages independence, developments and self-help skills by allowing children to try and feed 
themselves with staff supervision or giving them a spoon to hold while a staff member also feeds the child 
with a spoon.  
 


Heating of Solids:  
Solid food must only be heated once, stirring to avoid “hot spots” which could cause burns to the child’s 
mouth and throat.  
Check that food has cooled enough before giving it to a child.  
Remove a small piece of food with a spoon to another plate and test the temperature with your hand.  
Throw this piece of food away and get a clean spoon.  
Never blow on a child’s food as a means of cooling it down; this spreads your germs onto the food. 
 


4. Related Documents and Policies 
Outlets Co-operative Neighbourhood House LTD does not prepare weekly menus nor meals for children. 
Child Enrolment procedure 
Parent Information Handbook 
Food Safety & Preparation-Delivery Policy 
Hygiene Policy  
Nutrition and Active Play Policy 
Anaphylaxis policy  
Anaphylaxis checklist for a child at risk of anaphylaxis 
Anaphylaxis Risk Management Plan 
Celebrations Policy  
Nut Free Centre Policy – Centre does not have NUT FREE POLICY, encourages NUT FREE practices 
“Healthy eating Pyramid”- by Nutrition Australia 
“Healthy eating for kids” – www.betterhealth.vic.gov.au 


 
 


AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD  July 20 
 
REVIEW DATE:  23/05/2023 
 



http://www.betterhealth.vic.gov.au/
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INCIDENT, INJURY, TRAUMA AND ILLNESS POLICY   (M) 
Mandatory – Quality Area 2 


 


PURPOSE 
Outlets Co-operative Neighbourhood House Ltd is committed to the safety and wellbeing of all children, 
staff and attendees whilst participating in programs at the Centre.  
We are committed to providing for all that attend a safe and healthy environment which is responsive to 
the needs of anyone if they are injured, become ill, or traumatised whilst in attendance.  
We will ensure that we are compliant with all legislative requirements, complying with the exclusion 
requirements for infectious diseases set out in the DET Health Dept Communicable diseases exclusion table 
(School Exclusion Table)  
The childcare staff shall ensure that the medication policy is used in conjunction with this policy, ensuring 
safe and appropriate administration of medication in accordance with legislative requirements.  
This policy will clearly define the procedures to be followed and the responsibilities for all involved. 


1. To reduce the likelihood of incident, accidents, illnesses within the Service.  
2. To ensure employees understand the correct steps to conduct first aid.  
3. To prevent spread of infection. 
4. To ensure that children within our care and education are receiving the correct medication  


 


PERSONS IMPACTED BY THIS POLICY  
This policy applies to company employees, students, placements, volunteers, children, families and visitors. 
 


SCOPE  
This policy applies to the children, committee members, parents/guardians, participants enrolled in 
programmed activities and staff.  


Background and Legislation  
• Children’s Services Act 1996  


• Children’s Services Regulations 35/2020  


• Health (Infectious Diseases) Regulations 2001  


• Occupational Health and Safety Act 2004  
 


DEFINITIONS 
Emergency contact card: A card display contact information for emergency services. 
Exclusion:  Unable to attend or participate in the program. 
Hazard: A source or situation with a potential for harm in terms of human injury or ill health, damage to 
property, damage to the environment or a combination of these.  
Illness:  Any sickness and/or associated symptoms that affect the child’s normal participation in the 
program.  
Immunisation status: No Jab No Play – as per Legislation all children attending must be immunized and up 
to date record downloaded from MyGov-Medicare presented to centre. The extent to which a child has 
been immunised in relation to the recommended immunisation schedule. 
Incident: Any unplanned event resulting in or having potential for injury, ill health, damage or other loss. 
Infectious disease:  As indicated on DET Communicable diseases list and exclusion table ie. a disease that 
could be spread by air, water, interpersonal contact etc.  
Injury: Any harm or damage to a person.  
Medication: Any substance that is administered for the treatment of an illness or condition. 
Minor accidents: Accidents where a cut, scratch, bruise is small, does not require medical attention and 
does not affect the consciousness of the child.  
Serious medical emergency situations or accidents: Accidents or situations where the child requires 
medical attention, and/or which affects the consciousness of the child.  
Trauma: The following are just some of the possible traumatic experiences that young children may 
experience, according to the National Child Traumatic Stress Network: Physical, sexual, psychological, or 
emotional abuse. ... Traumatic grief (the sudden loss of a caregiver or loved one). Medical injury or illness. 
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PROCEDURE 
In any medical emergency, centre staff should always administer first aid and implement emergency 
procedures. Centre staff should not administer any emergency medical treatment or emergency 
medications other than first aid, unless  
The parent or guardian has supplied an Emergency or Medical Management Plan approved by the child’s 
doctor which outlines the appropriate emergency treatment, 
Where there is any doubt as to what action to take in any medical emergency, call for an ambulance by 
dialing 000. 
 
The Manager of Control, Nominated Supervisor or Persons in Day-to-Day Control shall ensure that: 


• A maintained and suitably supplied first aid kit is available 


• The first aid kit is easily recognizable and readily accessible to staff and inaccessible to children  


• If there is an occurrence of an infectious disease, as listed in the infectious diseases table, the MoC, 
nominated Supervisor, Day-to-Day Supervisor shall notify the parent/guardian to organize for them to 
be collected as soon as practicable, the parent/guardian shall be advised that medical diagnosis should 
be sought and Outlets Co-operative Neighbourhood House LTD informed of the outcome. 


• Notification of the diagnosed disease shall be displayed in the centre to inform families utilizing the 
service of the condition (confidentiality shall be enforced and held) 


• All childcare staff are aware of and understand the following policy and procedures 


• All notification requirements are fulfilled according to the regulations 


• Staff have appropriate levels of first aid training 
 
Nominated Supervisor or Persons in Day-to-Day Control responsible for the care of children will ensure 
that: 


• Parent/guardian (nominated emergency contact) are notified if a child becomes ill or has an accident 
involving a trauma as a consequence of an incident whilst in care 


• That an injury/illness report form is filled in for any incident relating to a child becoming unwell, 
sustaining an injury. 


• That parents are informed, sight and sign the injury/illness report form as soon as practicable. 


• If a communicable disease is suspected the child shall be removed as soon as practicable in the interest 
of other children attending the service. 


• That the necessary first aid is carried out where and when required.  


• That the MoC is informed of any incident that requires reporting or parental notification as soon as 
practicable 


• Notice will be given to ALL families attending of illness if listed on the Infectious Disease listing. 
 
The parents/guardians of the children attending the service shall ensure that: 


• Inform staff on the child’s enrolment to the centre of any known medical diagnosis relating to the child. 


• Provide staff with any management or Medical Action Plans (MAPs) and written consent in line with the 
action plan. 


• Provide staff with any labelled medical requirements (ventolin, epi pen, diabetic kit etc) 


• Assist staff by offering information and answering any questions they have in relation to their child’s 
condition. 


• Notify the staff immediately of any change to their child’s condition and provide a new Management 
Action Plan in accordance with the changes. 


• Comply with procedure outlined in Schedule 4. 
 
MoC -Manager of Control, Nominated Supervisor or Persons in Day-to-Day Control shall ensure that: 
the following procedures are followed in conjunction with the whole policy when dealing with the specified 
or diagnosed conditions below: 
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Managing a Child with ACUTE FEVER Practices: 


• First attempt to bring a child’s temperature down by removing the child’s clothing, sponge bathing the 
child with lukewarm water, and fanning the child. Do not allow the child to become cold. If the child 
becomes too cold, dress the child again. To prevent dehydration, encourage the child to drink small 
frequent amounts of cool water. 


• Contact the parent, guardian or nominated person in any case of a child being acutely ill or developing 
a sudden fever while in care, manage the situation as an emergency, and ask the parent or nominated 
person to collect the child as soon as possible. Advise them to take the child to their doctor.  


• Ensure the child is well hydrated by offering the child small frequent amounts of cool water to drink 
until the child is collected by their parent, guardian or nominated person. 


• Ensure an injury or acute illness incident report form is completed for any situation where a child 
develops an acute illness or fever. 


Managing a child who has had a FEBRILE CONVULSION while in care: 


• In any circumstance when a child has had a convulsion (regardless of whether it is a febrile convulsion 
or a seizure due to another cause), and even if it stops, centre staff should immediately dial 000 for an 
ambulance and notify the parent or nominated person. 


• If emergency treatment or first aid is required for a child having a convulsion, administer first aid 
following either a doctor’s instructions, or the ambulance service’s instructions. 


Managing a child with ASTHMA: 


• Ensure families provide an Asthma Risk Minimisation Management/Medical Action Plan approved by 
their doctor, on enrolment and before the child begins at the centre. 


• Ensure Regulations and other guidelines are adhered to in respect of administering medication and 
treatment in emergencies, particularly parental or guardian written consent and a Medication 
Authority Form has been completed and signed.   


In any case where a child is having an acute asthmatic attack, the Approved Provider, Nominated 
Supervisor, Day-to-Day Supervisor should immediately: 
(Note: A wheeze may be audible. However, in a severe asthma attack there may be so little air movement 
that a wheeze may not be heard) 


• Administer first aid or emergency medical treatment according to either: 
o the child’s Asthma Management/Medical Plan, or,  
o a doctor’s instructions, or, 
o if a childcare staff member who has undergone training by an appropriate health or first aid 


organisation or a Registered Training Organisation in the management of an acute asthma 
attack is present in the centre at the time, the Asthma Action Plan or Asthma First Aid Plan as 
recommended by that training. 


• Dial 000 for an ambulance and notify the families in accordance with the Regulation and guidelines on 
emergency procedures. 


• Be aware of aspects of the indoor environment that may be triggers for asthma in children, which 
include: 


Asthma is a condition in which the bronchi (air tubes of the lungs) go into spasm and become narrower. 
Excess mucous is produced, causing the person to have difficulty breathing. Asthma is particularly common 
in children. 
Signs and symptoms 
The casualty may be: 


o unable to get air 
o progressively more anxious, short of breath, subdued or panicky 
o focused only on breathing 
o coughing, wheezing 
o blue around lips, earlobes, and fingertip 
o unconscious 


To provide effective care for a child with DIABETES: 
 It is necessary to form a partnership between the childcare staff and the child's family with responsibilities 
for both: 
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The Centre will ensure the following: 
The family, parent or guardian provides the Outlets Co-operative Neighbourhood House LTD with: 
•Details of the child's health problem, treatment, medications and allergies 
•Their doctor's name, address and phone number, and a phone number for contact in case of an 
emergency 
•A Diabetes Care Plan on enrolment and before the child attends the centre which should include: 


o when, how and how often the child is to have finger-prick or urinalysis glucose or ketone 
monitoring 


o what meals and snack are required including food content, amount and timing 
o what activities and exercise the child can or cannot do 


•A Diabetes Risk Minimisation Management/Medical Plan following enrolment and prior to the child 
starting at the centre which should include: 


o what symptoms and signs to look for that might indicate hypoglycaemia (low blood glucose) or 
hyperglycaemia (high blood glucose) 


o what action to take including emergency contacts for the child's doctor and family or -what first aid 
to give. 


•In any medical emergency involving a child with diabetes, the centre staff should immediately dial 000 for 
an ambulance and notify the family, administer first aid or emergency medical aid according to the child’s 
Diabetes First Aid or Emergency Medical Plan, or a doctor’s or ambulance service instructions 
•Ensure the family supplies all necessary glucose monitoring and management equipment. 
•Ensure the family and centre staff know that it is not the responsibility of the centre staff to administer a 
child's insulin, or to administer injections of glucose etc in an emergency.  
•Ensure the family understands that a child’s insulin should be administered before or after care in the 
centre.   
•Ensure there is a staff member who has been instructed to perform finger-prick blood glucose or urinalysis 
monitoring and knows what action to take if these are abnormal. 
•Ensure there are glucose foods or sweetened drinks readily available (to be bought in by family) to treat 
hypoglycemia (low blood glucose). 
 
A diabetic emergency may result from too much or too little insulin in the blood. There are 2 types of 
diabetic emergency – very low blood sugar (hypoglycemia, usually due to excessive insulin); or very high 
blood sugar (hyperglycemia, due to insufficient insulin). The more common emergency is hypoglycemia. 
This can result from too much insulin or other medication, not having eaten enough of the correct food, 
unaccustomed exercise or a missed meal. 
Signs and symptoms: 


o If caused by low blood sugar, the person may: 
o Feel dizzy, weak, trembly and hungry 
o Look pale and have a rapid pulse 
o Be sweating profusely 
o Be numb around lips and fingers 
o Appear confused or aggressive 
o Be unconscious 


If caused by high blood sugar, the person may: 
o Be excessively thirsty 
o Have a frequent need to urinate 
o Have hot dry skin, a rapid pulse, drowsiness 
o Have the smell of acetone (like nail polish remover) on the breath 
o Be unconscious 


TIP – If unsure whether attack is caused by low or high blood sugar, give a sweet (sugar-containing) drink. 
Do not use ‘diet’ soft drinks. This could save the person’s life, if blood sugar is low, and will not cause undue 
harm if blood sugar is high. 
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(e)To provide effective care for a child with EPILEPSY: 
The centre will ensure the following: 
•Ensure families provide information on the child’s health, medications, allergies, their doctor’s name, 
address, phone number, emergency contact names and phone numbers, and an Epilepsy 
Management/Medical Plan approved by their doctor, on enrolment and before to the child attending the 
service. 
•Ensure Regulation and other Guidelines are adhered to when administering medication and treatment in 
emergencies, and a Medication Form has been completed and signed.  
•In any circumstances when a child has had a convulsion and even if it stops, the MoC, Nominated 
Supervisor, Day-to-Day Supervisor will immediately dial 000 for an ambulance and notify the family  
•If emergency treatment is required for a child having a convulsion or an epileptic fit, administer first aid or 
medical aid according to the child’s Epilepsy Management/Medical Plan, or follow a doctor’s or ambulance 
service instructions 
 
Epilepsy is a disorder of the nervous system characterised by seizures. A seizure is not necessarily the result 
of epilepsy but can be caused by a head injury, high fever, brain tumor, poisoning, drug overdose, stroke, 
infection, or anything which severely impairs supply of oxygen or blood to the brain. The management of 
seizures is the same irrespective of the cause. People with epilepsy may be aware that they are about to 
have a seizure because of a brief sensation – a perceived sound, a smell, or a feeling of movement.  
 
Seizures range from a mild blackout (simple partial seizure) to sudden uncontrolled muscular spasms. A 
major seizure can come on very suddenly but seldom lasts longer than 2-3 minutes. After the seizure, the 
person may not remember what happened and may appear dazed and confused as well as sleepy or 
exhausted. 
Signs and symptoms: 
A person having an epileptic seizure may: 


o Suddenly cry out 
o Fall to the ground (sometimes resulting in injury) and lie rigid for a few seconds 
o Have a congested and blue face and neck 
o Have jerky, spasmodic muscular movements 
o Froth at the mouth 
o Bite the tongue 
o Lose control of bladder and bowel 


Management of an Epileptic Seizure 
o Call 000 
o During the convulsion: 
o Do not try to restrain the person. 
o Do not put anything in the mouth. 
o Protect person from obvious injury – remove any furniture/ objects. 
o Place something soft under head and shoulder 


 
(f) For incidents involving a DENTAL INCIDENT or Trauma 
To provide the best possible prevention and management of dental trauma in children, the childcare staff 
will ensure they: 
If a child sustains a dental injury (involving their first teeth) where the tooth is chipped or the whole tooth is 
knocked out: 
•Manage as an emergency, inform the parents/ family and complete an injury report form.  
•Do not reinsert the tooth back into the socket (first teeth are not usually placed back). 
•Gently rinse the tooth or tooth fragments in clean water to remove blood and place in a clean container or 
wrap in cling wrap to give to the parent or dentist. 
•Advise the family to seek dental advice as soon as possible and ensure they take the tooth/tooth 
fragments to the dentist with the child. 
 
 







  Outlets Co-operative Neighbourhood House LTD SE 00015784 


 
 11/02/2021 


Page 6 of 7 


 


If required to provide First Aid for a knocked out or chipped permanent tooth in an older child or adult: 
•Manage as an emergency, inform the parents/family and complete an injury report form  
•Gently rinse the tooth and tooth fragments in clean water for a few seconds to remove excess dirt and 
blood. 
•Handle the tooth by its crown (the white enamel top part of the tooth), not its root and be careful not to 
rub off the endothelial fragments on the root of the tooth as these are needed for the tooth to take if 
replaced by the dentist. 
•In an adult or older child who can be relied on not to swallow their tooth, it is preferable to replace the 
tooth back into the socket. (Be certain that the tooth is placed into the socket the correct way round, in its 
original position, using the other teeth next to it as a guide.) 
•Hold the tooth in place by gently biting on a clean handkerchief or gauze pad. 
•If unable to reinsert the tooth, get the person to hold the tooth inside the mouth next to the cheek or 
place the tooth in clean milk, sterile saline, or clean water. Place a firm pad of gauze over the socket and 
have the person bite gently on the gauze. 
•Seek dental advice as soon as possible and ensure the family takes the child to the dentist with the 
tooth/tooth fragments within 30 minutes, as the root endothelial layer begins to deteriorate after 30 
minutes. 
•If the tooth has been in contact with dirt or soil, advise the family as tetanus injection may be required 
and advise them to consult with both their dentist and doctor. 
 


(g) For incidents resulting in a serious or acute illness or accident.  
Both DESE CCCFR and QAR-DET (Vic) MUST be  notified 


•The definition of Serious Incident is defined in s49(4) of the Minister’s Rules. 
CCCFR DET Department of Education, Skills and Employment (CCCFR-C’wealth) must be notified of any 
serious incident that occurs or could have occurred. Form One Serious Incident Details - This form must be 
completed and sent to the Department within 24 hours after a serious incident involving a child being 
cared for or educated by the service occurs, or a circumstance occurs that could have resulted in a serious 
incident.  


• Email to CCCFRestricted@education.gov.au with “Serious Incident Notification” in subject line.  


B) As stipulated in regulation 40 (6) of the children’s service regulations the childcare staff will ensure the 
following: 
•A serious incident should be documented in an Incident, Injury, Trauma and Illness Record as soon as 
possible and within 24 hours of the incident. 
QAR -The Department of Education Training (DET) – Quality and Assessment Regulation Division (QAR) 
within 24 hours after the occurrence of either of these incidents. AEID phone 70051801 
DET  - Quality and Assessment Regulation Division.  


• Email to  – wmr.qar@education.vic.gov.au 


•The Approved Provider, MoC, Persons of Control must notify the secretary of Dept Human Services as 
soon as practicable of the death of a child whilst being cared for at Outlets, any incident involving an 
accident, injury or trauma to a child whilst being cared for by Outlets which required the attention of a 
registered practitioner or admission to a hospital.  
•If a child becomes acutely ill or injured in care the staff will Notify the family as soon as practically 
possible, request they or a responsible person nominated by the family, collect the chills as soon as possible 
and take to the child’s doctor.  
•Keep the child under adult supervision until the child’s family or a responsible person with consent arrives 
•Ensure confidentiality of any personal or health related information obtained by children’s centre staff or 
other staff member in relation to children, children’s parents and families. 
 


(h) In the occurrence of an Anaphylactic reaction please refer to and follow the Anaphylaxis policy. 
Individual management plans and checklist are provided for each child diagnosed, these need to be used 
accordingly with the anaphylaxis policy. 
 
 



mailto:wmr.qar@education.vic.gov.au
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4. Related documents and policies 
Children’s Service Act 1996 
Children’s Service Regulations 32/2020 
Medication Policy 
Anaphylaxis Policy, Management plan, Checklist 
Asthma Management plan 
Diabetes management plan 
Epilepsy management plan 
Children’s enrolment procedure 
Emergency policy and procedure 
Hygiene policy 
Excursion policy 
 


Attachments: Recording 


Attachments – Report templates:  Access Computer – Desktop… go to file… ‘Cc Serious Incidents’ 
The Report Template Form YOU NEED to complete denote an  ‘a’ in front of Title  
Recording/Reporting - aQAR Incident, Injury, Trauma and Illness record – Template  (Vic)-Interactive 


aCCCFR Serious Incident Notification Form – Template (CCCFR)- Interactive 
aOutlets Accident, Injury, Trauma and Illness -Template – Outlets Co-op 


Neighbourhood 


 


AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD  on 


21/5/2020    updated 8/4/2022 updated 27/7/2023 
 
REVIEW DATE:   23/05/2024   
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CRITICAL INCIDENT POLICY       (M) 


Mandatory – Quality Area 2 
 


PURPOSE  
Outlets Co-operative Neighbourhood House ltd understands that we need to plan and be prepared 
for all possibilities to ensure the health, safety and welfare of all the children we care for. 


 
SCOPE  
We have decided to implement a critical incident policy to ensure our Centre is able to operate 
effectively in the case of a critical incident. 
 


DEFINITION 
A ‘critical incident’ may be defined as any event which threatens severely to disrupt, in whole or in 
part, the functioning of the Centre or which carries the risk of significant adverse publicity (or both). 
There are substantial threats to the safety of individuals or reputation of the Centre; and the incident 
is likely to lead to the suspension of normal operations and it follows that a critical incident is likely to 
require the calling out of the emergency services 
 


POLICY  
This policy covers the actions to be taken in the event of a critical incident.   
Procedures 
 All incidents will be managed by the Director, Staff and Committee of Management and all staff will 
co-operate with any emergency services on the scene. An incident that requires evacuation will 
follow the Emergency Evacuation Plan. All incidents will be dealt with on an individual basis 
considering the effect on the safety, health and welfare of the children and staff. 
 
Background and Relevant Legislations/Standards 
Occupational Health and Safety Act 2004 
The Work Health and Safety Act (2011) 
Public Health and Wellbeing Act 2008 
Children and Young People Act 2008 
Information Privacy Act 2014 
 


Contacting parents  
The Approved Provider, Nominated Supervisor, Supervisor Day-to-Day  will ensure that this is done 
via phone and/or e-mail. Parents contact details will be stored securely within the Centre. 
 


Specific Incidents 
 We have identified several specific critical incidents and how we would respond to them if they 
should arise. These include:  


• Flood 


• Burglary 


• Abduction or threatened abduction of a child 


• Bomb threat/terrorism attack 


• Fire - please refer to the fire safety plan 


• Threats to Personal Safety 
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 Flood  
There is always a danger of flooding from adverse weather conditions or through the water/ central 
heating systems. We can ensure that we take care of all our water and heating systems through 
regular maintenance and checks to reduce the option of flooding in this way. If flooding occurs 
during the business day, a decision will be made based on the severity and location of flooding. In 
this instance children will be kept safe and parents will be notified immediately.  
 


Burglary  
All staff members follow a lock up procedure which ensures all doors are closed and locked before 
vacating the premises. 
 Alarm and CCTV systems are used and in operation during all hours the Centre is closed. On arrival in 
the morning, members of the team check the premises. 


• Firstly, our security company would notify the director immediately if alarm has been 
activated due to burglary. 


Should they discover that the Centre has been broken into they will follow the procedure below: 


• Contain the area to ensure no one enters until the police arrive. 


• Staff will direct parents and children to a separate area as they arrive. If all areas have been 
disturbed staff will follow police advice.  


• Staff will help the police with the enquiries, eg. by identifying items missing, areas of entry 
etc. 


• Director of the centre will speak to parents, reassure children, and direct enquires.  


• Safety procedures and directions whether to close centre will be directed by police and 
authorities if deemed ‘high level of risk and damage’. All parents will be notified 
immediately. 
 


Abduction or threatened abduction of a child  
As such we have procedures in place to ensure children are safe whilst within our care, this includes 
safety from abduction. Staff must always be vigilant and report any unknown persons accessing the 
childcare department, as we have various classes and services utilising the centre.  
 To minimise any risks by management has office facing the entrance of centre, to see who is always 
accessing service.  All CCTV cameras working in and outside the centre.  
Childcare entrance has security code. Parents are reminded on a regular basis not to allow anyone 
into the building whether they are known to them or not. Children will only be released into the care 
of a designated adult, refer to ‘collection of children policy’ for more details. 
If a member of staff witnesses an actual or potential abduction from the Centre the following 
procedures will be followed:  


o The staff member will notify the management team immediately and director will 
take control by contacting the police immediately. 


o The parent(s) will be contacted.  
o All other children will be kept safe and secure and calmed down where necessary. 
o The police will be given as many details as possible including details of the child, 


description of the abductor, car registration number if used, time and direction of 
travel if seen and any family situations that may impact on this abduction. 


Fire 
If a fire occurs at the centre, all staff will follow directions of our Fire Evacuation Plan.  
The management will follow the Emergency Evacuation plan to ensure the safety of all on the 
premises and will provide as much detail to the emergency services as possible. 
Exit plan is determined by location and severity of Fire. All children are to be guided by centre staff 
and management to appropriate and save exit location. Fire drills are practised annually, to ensure 
accuracy. Please refer to Emergency Evacuation Plan.  
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Bomb threat/terrorism attack 
 If a bomb threat is received at the Centre, the person taking the call will record all details given over 
the phone as soon as possible and raise the alarm as soon as the phone call is terminated. The 
management will follow the fire safety plan to ensure the safety of all on the premises and will 
provide as much detail to the emergency services as possible. 
 


Threats to Personal Safety  
Refer to Threats to Zero Tolerance Policy  
 


Recording and Reporting - Both DESE and State (Vic) to be notified 


Outlets director will compose an official report for centre records and to notify any appropriate 
authoritative persons/ governing bodies. This will also be distributed to inform committee of 
management and house patrons. 
 
Reporting: 
A serious incident should be documented in an Incident, Injury, Trauma and Illness Record as soon as 
possible and within 24 hours of the incident. 
The Department of Education Training (DET) – Quality and Assessment Regulation Division (QAR)  


within 24 hours after the occurrence of either of these incidents. AEID phone 70051801 


DET  - Quality and Assessment Regulation Division  – wmr.qar@education.vic.gov.au 


•The definition of Serious Incident is defined in s49(4) of the Minister’s Rules.  
DESE Department of Education, Skills and Employment (the Department) must be notified of any 
serious incident that occurs or could have occurred. Form One Serious Incident Details - This form 
must be completed and sent to the Department within 24 hours after a serious incident involving a 
child being cared for or educated by the service occurs, or a circumstance occurs that could have 
resulted in a serious incident. Email to CCCFRestricted@education.gov.au with “Serious Incident 
Notification” in subject line.  
 


Attachments: Recording/Templates to send 
Incident, Injury, Trauma and Illness record – interactive Template  (acecqa) 
CCCFR Incident Serious Incident Form – interactive Template (CCCFR) 
Incident, Accident and Illness -Child Template – Outlets Co-operative Neighbourhood 
EduSafe Plus ‘Critical Incident Notification Form – Template (Victoria) 


ATTACHMENTS 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on May 


2020 – Updated 11/05/2022, Updated 26/07/2023 due to incident 


REVIEW DATE:   23 /05/2024 



mailto:wmr.qar@education.vic.gov.au
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SLEEP AND RELAXATION POLICY      (M) 
Mandatory – Quality Area 2      CSReg Div.2 Reg.50 
 


POLICY 
To minimise the risk of SIDS and other sleeping accidents in babies/infants and children during rest/sleep 
whilst in care at Outlets Co-operative Neighbourhood House LTD follows the (Red Nose practices) 
We will ensure the child feels safe and secure in the childcare environment and consult with the families 
about their child’s individual needs at sleep/relaxation time. When a family’s beliefs and practices are in 
conflict with Red Nose we will not endorse an alternative practice unless we are provided with written 
advice from a medical practitioner. 
 


SCOPE 
This policy applies to the Approved Provider, Committee of Management, Nominated Supervisor, Day-to-
Day Supervisor, Staff responsible for the care of children whilst at Outlets, all volunteers and work/student 
placements involved with the sleep routines of children in care at Outlets Co-operative Neighbourhood 
House LTD. 
In meeting Outlets duty of care, it is a requirement that management and staff implement and adhere to 
the service’s Sleep and Relaxation Policy. Children S Reg 50 
 


Background  
Sudden Infant Death Syndrome, SIDS, means that babies die suddenly, without warning while they are 
asleep and where no cause can be found. 
Sids for kids have developed a safe sleeping program with recommendations which have been considered 
and used to compile this policy. SIDS is the most common cause of death in babies between one month 
and one year of age. Most babies who die of SIDS are under six months.  
More babies die of SIDS in winter than in summer.  
The risk of SIDS in babies over six months is extremely low.  
It is still not clear what causes SIDS. Some factors are thought to work together to reduce the risk of SIDS, 
but they may or may not help prevent any one SIDS death. 
Child care workers are responsible for the day-to-day care of many children, which includes time that 
these children spend asleep.  
Child care centres have a duty of care to ensure that all children in their centre are slept safely. 
Research has found that infants who are placed on the tummy to sleep for the first time are at a very high 
risk of SIDS.  
It is very important to ensure that everyone who cares for babies knows to put them on the back to sleep 
from birth. 
 


PROCEDURE 
The staff responsible for putting the children down for a rest or sleep will ensure they: 
They follow Red Nose Practices - SIDS and Kids website and Safe Sleeping Guidelines on reducing the risk of 
SIDS, to keep up to date with recommendations and research outcomes conducted.  


Bedding 
• Sleep area will be provided.  


• Blue Child mats with Sheet fitted and cover small sheet. 


• Cot (Portable) for babies and <18mths  or  as directed by Parent/family. 


• *Pram (baby capsule) as directed by Parents – approved by Centre  Child to be one-to-one supervision 


Put baby on their back to sleep, from birth. 
• Sleeping on the back reduces the risk of SIDS. The chance of babies dying from SIDS is greater if they 


sleep on their tummies or sides. 
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• Put baby on back to sleep, from birth, unless advised in writing to do otherwise by the infant’s medical 
practitioner. Healthy babies placed to sleep on the back are less likely to choke on vomit than tummy 
sleeping infants. 


• Older babies can turn over and move around the cot/mattress. Put them on their back but let them 
find their own sleeping position. The risk of SIDS in babies over six months is very low. 


Sleep baby with face uncovered. 
• Be careful the baby’s face and head stay uncovered during sleep as this decreases the risk of SIDS 


• A good way to do this is to put baby’s feet at the bottom of the cot so that baby can’t slip down under 
the blankets. You might decide not to use blankets at all and instead use a safe baby sleeping bag: one 
with fitted neck and armholes. 


When baby is put to sleep check that: 
• Baby is tucked in securely or is in a safe sleeping bag. 


• Cot bedding is not loose. 


• There are no quilts, doonas, duvets, pillows or cot bumpers in the cot. 


Cigarette smoke is bad for babies. 
• Infant exposure to cigarette smoke increases the risk of SIDS. Ensure that babies have smoke free 


environment at all times in the centre, in vehicles or while on excursions in any other location. 
 


Upon enrolment of a child or, on a daily basis, as required the staff responsible for the care of 
children shall ensure they: 
• Consult with families about their child’s individual needs and to be aware of the different values and 


parenting beliefs, cultural or otherwise that are associated with rest. 


• If a family’s beliefs and practices are in conflict with SIDS & Kids, then the service will not endorse an 
alternative practice, unless the service is provided with written advice from a medical practitioner. 


• Outlets has a duty of care to ensure that all children are provided with a high level of safety when 
resting or sleeping while in care. 


 


The primary safe resting and sleeping practices for children in care at this service are: 
• All children will be placed on their back to rest when first being settled for a rest. If a child turns onto 


their side or stomach during sleep, then allow them to find their own sleeping position. 


• All children will rest with their face uncovered. 


• Children’s rest environments are free from cigarette or tobacco smoke. 


• The rest environment, equipment and materials will be safe and free from hazards as detailed in the 
Hygiene Policy. 


• Staff/careers monitor resting children at regular intervals and supervise the rest environment as per 
licensing regulations/best practice standards. 


• Light bedding is the preferred option, which must be tucked in to prevent the baby from pulling bed 
linen over their head. 


• Sleeping bags if used must be provided by family and be designed with a fitted neck and arm holes. 
Sleeping bags should not have a hood. 


• At no time will a baby’s face be covered with bed linen. 


• To prevent a baby from wriggling down under bed linen, they will be placed with their feet closest to 
the bottom end of the cot/mattress. 


 


To prevent serious sleep/rest accidents, the staff responsible for the children shall ensure: 
• All children who are resting/sleeping will be supervised by staff/careers.  


• Students or volunteers will not be left unsupervised when settling children for a rest. 


• All children who have fallen asleep in the service will be monitored regularly within the time frame of 
10-15min 


 


The staff responsible for settling children for rest/sleep will follow the below practices for 
resting children. These make up the general best practice standards.  
• meet the individual needs of children; 
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• maintain health and safety practices; 


• minimise any distress or discomfort; 


• acknowledge children’s emotions, feelings and fears; 


• avoid using settling and resting practices as a behaviour guidance strategy because the child begins to 


relate the rest environment, which should be calm and secure  


• understand that young children (especially from 0 to 3 years of age) settle confidently when they have 
formed bonds with familiar and trusted staff/careers. Services should prioritise their staffing needs 
with individuals who are familiar with the young children in care before using relief staff whom 
children may not know. 
 


Provision and maintenance of rest and sleep equipment and environment: 
• Outlets childcare staff will carry out a safety check of the resting environments, equipment and/or 


aids, on a daily basis. If staff/careers identify any hazards they will notify the Approved Provider/CEO 
immediately. 


• Hanging cords or strings from blinds, curtains, mobiles or electrical appliances must be tied away from 
cots or mattresses to prevent a child from choking or hanging. 


• The service does not permit the use of hot water bottles, electric blankets or heated wheat bags in 
children’s bedding or on mattresses. These items present a risk of children either being scalded or 
developing hyperthermia (overheating). 


 


If Cots or portable cots are ever used for rest/sleep time the Responsible person for their 
purchase or use shall ensure: 
The following information is directly referenced to:  SIDS & Kids. (2005c)  
• All new and second-hand cots sold in Australia must meet the Australian Standards for Cots and be 


labelled AS 2172. Cots that are not labelled with the Australian Standards will not be used by the 
service. 


• Staff/careers will ensure that all cots are placed in area that is a safe distance from heaters, electrical 
appliances and hanging cords or string. 


• Staff/careers will not place an extra mattress or padding under or over the manufacturer’s cot 
mattress. 


• Staff/careers will look for the following hazard signs: 


• loose or broken parts; 


• missing or loose knobs, screws or sharp catches; 


• peeling, cracking paint or splintered wood; and 


• any design flaw that reduces the safety of the cot. For example, missing or broken safety latches to 
sides. 


 


Mattresses are the main bedding base used for rest/sleep time for children in care at Outlets, 
the centre will ensure the following: 
•The Hygiene policy will be always adhered to in conjunction with the above sleep and relaxation 
procedures 
 


If Prams or strollers are used for rest/sleep time the following practice will be followed: 
• Children will be restrained by using the fitted restraints at all times when in a pram or stroller, this 


includes resting or sleeping. A five-point restraint (defined as: straps over each shoulder, a waist belt 


and a crotch strap between the legs that all meet and are secured)  


• Staff/careers will restrain children correctly as directed by the manufacturer. 


• Loose restraints are a safety risk and may lead to choking or hanging.  


• Children are not left unattended in prams or strollers. 


• Staff/careers will not overload the handles of prams or strollers with bags (or other materials) as this 


may force the pram or stroller to flip backwards due to the difference in weight distribution. 
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• Prams or strollers should not be used to restrain children as part of the service’s behaviour guidance 


procedures. 


• Children will be visible to staff at all times and not be visually obscured in any way/form 


• Staff/careers should assess whether prams/strollers are appropriate for older babies or toddlers as this 
may presents a safety risk. sleep mats will be the first option for toddlers if viable 
 


The following Rest and sleep times will form the general basis for designated sleep time, yet the 
following practices will be adhered to: 
• Outlets childcare service encourages flexible resting period for babies and younger toddlers in 


accordance with parent/guardian input. 


• A designated rest/sleep period will occur after lunch for older toddlers and pre schoolers if they still 
require this time. 


• Quiet activities are set up for those children not requiring a sleep that will remain stimulating in 
accordance with the childcare program. 


• Individual resting needs of children will be identified by considering an example of some of the 
following, when a child is unwell, taking medication, after immunisation, stress or a change in sleep 
patterns 


 


The following will be considered and avoided when allocating a safe place for rest/sleep 
• Soft sleeping places where a toddler or baby’s face may get covered  


• Remove dangling cords or string, as these could get caught around baby’s neck. 


• Keep heaters and electrical appliances well away to avoid the risk of overheating, burns or 
electrocution, and keep them away from mobiles, curtains, or other flammable materials. 


• Don’t have wall mounted heaters in close proximity to where children or infants sleep. 


• Don’t use electric blankets, hot water bottles or wheat bags for babies or young children. •A baby who 
becomes too hot has an increased risk of SIDS. 


• Always do up the restraints when baby is in pram, stroller or bouncer or any other baby/toddler 
equipment. It can be dangerous if baby becomes tangled in loose restraints. 


• Make sure that the footrest on the stroller is strong and secure. A weak footrest may give way and 
cause baby to become trapped. 


• Ensure that nothing is obscuring staff visibility and supervision. 
 


Related documents and policies 
Children’s Service  Act (Vic) 1996 
Children’s service Regulations (Vic) 32/2020 Reg.50 
Child Safe Environment Policy 
Child Enrolment procedure 
Sids for kids brochure “Safe Sleeping”, lullabies aren’t the only thing you need to know to put your baby to 
sleep (Red Nose Practices)   www.sidsandkids.org 
Parent Information Handbook 
Duty of Care 
OHS Policy 
Hygiene Policy 
Childcare room program 
Routine  
Safety Checks 
Risk management 
 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on 
22/05/2020 
REVIEW DATE:   23/05/2023 



http://www.sidsandkids.org/




image31.emf
Safe Road  Transport and Road Safety.pdf


Safe Road Transport and Road Safety.pdf


  Outlets Co-operative Neighbourhood House LTD SE 00015784 


 


 Page 1 of 10 


 


 


SAFE ROAD TRANSPORT AND ROAD SAFETY POLICY      (BP) 
Mandatory – Quality Area 2  
 


POLICY 
This policy was developed by Early Learning Association Australia in consultation with VicRoads and the 
early childhood sector as part of the VicRoads Starting Out Safely program.  
Outlets Co-operative Neighbourhood House LTD does not enter in transporting child/ren, though in the 
event that this may happen/occur, this policy has been adopted. – refer to Attachments 
Outlets as an Approved Service following the Child Care Subsidy Minister’s Rules 2017, Rule 49(2) 
Commitment to high quality child care  


• (2) The provider must, in the opinion of the Secretary, be equipped to provide high quality child care at 
the service appropriate to the needs of families and the community having regard to the provider’s 
ability and commitment to:  


 


PURPOSE  
To provide evidence-based guidelines and procedures to ensure that all children attending Outlets Co-
operative Neighbourhood House LTD are:  


• adequately supervised at all times, including on excursions and regular outings  


• kept safe while travelling as pedestrians or passengers in a vehicle  


• able to participate in road safety education to assist them in being and becoming safe and responsible 
road users.  


• ensure reasonable precautions are taken to protect children from harm or injury and any hazard likely 
to cause harm or injury; and 


VALUES  
Outlets Co-operative Neighbourhood House LTD is committed to the Guiding Principles of the National 
Quality Framework, and also to:  


• the rights of children to travel safely as passengers and pedestrians  


• the rights of children to be active citizens in the community  


• the role of parents/guardians and families as children’s first and most influential teachers  


• an evidence-based approach in the provision of road safety education and practice.  
 


SCOPE  
This policy applies to the Approved Provider, Nominated Supervisor, Certified Supervisor, educators, staff, 
students on placement, parents/guardians, children and others attending Outlets Co-operative 
Neighbourhood House LTD , including during excursions and regular outings. Bus drivers who are engaged 
under Outlets Co-operative Neighbour House LTD. 
 


BACKGROUND AND LEGISLATION  
Road trauma is one of the leading causes of death among young Australians1 . Young children are at risk as 
passengers in motor vehicles, as pedestrians and as cyclists. They are particularly vulnerable because of 
their small size and the fact that their cognitive and perceptual skills are still developing.  
Road safety education can help to reduce the risk of serious injury and death among young children by 
assisting them to develop skills, knowledge and behaviour about the safe use of roads.  
Working collaboratively with families to help children become safe and responsible road users aligns with 
the learning outcomes of the Early Years Learning Framework (EYLF).  
 
Very high participation rates in early childhood education programs in Victoria enables service providers 
and educators to contribute to making children safer road users by: 


• embedding road safety education in the curriculum in line with the National Practices for Early 
Childhood Road Safety Education (refer to Attachment 1)  


• adopting safe transport practices when children are participating in excursions or outings 
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• informing and encouraging parents/guardians to be proactive road safety role models for their children 
by adopting and promoting safe road user behaviours. 


 


Under the Education and Care Services National Law Act 2010 (Section 167), early childhood services are 
required to protect children from harm and hazards likely to cause injury. With the introduction of the 
National Quality Standard (NQS), all early childhood services may now be assessed on how road safety 
education and active transport initiatives are incorporated into the program (refer to Attachment 2).  
Service providers and educators can achieve best practice in their programs by: 


• adopting the safest possible behaviours when transporting children for excursions and outings  


• promoting and adopting the safest pedestrian behaviours  


• ensuring that road safety education is delivered in accordance with the National Practices for Early 
Childhood Road Safety Education (refer to Attachment 1) 


 


Legislation and standards  
Relevant legislation and standards include but are not limited to:  
Acts  


• Charter of Human Rights and Responsibilities Act 2006 (Vic)  


• Children’s Services (VIC) Act 


• Child Wellbeing and Safety Act 2005 (Vic) – Part 2: Principles for Children  


• Children Youth and Families Act 2005 (Vic)  


• Competition and Consumer Act 2010 (Cwth)  


• Education and Care Services National Law Act 2010: Section 167  


• Road Safety Act 1986  
Regulations  


• Children’s Services (VIC) Regulations 32/2020 


• Education and Care Services National Regulations 2011: Regulations 99, 100, 101, 102, 159, 160, 161  


• Road Safety (Drivers) Regulations 2009  


• Road Safety (General) Regulations 2009  


• Road Safety (Vehicles) Regulations 2009 Rules • Road Safety Road Rules 2009 (Vic)  
Rules 


• Child Care Subsidy Minister’s Rules 2017 49(2) 
 


1 Australian Institute of Health and Welfare (AIHW) (2012) A picture of Australia’s children 2012 (Cat. No 
PHE167). Canberra, Australia: AIHW. 
 


Standards  


• AS/NZS 1754 Australian/New Zealand Standard: Child restraint systems for use in motor vehicles  


• AS/NZS 4370 Australian/New Zealand Standard: Restraint of children with disabilities, or medical 
conditions, in motor vehicles  


• AS/NZS 8005 Australian/New Zealand Standard: Accessories for child restraints for use in motor 
vehicles  


• AS/NZS 2063 Australian/New Zealand Standard: Bicycle helmets  


• National Quality Standard (refer to Attachment 2 for road safety links to the NQS)  
o Quality Area 2: Children’s Health and Safety 
o Quality Area 6: Collaborative Partnerships with Families and Communities  


Notices 


• Competition and Consumer Act 2010 – Consumer Protection Notice – Safety standard: Child restraint 
systems for use in motor vehicles 


• Victorian Government Gazette, Approval of Child Restraints, Booster Seats and Child Safety 
Harnesses  
 


The most current amendments to listed legislation can be found at:  


• Victorian Legislation – Victorian Law Today: http://www.legislation.vic.gov.au  


• Commonwealth Legislation – ComLaw: http://comlaw.gov.au 



http://www.legislation.vic.gov.au/

http://comlaw.gov.au/
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4. DEFINITIONS  
The terms defined in this section relate specifically to this policy.  
Adequate supervision: Supervision entails all children (individuals and groups) in all areas of the service, 
being in sight and/or hearing of an educator at all times including during toileting, sleep, rest and transition 
routines.  
Services are required to comply with the legislative requirements for educator to-child ratios at all times. 
Supervision contributes to protecting children from hazards that may emerge in play, including hazards 
created by the equipment used.  
Adequate supervision refers to constant, active and diligent supervision of every child at the service. 
Adequate supervision requires that educators are always in a position to observe each child, respond to 
individual needs, and immediately intervene if necessary.  
Variables affecting supervision levels include:  


• number, age and abilities of children  


• number and positioning of educators  


• current activity of each child  


• areas in which the children are engaged in an activity (visibility and accessibility) 


• developmental profile of each child and of the group of children  


• experience, knowledge and skill of each educator  


• need for educators to move between areas (effective communication strategies). 
 


Approved Provider: An individual or organisation that has completed an application form and been 
approved by the Regulatory Authority as fit and proper (in accordance with Sections 12, 13 and 14 of the 
National Law) to operate one or more education and care services. 
Where the applicant is an organisation, each person with management and control of that organisation 
must complete a separate application form. (Note: Under the Education and Care Services National Law Act 
2010, Section 5,  
Definitions: “person with management or control, in relation to an education and care service, means – (b) 
if the provider of the service is an eligible association, each member of the executive committee of the 
association who has the responsibility, alone or with others, for managing the delivery of the education and 
care service”. 
Attendance record: Kept by the service to record details of each child attending the service including name, 
date and time of arrival and departure, signature of person delivering and collecting the child or of the 
Nominated Supervisor or educator (Regulation 158(1)).  
Authorised nominee: A person who has been given written authority by the parents/guardians of a child to 
collect that child from the education and care service. These details will be on the child’s enrolment form.  
Duty of care: A common law concept that refers to the responsibilities of organisations to provide people 
with an adequate level of protection against harm and all reasonably foreseeable risk of injury.  
Informed consent: (In relation to this policy) a written agreement to do something or to allow something to 
happen, only after all the relevant facts, including the alternatives and the possible consequences of the 
action/s, are known.  
Nominated Supervisor: A person who is a Certified Supervisor and has been nominated by the Approved 
Provider of the service under Part 3 of the Act to be the Nominated Supervisor of that service, and who has 
consented to that nomination. The Nominated Supervisor has day-to-day responsibility for the service in 
accordance with the National Regulations. All services must have a Nominated Supervisor.  
Risk assessment: A risk assessment must be carried out in accordance with Regulation 101. ACECQA 
provides a sample Excursion Risk Management Plan.  
Details of the safest route for travel, type of vehicle and required restraints can be included under Method 
of transport, including proposed route. The plan can be downloaded at: 
http://www.acecqa.gov.au/library   
 
 



http://www.acecqa.gov.au/library
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SOURCES AND RELATED POLICIES  
Sources  


• Early Learning Association Australia: www.elaa.org.au  


• Road Safety Education Victoria: www.roadsafetyeducation.vic.gov.au  


• VicRoads: www.vicroads.vic.gov.au  
 
Service policies  


• Acceptance and Refusal of Authorisations Policy  


• Child Safe Environment Policy  


• Curriculum Development Policy  


• Delivery and Collection of Children Policy  


• Excursions and Service Events Policy  


• Incident, Injury, Trauma and Illness Policy  


• Inclusion and Equity Policy  


• Occupational Health and Safety Policy  


• Supervision of Children Policy  
 


PROCEDURES  
The Approved Provider is responsible for: 


• ensuring that educators/staff only allow a child to participate in an excursion with the written 
authorisation of a parent/guardian or authorised nominee including details required under Regulation 
102(4). If the excursion is a regular outing, the authorisation is required to be obtained once every 12 
months and kept with the child’s enrolment record (refer to Excursions and Service Events Policy)  


• ensuring that record of all attending outing, excursion written and signed in electronically Kiosk iPad 


• ensuring that a written risk assessment (refer to Definitions) is undertaken prior to conducting 
excursions, including details of the safest route for travel and safety aspects for the chosen mode of 
transport eg. motor vehicle, bus, train and tram  


• ensuring that all children are adequately supervised (refer to Definitions) at all times, including while 
on excursions and regular outings  


• ensuring that road safety education, based on the National Practices for Early Childhood Road Safety 
Education (refer to Attachment 1), is provided  


• ensuring that all children attending the service are included in road safety education (refer to Inclusion 
and Equity Policy)  


• ensuring that educators and staff have access to regular professional development/training in road 
safety and are kept up to date with current legislation, regulations, rules, standards and best practice 
information  


• ensuring that parents/guardians and visitors to the service are provided with location-specific road 
safety information (eg. details about where to park safely when delivering and collecting children and 
local area speed limits etc.)  


• ensuring that parents/guardians are provided with general road safety information about transporting 
children to and from the service (which might include using the ‘safety door’ (the rear kerbside door), 
driveway safety, child restraint information and role modelling safe road use)  


• ensuring parents/guardians have access to this policy and its attachments In relation to the safe 
transportation of children:  


• ensuring that buses hired for use on excursions have seatbelts fitted, and that these are correctly used 
by all children, staff and volunteers for the entire trip  


• ensuring that appropriate procedures are followed in the event of a vehicle crash or transport related 
injury involving any children, staff or volunteers from the service (refer to Incident, Injury, Trauma and 
Illness Policy)  


• developing procedures for educators/staff to follow where a child is observed being transported to or 
from the premises in an unsafe manner (refer to Attachment 3 for a sample procedure) 
 



http://www.elaa.org.au/

http://www.roadsafetyeducation.vic.gov.au/

http://www.vicroads.vic.gov.au/
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Under duty of care obligations, services must develop appropriate procedures to guide educators and 
other staff to address situations where a child is observed to be at risk while being transported to or from 
the early childhood service. This may include instances where a child is observed to be travelling 
unrestrained, in an inappropriate restraint, riding a bicycle or wheeled toy without a helmet, or instances 
where a parent/guardian is in an unfit state to drive due to intoxication or impairment. 
The Nominated Supervisor is responsible for:  


• ensuring that educators/staff only allow a child to participate in an excursion with the written 
authorisation of a parent/guardian or authorised nominee including details required under Regulation 
102(4). If the excursion is a regular outing, the authorisation is required to be obtained once every 12 
months and kept with the child’s enrolment record (refer to Excursions and Service Events Policy)  


• ensuring that educators undertake a written risk assessment (refer to Definitions) prior to conducting 
excursions, including details of the safest route for travel and type of vehicle to be used etc.  


• ensuring that educators adequately supervise (refer to Definitions) children at all times, including while 
on excursions and regular outings  


• ensuring that the Educational Leader embeds road safety education in the curriculum, based on the 
National Practices for Early Childhood Road Safety Education (refer to Attachment 1)  


• organising professional development/training for educators and staff on road safety topics, including 
vehicle and driveway safety, current legislation, regulations, rules, standards and best practice 
information  


• providing educators with access to a broad range of resources to support road safety education  
In relation to the safe transportation of children:  


• ensuring that buses hired for excursions have seatbelts fitted, and that these are correctly used by all 
children, staff and volunteers for the entire trip viii. ensuring that educators follow appropriate 
procedures in the event of a vehicle crash or transport-related injury involving children, staff or 
volunteers (refer to Incident, Injury, Trauma and Illness Policy)  


• ensuring that educators provide parents/guardians with appropriate information about road safety  


• ensuring that educators follow the service’s procedures and exercise duty of care if a child is observed 
to be at risk while being transported to or from the service (refer to Attachment 3).  


• Ensuring educators do not transport children in their own vehicles.  
 
Certified Supervisors and other educators are responsible for:  


• allowing a child to participate in an excursion only with the written authorisation of a parent/guardian 
or authorised nominee. For a regular outing, this authorisation is required every 12 months 


• checking that parents/guardians or authorised nominees sign and date permission forms prior to an 
excursion iii. undertaking a written risk assessment (refer to Definitions) prior to conducting 
excursions, including details of the safest route for travel and the type of vehicle used  


• providing adequate supervision (refer to Definitions) of children at all times including while on 
excursions and regular outings  


• providing parents/guardians and visitors to the service with location-specific road safety information 
(eg. details about where to park when delivering and collecting children and local area speed limits 
etc.)  


• providing parents/guardians with general road safety information about transporting children to and 
from the service (which might include using the ‘safety door’ (the rear kerbside door), driveway safety, 
child restraint information and role modelling safe road use)  


• delivering road safety education that is based on the National Practices For Early Childhood Road 
Safety Education (refer to Attachment 1)  


• including all children attending the service in road safety education (refer to Inclusion and Equity 
Policy)  


• undertaking regular professional development/training in road safety and keeping up to date with 
current legislation, regulations, rules, standards and best practice information  


• using a broad range of resources to support the delivery of road safety education  
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In relation to the safe transportation of children:  


• ensuring that only buses fitted with seatbelts are hired for excursions and that these are correctly used 
by all children, staff and volunteers for the entire trip 


• ensuring a staff member or nominated supervisor, who is not the driver, accounts for and makes a 
record of children as they get in or out of a vehicle at a service  


• ensuring records are made confirming a completed check of the inside of a vehicle at the service, after 
all children have left to ensure no children remain.  


• following appropriate procedures in the event of a vehicle crash involving children, staff and others 
from the service (refer to Incident, Injury, Trauma and Illness Policy) including notifying the Nominated 
Supervisor and Approved Provider as soon as possible after the event xiii. providing appropriate 
information to parents/guardians about road safety  


• following duty of care procedures in instances where a child is observed to be at risk while being 
transported to or from the premises (refer to Attachment 3) 


• never transport children in their own vehicles. 
 
Parents/guardians are responsible for:  


• signing and dating permission forms prior to excursions and regular outings  


• ensuring that their child travels in a restraint suitable for their age/size when arriving at or departing 
from the service  


• being aware of all location-specific and general road safety requirements including details about where 
to park to deliver and collect children, observing speed limits in the vicinity of the service, using the 
‘safety door’ (the rear kerbside door), driveway safety and role modelling safe road use iv. 
communicating any issues or concerns relating to their child’s safety or wellbeing to the early 
childhood service  


• being aware of this policy and of the service’s procedures relating to the safe transportation of children 
to and from the service.  


 
Students, while at the service, are responsible for following this policy and its procedures. 
 


EVALUATION  
In order to assess whether the values and purposes of the policy have been achieved, the Approved 
Provider will:  


• regularly seek feedback from parents/guardians, children, educators, management and all 
affected by the policy regarding its effectiveness  


• monitor the implementation, compliance, complaints and incidents in relation to this policy  


• keep the policy up to date with current legislation, research, policy and best practice  


• revise the policy and procedures as part of the service’s policy review cycle, or as required  


• notify parents/guardians at least 14 days before making any changes to this policy or its 
procedures (this is a requirement under Regulation 172 of the National Regulations for policies 
mandated by law and would be considered best practice for all policies and procedures).  


 


ATTACHMENTS  
• Attachment 1: National Practices for Early Childhood Road Safety Education  


• Attachment 2: National Quality Standard linkages to road safety  


• Attachment 3: Procedure when a child is observed to be at risk of harm while being 
transported to or from an early childhood premises  


 


ACKNOWLEDGEMENT  
This policy was developed by Early Learning Association Australia in consultation with VicRoads and the 
early childhood sector as part of the VicRoads Starting Out Safely program. 
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AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on 
September 2014, September 2019, September 2020 
 


REVIEW DATE:  23/05/2023    UPDATED: 20/3/2023 
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ATTACHMENT 1  
National Practices for Early Childhood Road Safety Education  
 
The National Practices for Early Childhood Road Safety Education have been developed by 
early childhood education and road safety experts across Australia and New Zealand.  
 
The eight national practices are based on research and are aligned with the Early Years 
Learning Framework.  


1. Holistic approaches: Recognise that children’s learning is integrated and 
interconnected when making curriculum decisions about road safety education.  


2. Responsiveness to children: Deliver road safety education which is responsive to 
individual children and extends children’s strengths, knowledge and interests.  


3. Learning through play: Through play-based learning seek opportunities to 
address road safety in a way that expands children’s thinking and encourages 
problem solving.  


4. Intentional teaching: Engage in intentional teaching which extends and expands 
children’s learning about road safety.  


5. Learning environments: Provide opportunities in the learning environment, 
including the local community, for safe and meaningful interaction with children, 
parents and carers about road safety.  


6. Cultural competence: Implement road safety education that is culturally relevant 
for the diversity of children, their families and the community.  


7. Continuity of learning and transitions: Use the opportunity of transitions, in 
active partnership with children, families and the local community, for road safety 
education.  


8. Assessment for learning: Together with children and families, reflect on each 
child’s learning and application of road safety to plan for future learning. 


 
 
The National Practices guide Early Childhood Educators and policy makers to develop, 
implement and evaluate evidence-based road safety programs that support children’s and 
families learning about road safety. Refer to: 
http://roadsafetyeducation.vic.gov.au/resources/early-childhood.html  
 


  



http://roadsafetyeducation.vic.gov.au/resources/early-childhood.html
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ATTACHMENT 2 
 
National Quality Standard linkages to road safety  
 
This document provides extracts from the NQS (National Quality Standards) that relate to road safety 
and must be read in conjunction with the NQS. Quality area 2: Children’s health and safety  
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ATTACHMENT 3  
 


Outlets Co-operative Neighbourhood House LTD- procedure when a child is observed to be at risk of 
harm, while being transported to or from an early childhood premises 


 


Service providers have a duty of care to ensure the safety of children is paramount.  
Service providers must also comply with their obligations under state or territory child protection laws.  
Where a parent/guardian or authorised supervisor/nominee (refer to Definitions) is observed not using a 
child restraint, using the wrong child restraint, using a child restraint inappropriately or engaging in other 
unsafe behaviours such as parking illegally or not using a bicycle helmet, the early childhood educator 
should:  


• talk with the parent/guardian/authorised nominee about the importance of safe transport 
procedures, including the correct use of child restraints and/or relevant road safety behaviours  


• provide/refer the parent/guardian/authorised nominee to relevant information regarding safe 
transport  


• inform the Nominated Supervisor or Approved Provider (where relevant).  
 


If the parent/guardian or authorised nominee persists with unsafe road use behaviours, the early childhood 
educator must notify the Nominated Supervisor or Approved Provider, who should:  


• contact the parent/guardian/authorised nominee directly and discuss the importance of child 
restraint use and/or safe road user behaviour, including legal requirements and implications  


• provide the parent/guardian/authorised nominee with a copy of the Road Safety and Safe 
Transport Policy  


• offer/provide assistance to the parent/guardian/authorised nominee with the 
choice/purchase/installation/fitment of the correct restraint or bicycle helmet for their child  


• follow up with the parent/guardian/authorised nominee, where required, to ensure that they have 
the most appropriate restraint for their child and that it is being used correctly.  


 
If a parent/guardian or authorised nominee appears to be impaired or intoxicated when arriving to collect 
their child, the Early Childhood Educator, Day-to-Day Supervisor should:  


• encourage the parent/guardian or authorised nominee to use an alternative form of transport or 
contact another authorised person to collect the child. If the parent/guardian or authorised 
nominee is not willing to use an alternative form of transport, the educator cannot prevent the 
parent/guardian or authorised nominee from taking the child  


• notify the police and/or child protection authorities immediately if the educator is of the opinion 
that the child may not be safe in the care of the parent/guardian or authorised nominee 
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CURRICULUM DEVELOPMENT POLICY    (BP) 
Mandatory – Quality Area 1      CS Reg Part 4 – Div 1 


POLICY 
Outlets Co-operative Neighbourhood House LTD program design to give growth and cultural development for 
Children aged 0-6years. Ensuring the child’s developmental needs are met, paying particular attention to the 
interest and experiences of each child and the sensitive needs of the individual. 
 


SCOPE 
This Policy and procedure apply to Approved Provider, Nominated Supervisor, Childcare Educators, 
Placements, Work Experience, Volunteers and Parents/guardians. 
 


PROCEDURE 
To develop a program that is reflective to the child’s environment, being inclusive to all. 
To follow Outlets Co-operative Neighbourhood House LTD Programme Planning Goals 
To encourage input for families, parents, guardians and the children 
In programming to bring in resources and 3rd parties to assist in inclusion when required 
Program is Play Based, with Musical, environmental, cultural, health, wellbeing and belonging imbedded 
 


IMPLEMENTATION 
Outlets Co-operative Neighbourhood House LTD program planning goals; 


• For children to experience a program that stimulates learning across all areas of development and 
demonstrates respect for each individual child’s needs. 


• For children to participate in planned and spontaneous creative music, dance, movement and drama. 


• For children to participate in the program, equally by ensuring children of both genders and abilities 
have equal access to all of the activities and equipment provided. 


• For the program to promote to children the importance of showing acceptance of different and 
diverse cultural practices by developing children’s knowledge of the customs, and celebrations of 
cultural groups. 


• For all children to actively participate in a wide range of learning experiences that are challenging, 
meet individual special needs and reflect an anti-bias approach. 


• For the program to reflect the vision and learning outcomes of the national Early Years Learning 
Framework and Victorian Early Years Developmental Learning Framework.  


*Sense of Identity  *Connections with their World  *A Strong Sense of Well Being *Confidence and 
involvement in their Learning  *Effective Communication Skills 


• For staff to ensure that the program planning practices are evaluated on an ongoing basis to ensure 
that our programs are of best practice. 


• For parents to be encouraged to contribute to the overall development of each child’s experience 
within the program. 


• To promote health and hygiene within the program in a fun and pleasant manner. 


• For transition times including mealtimes, sleep times, toileting, and nappy changing times to be used 
as learning experiences as well as relaxed social times for both the staff and children. 


 


Reflection/review 
Play based Fortnightly Program – A3 Reflection book completed and displayed for Parents 
Photos of children through out day recorded and sent to Parents 
 
ATTACHMENTS 
Outlets Co-operative Neighbourhood House LTD Program Planning Cycle 
 
AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on  


REVIEW DATE:    23/05/2023 
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SUN PROTECTION POLICY       (M) 
Mandatory – Quality Area 2 
 


POLICY 
The aim of this policy is inline and accredited with SunSmart standards to: 
Ensure that children, staff and patrons that utilize the centre are protected from damaging levels of 
ultraviolet (UV) radiation from the sun. 
This policy outlines what our service does to ensure and protect from the overexposure to ultraviolet 
radiation from the sun. 


• To raise community awareness and communication to the damaging effects and risk from 


overexposure to ultraviolet radiation from the sun. 


• To assist children in developing a responsible awareness, healthy behavior and lifelong attitude 


toward protection from the sun’s ultraviolet radiation. 


SCOPE 
This policy applies when planning or undertaking any event or activity outdoors from mid-August 
until the end of April and whenever the UV index level reaches 3 and above.  
Particular care should be taken between the hours of 10am and 3pm when the UV index levels reach 
their peak. 
This policy applies to all staff, parents/guardians, children, Committee of management, volunteers 
and other person relevant to the centre, including visiting specialist and placements 
 
Background and Relevant Legislations 


• Whenever UV index levels reach 3 (moderate) and above sun protection is required. At that level, 
UV radiation can damage the skin and lead to skin cancer.  


• In Victoria, average UV Index levels are 3 and above for most of the day from mid-August to the 
end of April reaching their peak between 10am – 3pm. 


• Australia has the highest rate of skin cancer in the world. 


• Young children and babies are at particular risk of sunburn and skin damage due to their 
sensitive skin. 


• The National Childcare Accreditation Council Quality Improvement and Accreditation Systems 
require all childcare services to have a sun protection policy in place. 


• Early Childhood services have a Duty of Care and responsibility to implement skin cancer 
prevention strategies for children and staff health. 


• Children’s Services Guidelines 


• Occupational Health and Safety Act 2004 


• Children Services Act 1996 


• Sun Smart Standards 
 


DEFINITIONS 
Duty of Care – This refers to the need to protect children against foreseeable harm 
Protective – Serving to protect 
Ultraviolet radiation – invisible rays that come from the sun. Ultraviolet radiation can damage the 
skin and cause melanoma and other types of skin cancer. Commonly referred to as “UV Rays”, consist 
of both UVA and UVB rays from the sun. Without proper protection, UV rays can lead to various eye 
conditions and damage. 
Physical environment – In this policy refers to the environment in which is outdoors used. 
Broad Spectrum – broad-spectrum sunscreens contain products to block both UVA and UVB rays. 
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PROCEDURES 
The Approved Provider, Nominated Supervisor and/or MoC of the centre shall ensure that: 


• Their Duty of care is met in relation to staff and children at the service by implementing and 
following the implemented skin cancer prevention strategies. 


• A safe working environment in accordance with Occupational Health and Safety Act is 
provided. 


• The physical environment contains sufficient shade and the availability of shade whilst on 
excursions is considered in staff planning. 


• That staff, parents/guardians are aware of this policy and the enforced Sun Smart 
recommendations in relation to appropriate attire and preventative measures. 


• That staff, parents/guardians are aware of the consequences if the appropriate attire and 
preventive measures are not followed. 


• The Committee of Management and staff monitor and review the effectiveness of the sun 
protection policy and revise as required. 


• Reminders are placed in the Newsletter on regular intervals throughout the year and posters 
and signage is displayed throughout the centre. 


• Sunscreen is available for staff and children to use between the months of mid-August to 
May. 


 
The staff responsible for the care of the children at the centre shall ensure: 
1. They act as a responsible role model by wearing sun protective hats, clothing and sunglasses, 


apply SPF 50+ broad-spectrum water-resistant sunscreen and seek shade whenever possible 
whilst outside. 


 


2. That families are aware of the following list of requirements to comply with this policy during the 
months of mid-August through to the end of April. 


 


3. Children are to wear loose fitting clothing that covers as much of the skin as possible. Children 
are to wear hats that protect their face, neck and ears, i.e.  legionnaire, broad brimmed or bucket 
hats (baseball caps are not recommended) 


 


4. It is suggested that children wear or bring close fitting, wrap around 
 


5. Sunglasses that meet the Australian Standards and cover as much of these areas as possible. 
 


6. That children have SPF 50+(or higher) broad-spectrum water-resistant sunscreen applied prior to 
attending the centre. 


 


7. Provide appropriate SPF 50+(or higher) broad-spectrum water-resistant sunscreen for their child 
if they do not want the centres to be use 
 


8. Infants between the ages of birth to 12mths are kept out of direct sunlight and that 
parents/guardians are aware of the following additional precautionary measures.  
 


9. Physical protection such as shade, clothing and broad-brimmed hats are the best sun protection 
measures. If babies are kept out of the sun or well protected from UV radiation by clothing, hats 
and shade, then sunscreen need only be used occasionally on very small areas of a baby’s skin. 


  
10. The widespread use of sunscreen on babies under 6 months old is not recommended. 


 


11. That the five sun protective measures as listed above are followed  SLIP SLOP SLAP SEEK SLIDE 
 


12. That parents/guardians have indicated on their child’s enrolment form whether they give 
permission for staff to apply sunscreen to their child whilst in the centres care. 
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13. Sunscreen is applied in accordance with the manufacturer’s directions (which state to apply at 
least 20 minutes before going outdoors and reapply every two hours, or more frequently if 
sweating or swimming). 


 
14. Children that are able to apply their own sunscreen under supervision are encouraged to do so to 


assist in fostering their independence and responsibility. 
 
15. Staff will follow guidelines and advise from the National Health and Medical Research Council in 


appropriate application of sunscreen.  
 
16. Ensure sunscreen is stored in a cool place, out of the sun and the expiry date is monitored. 
 
17. Children are encouraged to use available areas of shade whilst when outside. 
 
18. Provide the child with a hat if the parents/guardians have not provided one for outdoor play. 
 
The parents/guardians of children that attend the centre shall ensure that: 


• They strive to continue the continuity of sun protective measures and role modeling to the 
best of their ability whilst outside the centre. 


• When in attendance at the centre they act as role models and practice sun smart behaviors 
themselves. 


• They provide the child with appropriate and recommend protective attire for them to wear 
whilst at the centre. 


• This includes loose-fitting clothing that covers as much skin as possible.  Clothing made from 
cool, densely woven fabric is recommended. Families are asked to choose tops with elbow-
length sleeves, higher necklines (or collars) and knee-length or longer style shorts and skirts 
for their child. 


• If a child is wearing a singlet top or shoestring dress, they will be asked to choose a t-
shirt/shirt to wear over this before going outdoors. 


• Apply sunscreen SPF 50+ (or higher) broad spectrum, water resistant) to their child prior to 
attending the centre during the months of mid-August through to the end of April. 


• Have indicated their approval of childcare staff applying the Centres sunscreen to their child 
or have provided their own from home.  


 
Related documents and policies.  
Child enrolment procedure. 
www.office-for-children.vic.gov.au 
(Outdoor play guide for Victorian children’s services) 
www.bom.gov.au/announcements/uv/ (UV index readings) 
National Health and Medical Research Council (application of sunscreen) 
www.sunsmart.com.au (Early Childhood Sun Smart Bulletin ‘Outside’) 
http://www.cancer.org.au/ (Sun Safety) 
 
 
 
ATTACHMENTS 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House 
LTD on 22/05/2020 
 


REVIEW DATE:  23/05/2023 



http://www.office-for-children.vic.gov.au/

http://www.bom.gov.au/announcements/uv/

http://www.sunsmart.com.au/

http://www.cancer.org.au/
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SUPERVISING CHILDREN POLICY     (BP) 


Mandatory – Quality Area 2    CSRegs (Vic) Div10, Div11, Part 4, Div 2, Part 5 
 
POLICY 


Supervision is a key aspect of ensuring that children’s safety is protected. Educators must be alert to and 
aware of risks and hazards and the potential for accidents and injury throughout the service and not just 
in their immediate area. 
Approved Provider to ensure Nominated Supervisor all Educators have the knowledge of educator:child 
ratio’s  CSRegs89-90 as per Outlets Co-operative Neighbourhood House LTD approved service (Vic) 
registration. 1:4 <36mnths  1:11>36mnths CS Reg 90 (1) (2) 
 
SCOPE 
This policy applies to Committee of Management, Approved Provider/CEO, Nominated Supervisor, Day-
to-day Supervisor, Childcare Educators, Placements, Students and Volunteers and all those responsible 
for the care of the children, parent and guardians 
 
PROCEDURE 
All Educators must ensure they provide adequate supervision of all children. (*Refer to Interactions with 
children Policy, Delivery and Collection Policy and Children’s Health and Safety) 
Supervision entails all children (individuals and groups) in all areas of the service, being in sight and/or 
hearing of an educator at all times including during toileting, sleep, rest and transition routines. 
Outlets Co-operative Neighbourhood House LTD is  required to comply with the legislative requirements 
for educator-to-child ratios at all times.  
Supervision contributes to protecting children from hazards that may emerge in play, including hazards 
created by the equipment used. 
Adequate supervision refers to constant, active and diligent supervision of every child at the service. 
Adequate supervision requires that educators are always in a position to observe each child, respond to 
individual needs, and immediately intervene if necessary. Variables affecting supervision levels include: 


• number, age and abilities of children 
• number and positioning of educators 
• current activity of each child 
• areas in which the children are engaged in an activity (visibility and accessibility) 
• developmental profile of each child and of the group of children 
• experience, knowledge and skill of each educator 
• need for educators to move between areas (effective communication strategies). 


Key points when supervising: 
• Listen beyond your immediate position (do not just rely on sight) 


o What can you hear whilst supervising? 
• Having peripheral vision   


o Know what is happening behind you and 
• Consider where the best place is to position yourself to see majority of the group 


 
NB: Staff must adequately supervise (attending to) babies and toddlers when they are eating and 
drinking 
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RESOURCES 
Parent information Handbook   
Outlets Co-operative Neighbourhood House LTD - Childcare Business Plan  
Child Care Provider Handbook 
Collection and Delivery of Children Policy 
Interactions with Children Policy 
Staffing Policy (CSReg88) 
 
Children’s Services Regulations (Vic) 32/2020  Part 4, Div 2, Part 5. 
Children’s Services Act 1996 
National Quality Standard, Quality Area 2: Children’s Health and Safety 
 
 
ATTACHMENTS 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 
on Dec 2020 
REVIEW DATE:   23/05/2023 
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WATER SAFETY POLICY        (M) 
Mandatory – Quality Area 2 
 


PURPOSE 
To ensure the safety and supervision of children in and around water. This includes water play within 
our activities, near water, drinking water and hygiene practices with water in the service 
environment.  


 
SCOPE  
This policy applies to the Approved Provider, Persons with Management or Control, Nominated 
Supervisor, Person in Day-to-day Charge, educators, staff, students on placement, volunteers, 
parents/guardians, children and others attending the programs and activities of Outlets Co-operative 
Neighbourhood House LTD. 
 


BACKGROUND 
We recognise that water poses numerous risks to children and is committed to minimizing the 
potential risks of water hazards. While recognising these risks, the service also sees the benefits of 
providing opportunities for children to be involved in water play. Outlets Co-Operative 
Neighbourhood House LTD is committed to providing children with opportunities to connect with the 
natural environment. 


The supervision and safety of children with and around water is of paramount importance. 


Learning spaces and environments should offer an array of possibilities and connect children with 
natural materials. Water is one experience that offers children sensory-rich, open-ended experiences 
that engage children’s curiosity and imagination. Children may encounter these resources in the 
service environment and/or when on excursions. These experiences, especially those conducted with 
and near water, will be carefully supervised ensuring the safety of children and adults. 


Water safety relates to access to water in the building, the playground or on excursions, and also to 
the availability of drinking water for children. 


It is imperative that educators remain vigilant in their supervision of children in and around water, 
and are alert to potential risks in everyday practice in the learning environment. 


Drowning is a leading cause of death for children in Victoria, with infants and toddlers the group 
most at risk. Non-fatal drowning incidents can result in permanent brain damage and disability. 
Knowledge of potential hazards associated with water will assist educators to provide a safe, 
stimulating environment for preschool children. 


Drowning hazards include large bodies of water such as swimming pools, rivers, creeks, dams and 
ponds. Smaller bodies of water, including nappy buckets, water containers, pet water bowls and poor 
drainage which allows water to collect can also present drowning hazards for young children. 
Children can drown in as little as a few centimetres of water. 


 


Keep Watch is a public education program of Royal Life Saving Society – Australia, aimed at 
preventing the drowning deaths of children under 5 years of age in all aquatic locations. The program 
has four key actions: 


• supervise children constantly around water 


• restrict access to water hazards by using child-proof barriers and fences 


• provide water awareness training to children 







  Outlets Co-operative Neighbourhood House LTD SE 00015784 


 


 (July 2019) 


Page 2 of 6 


 


• Resuscitation saves lives – ensure that staff have completed current first aid training. 


Legislation and standards 


Relevant legislation and standards include but are not limited to: 


• Child Wellbeing and Safety Act 2005 (Vic) (Part 2: Principles for Children) 


• Education and Care Services National Law Act 2010: Section 167 


• Education and Care Services National Regulations 2011: Regulations 101(2), 168(2)(a)(iii) 


• National Quality Standard, Quality Area 2: Children’s Health and Safety 


− Standard 2.2: Safety 


− Element 2.2.1.  At all times, reasonable precautions and adequate supervision ensure 
children are protected from harm and hazards. 


 
 


 


 


DEFINITIONS 


The terms defined in this section relate specifically to this policy. For commonly used terms e.g. 
Approved Provider, Nominated Supervisor, Regulatory Authority etc. refer to the General Definitions 
section of this manual. 


Adequate supervision: (In relation to this policy) supervision entails all children (individuals and 
groups) in all areas of the service, being in sight and/or hearing of an educator, at all times, including 
during toileting, sleep, rest and transition routines. Services are required to comply with the 
legislative requirements for educator-to-child ratios at all times. Supervision contributes to 
protecting children from hazards that may emerge in play, including hazards created by the 
equipment used. 


Adequate Supervision refers to constant, active and diligent supervision of every child at the service. 
Adequate supervision requires that educators are always in a position to observe each child, respond 
to individual needs, and immediately intervene if necessary. Variables affecting supervision levels 
include: 


• number, age and abilities of children 


• number and positioning of educators 


• current activity of each child 


• areas in which the children are engaged in an activity (visibility and accessibility) 


• developmental profile of each child and of the group of children 


• experience, knowledge and skill of each educator 


• need for educators to move between areas (effective communication strategies). 


Approved first aid qualification: A list of approved first aid qualifications, anaphylaxis management 
and emergency asthma management training is published on the ACECQA website: 
www.acecqa.gov.au 


Hazard: A source or situation with a potential for harm in terms of human injury or ill health, damage 
to property, damage to the environment or a combination of these. 


Notifiable incident: An incident involving workplace health and safety that is required by law to be 
reported to WorkSafe Victoria. Notification is required for incidents that result in death or serious 
injury/illness, or dangerous occurrences. For a complete list of incidents that must be reported to 


The most current amendments to listed legislation can be found at: 


• Victorian Legislation – Victorian Law Today: http://www.legislation.vic.gov.au/  


• Commonwealth Legislation – ComLaw: http://www.comlaw.gov.au/  



http://www.legislation.vic.gov.au/

http://www.comlaw.gov.au/
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WorkSafe Victoria, refer to the Guide to Incident Notification on the WorkSafe Victoria website: 
www.worksafe.vic.gov.au 


Serious incident: An incident resulting in the death of a child, or an injury, trauma or illness for which 
the attention of a registered medical practitioner, emergency services or hospital is sought or should 
have been sought. This also includes an incident in which a child appears to be missing, cannot be 
accounted for, is removed from the service in contravention of the regulations or is mistakenly 
locked in/out of the service premises (Regulation 12). A serious incident should be documented in an 
Incident, Injury, Trauma and Illness Record (sample form available on the ACECQA website) as soon 
as possible and within 24 hours of the incident. The Regulatory Authority (DEECD) must be notified 
within 24 hours of a serious incident occurring at the service (Regulation 176(2) (a)). Records are 
required to be retained for the periods specified in Regulation 183. 


Water hazard: (in relation to this policy) can lead to drowning or non-fatal drowning incidences. 
Drowning hazards include large bodies of water such as swimming pools, rivers, creeks, dams and 
ponds. Smaller bodies of water, including nappy buckets, water containers, pet water bowls and poor 
drainage which allow water to collect can also present drowning hazards for young children. 


1. SOURCES AND RELATED POLICIES 


Sources 


• Royal Life Saving Society – Australia: www.royallifesaving.com.au  


• Water Safety Victoria – Water Safety Guide: Play it Safe by the Water: 
www.watersafety.vic.gov.au  


• Kidsafe – Water Safety Fact Sheet: www.kidsafevic.com.au  


Service policies 


• Administration of First Aid Policy 


• Emergency and Evacuation Policy 


• Nutrition and Active Play Policy 


• Incident, Injury, Trauma and Illness Policy 


• Occupational Health and Safety Policy 


• Supervision of Children Policy 


PROCEDURES 


The Approved Provider or Persons with Management and Control is responsible for: 


• ensuring that children are adequately supervised (refer to Definitions) at all times when near 
water hazards (refer to Definitions) 


• ensuring that educator-to-child ratios are maintained at all times (Education and Care Services 
National Law Act 2010: Sections 169(1)&(3), Education and Care Services National Regulations 
2011: Regulations 123, 355, 357, 360) 


• conducting a risk assessment in relation to any water hazards on or near the premises that may 
be accessible to children 


• ensuring permission is obtained from parents/guardians for an excursion to a location where 
there is a water hazard (refer to Excursions and Service Events Policy) 


• ensuring that water hazards and risks associated with water-based activities are considered in a 
risk assessment prior to conducting excursions and other offsite events (Regulation 101) 


• ensuring increased levels of supervision for an excursion to a location where there is a water 
hazard (refer to Supervision of Children Policy) 



http://www.royallifesaving.com.au/

http://www.watersafety.vic.gov.au/

http://www.kidsafevic.com.au/





  Outlets Co-operative Neighbourhood House LTD SE 00015784 


 


 (July 2019) 


Page 4 of 6 


 


• conducting a regular safety check of the service premises (refer to Occupational Health and Safety 
Policy) 


• ensuring any water hazards that are not able to be adequately supervised at all times are isolated 
from children by a child-resistant barrier or fence (particularly large bodies of water including 
swimming pools, rivers, ponds etc.) 


• ensuring that an educator with a current approved first aid qualification (refer to Definitions) is in 
attendance and immediately available at all times children are being educated and cared for by 
the service (Regulation 136) 


• ensuring that details of current approved first aid qualifications (refer to Definitions) are filed with 
each staff member’s record 


• reporting serious incidents (refer to Definitions) to DET 


• reporting notifiable incidents (refer to Definitions) to WorkSafe Victoria 


• ensuring that water safety awareness is embedded in the curriculum 


• providing current information to parents about water safety. 


The Nominated Supervisor or Persons in Day-to-Day Control is responsible for: 


• assisting the Approved Provider to implement the Water Safety Policy 


• ensuring parents/guardians are informed of the Water Safety Policy on enrolment 


• ensuring permission is obtained from parents/guardians for an excursion to a location where 
there is a water hazard (refer to Excursions and Service Events Policy) 


• ensuring information on water safety (refer to Sources) is incorporated into the educational 
program 


• ensuring that children are adequately supervised (refer to Definitions) and protected from 
hazards and harm at all times 


• ensuring that water hazards and risks associated with water-based activities are considered in a 
risk assessment prior to conducting excursions and other offsite events (Regulations 100, 101) 


• ensuring permission is obtained from parents/guardians for an excursion to a location where 
there is a water hazard (refer to Excursions and Service Events Policy) 


• ensuring increased levels of supervision for an excursion to a location where there is a water 
hazard (refer to Supervision of Children Policy) 


• ensuring that an educator with a current approved first aid qualification (refer to Definitions) is in 
attendance and immediately available at all times children are being educated and cared for by 
the service 


• ensuring that all educators’ current approved first aid qualifications meet the requirements of the 
National Regulations and are approved by ACECQA (refer to Administration of First Aid Policy) 


• informing the Approved Provider immediately if any serious or notifiable incidents (refer to 
Definitions) occur at the service. 


Educators and other Staff are responsible for: 


• providing adequate supervision (refer to Definitions) at all times 


• undertaking a risk assessment prior to an excursion to a location where there is a significant water 
hazard (refer to Excursions and Service Events Policy) 


• adjusting supervision strategies to suit the activities being undertaken (refer to Supervision of 
Children Policy) 


• obtaining parental permission for an excursion to a location where there is a water hazard (refer 
to Excursions and Service Events Policy) 


• maintaining a current approved first aid qualification (refer to Definitions) 
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• ensuring gates and other barriers restricting access to water hazards are closed at all times and 
that fences are kept clear at all times 


• ensuring that containers of water (including nappy buckets and cleaning buckets) are sealed with 
child-proof lids 


• ensuring wading/paddling pools, water play containers and portable water courses are emptied 
immediately after each use and stored in a manner that prevents the collection of water when 
not in use 


• checking the outdoor learning environment at the beginning and end of each day for puddles or 
filled containers that could pose a potential risk to small children after heavy rain 


• providing water safety education as a part of the service’s program 


 


Educators and other staff in delivering programmed learning experiences  are responsible for: 
• Provide direction and education about the importance of children’s safety in and around 


water. 


• Ensure health and safety practices are incorporated to ensure safe storage of water and 
water play. 


• Utilise water activities in appropriate weather 


• Allow the children the opportunity to experiment with water, sand and mixing materials plus 
a place for boats & floating objects to be used with other water play equipment. 


• Monitor the tap and ensure it is turned off securely when not in use  


• Always supervise children near water  


• Children are never left alone near water  


• Ensure water hazards are always supervised. 


• Empty wading pools immediately after every use, store to prevent the collection of water, 
eg. upright, also check the garden after rain or watering and empty water that has collected 
in holes or containers 


• Encourage children to use water effectively and along with staff learn new ways to save and 
re-use water 


• Ensure children always have safe independent access to clean and cool drinking water 


• Ensure children are discouraged from drinking from water activities. 


• Teach children about staying safe in and around water  


• Ensure appropriate educators/child ratios in place Having enough educators present who 
have first aid or recognised water safety and rescue procedures. 


• Educators will discuss with the children the use of water tank water and how it differs from 
drinking water.  


• informing the Approved Provider immediately if any serious or notifiable incidents (refer to 
Definitions) occur at the service. 


 
Important: parents will be notified as soon possible and within 24 hours if their child is involved in an 
incident/accident at the Service or while under Service care. Also, details of the incident/accident will 
be recorded on an Incident, Injury, Trauma, and Illness Record. 
 Important: if the incident/accident, situation, or event presents imminent or severe risk to the 


health, safety and wellbeing of the child or if an ambulance was called in response to the emergency 


(not as a precaution) the regulatory authority will be notified within 24 hours. 


Parents/guardians are responsible for: 


• supervising children in their care, including siblings, while attending or assisting at the service 


• ensuring that doors, gates and barriers, including playground gates, are closed after entry or exit 
to prevent access to water hazards 
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• informing themselves about water safety 


• ensuring their children understand the risks associated with water 


• recognising when resuscitation is required and obtaining assistance 


• considering undertaking approved first aid qualifications, as resuscitation skills save lives. 


 


Volunteers and students, while at the service, are responsible for following this policy and its 
procedures. 


EVALUATION 


In order to assess whether the values and purposes of the policy have been achieved, the Approved 
Provider will: 


• regularly seek feedback from educators, staff, parents/guardians, children, management and all 
affected by the policy regarding its effectiveness 


• monitor the implementation, compliance, complaints and incidents in relation to this policy 


• keep the policy up to date with current legislation, research, policy and best practice 


• revise the policy and procedures as part of the service’s policy review cycle, or as required 


• notify parents/guardians at least 14 days before making any change to this policy or its 


procedures. 


ATTACHMENTS (NIL) 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 


on 21/10/2020 


REVIEW DATE:   20/05/2023 
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OHS (OCCUPATION HEALTH AND SAFETY) POLICY   (M) 
Mandatory – Quality Area 3 


 


POLICY 
Outlets Co-operative Neighbourhood House LTD will ensure all steps are taken to ensure the health, 
safety and wellbeing of employees, children, parents/guardians, students, volunteers, contractors 
and visitors, are provided with a safe and healthy environment  
 
LEGISLATION 


•  Accident Compensation Act 1985  


•  AS/NZS 4804:2001 and 4801:2001 Occupational health and safety systems  


• Children’s Services (Vic) Regulations 32/2020 


• Children’s Services (Vic) Act 1996 


•  Education and Care Services National Law Act 2010  


•  Education and Care Services National Regulations  


•  National Quality Standard, Quality Area 2: Children’s Health and Safety  


•  National Quality Standard, Quality Area 3: Physical Environment  


•  National Quality Standard, Quality Area 7: Leadership and Service Management  


•  Occupational Health and Safety Act 2004  


•  Occupational Health and Safety Regulations 2017  
 


DEFINITIONS: 
The terms defined in this section relate specifically to this policy:  
Duty of care: A common law concept that refers to the responsibilities of organisations to provide 
people with an adequate level of protection against harm and all reasonable foreseeable risk of 
injury. In the context of this policy, duty of care refers to the responsibility of education and care 
services to provide children, staff, students, volunteers, contractors and anyone visiting the service 
with an adequate level of care and protection against reasonable foreseeable harm and injury. 
Hazard: An element with the potential to cause death, injury, illness or disease. Hazard identification: 
A process that involves identifying all foreseeable hazards in the workplace and understanding the 
possible harm that each hazard may cause.  
Hazard management: A structured process of hazard identification, risk assessment and control, 
aimed at providing safe and healthy conditions for employees, contractors and visitors while on the 
premises Harm: Includes death, or injury, illness (physical or psychological) or disease that may be 
suffered by a person as a consequence of exposure to a hazard.  
Material safety data sheet: Provides employees and emergency personnel with safety procedures 
for working with toxic or dangerous materials. The data sheet includes all relevant information about 
the material such as physical properties (e.g. melting/boiling point, toxicity and reactivity), health 
effects, first aid requirements and safe handling procedures (e.g. personal protective equipment, 
safe storage/disposal and management of spills). Risk: The chance (likelihood) that a hazard will 
cause harm to individuals.  
Risk assessment and Template priority: A process for developing knowledge/understanding about 
hazards and risks so that sound decisions can be made about the control of hazards.  
Risk assessments assist in determining:  


o  what levels of harm can occur  
o  how harm can occur  
o  the likelihood that harm will occur. 


Risk control Template: A measure, work process or system that eliminates an OHS hazard or risk, or 
if this is not possible, reduces the risk so far as is reasonably practicable.  
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BACKGROUND 
Everyone involved in an early childhood education and care service has a role to play in ensuring the 
service’s operations are safe and without risk to the health and safety of all parties. 
In Victoria, health and safety in the workplace is governed by a system of laws, regulations and 
compliance codes that set out the responsibilities of employers and employees to ensure safety is 
maintained at work. 
The Occupational Health and Safety Act 2004 (OHS Act) sets out the key principles, duties and rights 
in relation to workplace health and safety. The Occupational Health and Safety Regulations 2007 
specifies the ways duties imposed by the OHS Act must be undertaken and prescribes 
procedural/administrative matters to support the OHS Act, such as requiring licenses for specific 
activities, or the need to keep records or notify authorities on certain matters 
 
The legal duties of an employer under the OHS Act are:  


• to provide and maintain a workplace that is safe and without risk to the health of employees. 
This responsibility extends to contractors for routine tasks over which the employer has 
management. For contractors completing non-routine tasks, the employer must ensure that the 
service’s daily operations and layout do not pose unreasonable risks  


• to ensure other individuals, such as families and visitors, are not exposed to health and safety 
risks arising from the organisation’s activities  


• to consult with employees about OHS matters that will, or will likely, affect employees directly, 
including identifying hazards and assessing risks, and making decisions about risk control 
measures. 


• to ensure  for employee’s professional development opportunities to obtain greater OHS and 
other workplace risk  strategies to enhance workplace safe and healthy environment for 
employees, patrons and children 
 


The OHS Act places the responsibility on employees for:  


•  taking care of their own safety and the safety of others who may be affected by their actions  


• co-operating with reasonable OHS actions taken by the employer, including following guidelines, 
attending OHS-related training, reporting incidents, co-operating with OHS investigations, 
encouraging good OHS practice with fellow employees and others at the service, and assisting 
the employer with conducting OHS inspections during operating hours  


• not interfering with safety equipment provided at the service, such as fire extinguishers.  
 


PROCEDURE  
The Approved Provider (or delegate) is responsible for:  
Providing and maintaining a work environment that is safe and without risks to health (OHS Act: 
Section 21). This includes ensuring that:  


• there are safe systems of work  


• all plant and equipment provided for use by staff, including machinery, appliances and tools etc., 
are safe and meet relevant safety standards  


• substances, and plant and equipment, are used, handled, and stored safely  


• material safety data sheets are supplied for all chemicals kept and/or used at the service (refer to 
www.ohsinecservices.org.au)  


• there are adequate welfare facilities eg. first aid and dining facilities etc.  


• there is appropriate information, instruction, training and supervision for employees (Note: This 
duty of care is owed to all employees, children, parents/guardians, volunteers, students, 
contractors and any members of the public who are at the workplace at any time)  


• ensuring there is a systematic risk management approach (refer to www.ohsinecservices.org.au) 
to the management of workplace hazards 
 



http://www.ohsinecservices.org.au/
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This includes ensuring that:  


• hazards and risks to health and safety are identified, assessed and eliminated or, if it is not 
possible to remove the hazard/risk completely, effectively controlled  


• measures employed to eliminate/control hazards and risks to health and safety are monitored 
and evaluated regularly 
 


Ensuring regular safety audits of the following:  


• indoor and outdoor environments  


• all equipment, including emergency equipment  


• playgrounds and fixed equipment in outdoor environments  


• cleaning services  


• horticultural maintenance  


• pest control  


• monitoring the conditions of the workplace and the health of employees (OHS Act: Section 22)  


• protecting other individuals from risks arising from the service’s activities, including holding an 
open day or a working bee etc., or any activity that is ancillary to the operation of the service eg. 
contractors cleaning the premises after hours (OHS Act: Section 23)  


• providing adequate instruction to staff in safe working procedures, and informing them of known 
hazards to their health and wellbeing that are associated with the work that they perform at the 
service 


• ensuring that all plant, equipment and furniture are maintained in a safe condition  


• developing procedures to guide the safe use of harmful substances, such as chemicals, in the 
workplace  


• ensuring that OHS accountability is included in all position descriptions  


• allocating adequate resources to implement this policy  


• displaying this policy in a prominent location at the service premises  


• ensuring the physical environment at the service is safe, secure and free from hazards for 
children  


• implementing/practising emergency and evacuation procedures  


• implementing and reviewing this policy in consultation with all staff  


• identifying and providing appropriate resources, induction and training to assist educators, staff, 
contractors, visitors, volunteers and students to implement this policy  


• ensuring the Nominated Supervisor, educators, staff, contractors, volunteers and students are 
kept informed of any relevant changes in legislation and practices in relation to this policy 


 
Consulting appropriately with employees on OHS matters including:  


• identification of hazards  


• making decisions on how to manage and control health and safety risks  


• making decisions on health and safety procedures  


• proposed changes at the service that may impact on health and safety  


• notifying WorkSafe Victoria about serious workplace incidents, and preserving the site of an 
incident (OHS Act: Sections 38–39)  


• holding appropriate licenses, registrations and permits, where required by the OHS Act  


• attempting to resolve OHS issues with employees or their representatives within a reasonable 
timeframe  


• not discriminating against employees who are involved in health and safety negotiations  


• allowing access to an authorised representative of a staff member who is acting within his/her 
powers under the OHS Act  


• producing OHS documentation as required by inspectors and answering any questions that an 
inspector asks  


• not obstructing, misleading or intimidating an inspector who is performing his/her duties.  
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The Occupational Health and Safety Officer (Committee of Management, Approved 
Provider) is responsible for:  
• ensuring that all educators/staff are aware of this policy, and are supported to implement it at 


the service  


• ensuring that all equipment and materials used at the service meet relevant safety standards  


• ensuring the service is up to date with current legislation on child restraints in vehicles if 
transporting children  


• implementing and practising emergency and evacuation procedures  


• implementing and reviewing this policy in consultation with the management team and all staff, 
contractors and parents/guardians  


• identifying and providing appropriate resources and training to assist educators, staff, 
contractors, visitors, volunteers and students to implement this policy  


• keeping up to date and complying with any relevant changes in legislation and practices in 
relation to this policy.  


 
Certified Supervisors and educators/staff are responsible for:  
• taking care of their own safety and the safety of others who may be affected by their actions  


• co-operating with reasonable OHS actions taken by the Approved Provider, 
including:  


• following OHS rules and guidelines  


• helping to ensure housekeeping is of the standard set out in service policies  


• attending OHS training as required  


• reporting OHS incidents  


• co-operating with OHS investigations  


• encouraging good OHS practices with fellow employees and others attending the service  


• assisting the Approved Provider with tasks relating to OHS, such as conducting OHS inspections 
during working hours  


• not interfering with safety equipment provided by the Approved Provider  


• practising emergency and evacuation procedures  


• ensuring the physical environment at the service is safe, secure and free from hazards for 
children  


• maintaining a clean environment daily, and removing tripping/slipping hazards as soon as these 
become apparent  


• ensuring the service is up to date with current legislation on child restraints in vehicles if 
transporting children  


• implementing and reviewing this policy  
ensuring regular safety audits of the following:  
(Qualified staff are responsible in delegating staff to do these audits)  


• indoor and outdoor environments  


• all equipment  


• playgrounds and fixed equipment in outdoor environments  


• horticultural maintenance  


• ensuring that all cupboards/rooms are labelled accordingly, including those that contain 
chemicals and first aid kits, and that child-proof locks are installed on doors and cupboards 
where contents may be harmful  


• ensuring the physical environment at the service is safe, secure and free from hazards for 
children 
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Students on placements, volunteers, contractors and parents/guardians at the service are 
responsible for:  


• being familiar with this policy  


• co-operating with reasonable OHS rules implemented by the service  


• not acting recklessly and/or placing the health and safety of other adults or children at the 
service at risk.  


 


SOURCES 
Early Childhood Management Manual,  
Child Care Provider Handbook (Cwth)  
WorkSafe Victoria Getting help to improve health and safety,  
WorkSafe Victoria Guide to the OHS Act 2004,  
WorkSafe Victoria Managing safety in your workplace,  
WorkSafe Victoria OHS in Early Childhood Services  www.ohsinecservices.org.au 
WorkSafe Victoria: www.worksafe.vic.gov.au  
 
Professional Development opportunities: 
HLTWHS003 – Maintain Work Health and Safety 
CHCPRT002 – Supporting the rights and safety of children and young people 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House 
LTD  on July 2019 


REVIEW DATE: 23/05/2023 



http://www.ohsinecservices.org.au/

http://www.worksafe.vic.gov.au/
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SUSTAINABILITY ENVIRONEMTNAL POLICY     (BP) 
Mandatory – Quality Area 2      CSReg Part 4 
 


POLICY/PURPOSE 
We encourage awareness of environmental responsibilities and implement practices that contribute 
to a sustainable future. Children are supported to become environmentally responsible and show 
respect for the environment. Sustainability is often thought about in terms of environmental 
sustainability—reducing waste, minimising consumption and protecting and conserving wildlife and 
natural habitats. 
 


SCOPE 
This policy applies to Management Committee, Approved Provider, Nominated Supervisor, Staff, 
volunteers, placements, students and visitors to Centre 
 


SUSTAINABLE PRACTICE IDEAS 


1. RECYCLING Recycling paper & rubbish. 
Using recycling materials to create resources. 
Using hand dryers instead of paper towel.  
Photocopying for art, discouraged, and reuse 
paper, creative with paper resources. 


2. GARDENING  Using recycled material to create resources  
Planting flowers in old saucepans instead of in 
plastic pots. 


3. ENERGY CONSERVASATION  Minimise use of light, natural light extensive. 
Turn off lights and switches when not in use. 
*Hallway and MP room skylights installed. 
Turning off air-conditioning/ heating when a 
room is not in use 
*All doors fitted with draft stoppers/rolls 
Curtains and blinds used (drawn) in Winter to 
lessen coldness of window panels. 
Computers and appliances power turned off 
when not in use. 
During closure (School Holidays) fridges 
emptied and turned off. 


4. WATER CONSERVASATION Water tanks for children toilets & garden. 
Incorporating water wise strategies ensuring 
taps are turned off and leaks fixed. 
Emptying water play containers onto garden 
areas 


5. NATURAL RESOURCES & EQUIPTMENT  Reusing natural materials such as trees, blocks, 
boxes etc for Childcare resources. 
-Applying an ECO-Friendly cleaning sanitiser 
(Water & Vinegar) No use of chemicals within 
Children area. 


 
 
The Role of Childcare Educators:  
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Our educators will model sustainable practices by embedding sustainability into all aspects of the 
daily running of our service operations including: 


• 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 no dig vegetable/herb garden 


• Incorporating water wise strategies such as drip irrigation and ensuring taps are turned off 
and leaks fixed.  


• Implementing environmentally friendly pest management. 


• Partnerships with Families and the Community  
 


Neighbourhood House Sustainability  


SUSTAINABLE PRACTICE IDEAS 


6. RECYCLING Recycling paper & rubbish 
Using recycling materials to create resources  
Terracycle boxes: Used beauty, hygiene & 
metal products. 
Re use of delivery boxes for file management 
Specific recycling box in office  


7. GARDENING  Specific gardening bin 
Herb and Vegetable garden Beds 
Water Tanks  
Watering   


8. ENERGY CONSERVASATION Turn off lights and switches when not in use 
(Including Computers) 
Turning off air-conditioning/ heating when a 
room is not in use 
Eco- Power Saving Extension Leads 


9. WATER CONSERVASATION Water tanks for children toilets & garden 
Incorporating water wise strategies ensuring 
taps are turned off and leaks fixed. 
Neverfail Water Dispenser, Saving Tap running.  
 


10. NATURAL RESOURCES & EQUIPTMENT  Reusing natural materials  
trees, blocks, boxes etc 


 
-Partnerships with local environmental groups and services to promote community awareness. 
-Promote Community Workshops and auspice local environmental groups.  
-Partnerships with Local Schools to enhance and promote environmentally friendly planting. 
 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House 
LTD on 16/06/2020         


REVIEW DATE: 23/05/2023 
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CODE OF CONDUCT POLICY                                                              (M) 


Mandatory – Quality Area 4 
 
POLICY 
Outlets Co-operative Neighbourhood House LTD staff, students and volunteers will follow the code of 
conduct at all times. 
 


 RELEVANT LEGISLATION 
o Education and Care Services National Law Act 2010:  
o Education and Care Services National Regulations:  
o National Quality Standard, Quality Area 4: Staffing Arrangements  
o Charter of Human Rights and Responsibilities Act 2006 (Vic)  
o Children, Youth and Families Act 2005 (Vic)  
o Child Wellbeing and Safety Act 2005 (Vic)  
o Disability Discrimination Act 1992 (Cth)  
o Equal Opportunity Act 2010 (Vic) 
o Fair Work Act 2009 (Cth)  
o Fair Work Regulations 2009 (Cth)  
o Occupational Health and Safety Act 2004  
o Occupational Health and Safety Regulations 2007  
 


BACKGROUND  
A Code of Conduct establishes a standard of behaviour to be followed by the Approved Provider, 
Nominated Supervisor, Certified Supervisor, educators, staff, students on placement and volunteers 
at the service.  
 
The Code of Conduct defines how individuals should behave towards each other, towards the 
children in their care, and towards other organisations and individuals in the community.  
 


DEFINITIONS 
Assault: An incident where a person causes injury, pain, discomfort or damage to another person. It 
also includes insult or deprivation of liberty. Assault can be physical or verbal.  
Duty of care: A common law concept that refers to the responsibilities of organisations to provide 
people with an adequate level of protection against harm and all reasonable, foreseeable risk of 
injury.  
Ethical conduct: Always act in the best interests of children, their parents/guardians and families, 
and users of the service.  
Harassment: When someone is demeaning, derogatory or intimidating towards another person. 
Harassment includes:  


o racial taunts  
o taunts about sexual orientation or gender identity  
o sexual harassment: unwelcome physical, verbal or written behaviour of a sexual nature  
o repeated insulting remarks.  


Respect: Value the rights, religious beliefs and practices of individuals. Refrain from actions and 
behaviour that constitute harassment or discrimination.  
Support: Work in a co-operative and positive manner. 
Serious incident: An incident resulting in the death of a child, or an injury, trauma or illness for which 
the attention of a registered medical practitioner, emergency services or hospital is sought or should 
have been sought. This also includes an incident in which a child appears to be missing, cannot be 
accounted for, is removed from the service in contravention of the Regulations or is mistakenly 
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locked in/out of the service premises (Regulation 12). A serious incident should be documented in an 
Incident, Injury, Trauma and Illness Record (sample form available on the ACECQA website) as soon 
as possible and within 24 hours of the incident. The Regulatory Authority (DEECD) must be notified 
within 24 hours of a serious incident occurring at the service (Regulation 176(2)(a)). Records are 
required to be retained for the periods specified in Regulation 183.  
 
Professional Standards for Staff, Students and Volunteers Relationships with children 
In their relationships with children, the Approved Provider, Nominated Supervisor, Certified 
Supervisor, educators all staff, students and volunteers will demonstrate their commitment to high-
quality education and care for children by:  


• being a positive role model at all times  


• encouraging children to express themselves and their opinions  


• allowing children to undertake experiences that develop self-reliance and self-esteem  


• maintaining a safe environment for children  


• respecting the rights of all children  


• contributing to a service environment that is free from discrimination, bullying and harassment  


• speaking to children in an encouraging and positive manner  


• listening actively to children and offering empathy and support  


• giving each child positive guidance and encouraging appropriate behaviour  


• regarding all children equally, and with respect and dignity  


• having regard to the cultural values, age, physical and intellectual development, and abilities of 
each child at the service  


• providing opportunities for children to interact and develop respectful and positive relationships 
with each other, and with other staff members and volunteers at the service  


• informing children if physical contact is required for any purpose, and asking them if they are 
comfortable with this interaction  


• ensuring all interactions with children are undertaken in full view of other adults  


• encouraging and assisting children to undertake activities of a personal nature for themselves 
e.g. toileting and changing clothes  


• respecting the confidential nature of information gained about each child while participating in 
the program.  


 


Relationships with parents/guardians and families  
In their relationships with parents/guardians and families, the Approved Provider, Nominated 
Supervisor, Certified Supervisor, educators’ staff, students and volunteers will demonstrate their 
commitment to collaboration by:  


• being respectful of, and courteous towards, parents/guardians and families at all times  


• considering the perspective of parents/guardians and families when making decisions that 
impact on the education and care of their child  


• communicating with parents/guardians and families in a timely and sensitive manner  


• responding to concerns expressed by parents/guardians and families in a timely and appropriate 
manner  


• respecting the cultural context of each child and their family  


• working collaboratively with parents/guardians and families  


• respecting the privacy of information provided by parents/guardians and families, and keeping 
this information confidential, as required under the Privacy and Confidentiality Policy.  
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Relationships with colleagues at the service 
In their relationships with colleagues, the Approved Provider, Nominated Supervisor, Certified 
Supervisor, educators’ staff, students and volunteers will demonstrate collegiality by:  


• developing relationships based on mutual respect, equity and fairness  


• working in partnership in a courteous, respectful and encouraging manner  


• valuing the input of their peers  


• sharing expertise and knowledge in appropriate forums, and in a considered manner  


• respecting the rights of others as individuals  


• giving encouraging and constructive feedback and respecting the value of different professional 
approaches.  


 


Professional responsibilities 
The Approved Provider, Nominated Supervisor, Certified Supervisor, educators and all staff will 
demonstrate commitment to their professional responsibilities by:  


• undertaking their duties in a competent, timely and responsible way  


• ensuring their knowledge and expertise is up to date and relevant to their role  


• understanding and complying with legal obligations in relation to: 
o discrimination, harassment and vilification 
o negligence  
o mandatory reporting (child safe policy)  
o privacy and confidentiality  
o occupational health and safety 
o raising any complaints or grievances  


 


SOURCES  
Early Childhood Australia,  
Code of Ethics: www.earlychildhoodaustralia.org.au  
KPV Early Childhood Management Manual  
The Universal Declaration of Human Rights: www.un.org/en/documents/udhr/  
Victoria Legal Aid: www.legalaid.vic.gov.au  
United Nations, Convention on The Rights of the Child: www2.ohchr.org/english/law/crc.htm  
 
Policy Review: This policy will be review AS BELOW unless there are any regulatory or legislative 
requirements and/or any feedback from staff, parents and the community. 
 


 


ATTACHMENTS (NIL) 


 


AUTHORISATION 
This policy was adopted by the Approved Provider of [Outlets Co-operative Neighbourhood House LTD on 
11/02/2021 


 
REVIEW DATE:  20 /05/2023 



http://www.earlychildhoodaustralia.org.au/

http://www.un.org/en/documents/udhr/

http://www.legalaid.vic.gov.au/
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DETERMINING RESPONSIBLE PERSON POLICY   (M) 


Mandatory – Quality Area  4                       CSReg:Part4 subDiv7 
 


POLICY  
Outlets Co-operative Neighbourhood House LTD  will follow the below guidelines to assist in 
determining the Responsible Person present.  
 


Background information  
Under the Education and Care Services National Law Act 2010, it is an offence to operate an 
approved centre-based education and care service unless a Responsible Person is present.  
 
Legislation requires that a Responsible Person is physically in attendance at all times the service is 
educating and caring for children. 
The Responsible Person is either the Approved Provider (or the person in management or control of 
the service), the Nominated Supervisor of the service, or a Certified Supervisor who has been placed 
in day-to-day charge of the service. For more information regarding these terms, refer to Definitions.  
 
An Approved Provider must not operate a service unless there is a Nominated Supervisor appointed 
for that service. The Nominated Supervisor does not have to be in attendance at the service at all 
times, but in their absence, a person, a Certified Supervisor is to be placed in charge, ensuring there 
is always someone on the service premises who has been assessed as fit and proper by Outlets Co-
operative Neighbourhood House LTD. It is important to note that a Certified Supervisor placed in 
day-to-day charge of a service does not have the same responsibilities under the National Law as the 
Nominated Supervisor.  
 
Relevant Legislation and standards  
Education and Care Services National Law Act 2010:  
Education and Care Services National Regulations  
National Quality Standard, Quality Area 4  
National Quality Standard, Quality Area 7  
Children’s Services Regulations (VIC) 32/2020 sDiv7 Reg:97,98,99,100 
Children’s Services Act (VIC) 
DET – CCCFR (Cwth) (refer to Child Care Provider Handbook) 
DET- QARs (State) 
 
Definitions  
Approved Provider - (MoC/PMC): An individual or organisation that has completed an application 
form and been approved by the Regulatory Authority as fit and proper (in accordance with Sections 
12, 13 and 14 of the National Law) to operate one or more education and care services.  
Approved service: An education and care service for which a service approval exists. A request for 
service approval must be made in writing to the Regulatory Authority and include prescribed 
information including details of the Nominated Supervisor and their written consent to be nominated 
as such.  
Nominated Supervisor: An educator that has been deemed fit and proper and gives written consent 
to being placed in day-to-day charge of the education and care service. The designation must be 
made by the Approved Provider or the Nominated Supervisor and accepted in writing by the 
Nominated Supervisor. A Certified Supervisor placed in day-to-day charge of a service does not have 
the same responsibilities under the National Law as the Nominated Supervisor.  
Duty of care: A common law concept that refers to the responsibilities of organisations to provide 
people with an adequate level of protection against harm and all reasonable foreseeable risk of 
injury.  
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Fit-and-proper person (FnPP) (POA2): In determining whether an applicant is fit and proper, the 
Approved Provider or the Nominated Supervisor must take into account the applicant’s history of 
involvement in education and care services, their compliance with current and prior law, criminal 
history record check and any bankruptcy or insolvency issues. Registered teachers and those who 
hold a current Working with Children Check card are considered to be fit-and-proper persons.  
Nominated Supervisor: A person who is a Certified Supervisor and has been nominated by the 
Approved Provider of the service under Part 4 subdivison7 CSRegs and Part 3 of the Act to be the 
Nominated Supervisor of that service, and who has consented to that nomination. The Nominated 
Supervisor has day-to-day responsibility for the service in accordance with the National Regulations. 
All services must have a Nominated Supervisor.  
Responsible Person: The Approved Provider (if that person is an individual, and in any other case the 
person with management or control of the service operated by the Approved Provider) or a 
Nominated Supervisor or Certified Supervisor who has been placed in day-to-day charge of the 
service in accordance with the National Regulations, Children’s Service’s Regulations (Vic) 
 
Process for Person of Management and Fit and Proper Person  – Integrity Check 
Process applicable to Committee of Management/Directors 
ASIC- Personal Name Check  
National Personal Insolvency Index - NPII 
Banned and Disqualified - Bankruptcy  
Working With Children Check 
National Police Check or International Police Check 
 
Roles:  refer to  
QAR – Quality Assessment Regulator (Victoria)  
Licensed Childrens Services (Vic) - Provider/Service Approval Certificates 
Service Approval – Outlets Co-operative Neighbourhood House LTD 
Licence Approval – SE 00015784 
Certificate of Names – Children’s Services Act 1996  
DET – (Cwth) Notice of Approval for the purposes of Child Care Subsidy Centre-base Day Care Service   
CCS Provider Id: 190019705X   CRN: 190019817K 
 
Management of Control (MoC/PMC) - Responsible Person: Therese McKenney (FnPP) 
Nominated Supervisor: Sharmeen Naeem (FnPP) 
Certified Supervisor:  Day 2 Day: Duyen Thi Ngo  
Janine Fisher 
Joan Shepheard 
 
This list is staff who hold a MoC or supervisor’s certificate other staff may be deemed fit and proper 
to be in charge day to day.  
 
Responsibilities:  
The Approved Provider/Person in Management of Control (or delegate) is responsible for:  


• ensuring there is a Responsible Person on the premises at all times the service is delivering 
education and care programs for children  


• ensuring that a person eligible to be nominated as a Responsible Person has appropriate skill level, 
experience, qualifications and approval to work with children, as required under the National Law 
and National Regulations  


• ensuring that the name and position of the Responsible Person in charge of the service is displayed 


and easily visible from the main entrance of the service  ensuring that the service does not 
operate without a Nominated Supervisor, and that this person has given written consent and has 
been deemed fit and proper.  


• ensuring that the name of the Nominated Supervisor is displayed prominently at the service  
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• ensuring that information about the Nominated Supervisor, including name, address, date of birth, 
evidence of qualifications and approved training, and a Working with Children Check is kept on the 
staff record  


• notifying the Regulatory Authority in writing if there is a change of person in the role of Nominated 
Supervisor  


• ensuring that, in the absence from the service premises of a Nominated Supervisor, another 
person who has been deemed fit and proper and consents in writing is placed in day-to-day charge 
of the service  


• ensuring that the Nominated Supervisor and Certified Supervisors have a sound understanding of 
the role of Responsible Person  


• ensuring there are sufficient Certified Supervisor to meet the legislative requirement for a 
Responsible Person at the service during periods of leave or illness  


• ensuring details of Certified Supervisor are placed in the staff file  notifying the Regulatory 


Authority in writing if there any changes to:  the name of the Approved Provider  


• the appointment or removal of a person with management or control of the service operated by 
the Approved Provider  


• the status of the Approved Provider as fit and proper  


• notifying the Regulatory Authority if a Nominated Supervisor or Certified Supervisor has their 
Working with Children Check card or teacher registration suspended or cancelled, or if they are 
subject to any disciplinary proceedings under the law.  


 
The Nominated Supervisor is responsible for:  


• holding a Nominated Supervisor Certificate or been deemed fit and proper  providing written 
consent to accept the role of Nominated Supervisor  


• ensuring that, in their absence from the service premises, another person who has been deemed 
fit and proper as a Certified Supervisor is placed in day-to-day charge of the service  


• ensuring they have a sound understanding of the role of Responsible Person  


• ensuring that the name and position of the Responsible Person in charge of the service is 


displayed and easily visible from the main entrance of the service  developing rosters in 
accordance with the availability of Responsible Persons, hours of operations and the attendance 
patterns of children  


• notifying the Approved Provider and the Regulatory Authority within 7 days of any changes to 
their personal situation, including a change in mailing address, circumstances that affect their 
status as fit and proper, such as the suspension or cancellation of a Working with Children Check 
card or teacher registration, or if they are subject to disciplinary proceedings  


• notifying the Approved Provider if the Regulatory Authority cancels their Supervisor Certificate (if 
applicable) or any reason.  


 
Certified Supervisors are responsible for:  


• holding a Supervisor Certificate if applicable or being deemed fit and proper by the Approved 
Provider or Nominated Supervisor  


• providing written consent to accept the role of Certified Supervisor  checking that the name 
and position of the Responsible Person in charge of the service is displayed and easily visible 
from the main entrance of the service  


• informing the Approved Provider and/or Nominated Supervisor in the event of absence from the 
service due to leave or illness so they can be replaced by another Responsible Person  


• ensuring they have a sound understanding of the role of Responsible Person  


• abiding by any conditions placed on the Certified Supervisor  


• understanding that a Certified Supervisor placed in day-to-day charge of an approved service 
does not have the same responsibilities under the National Law as the Nominated Supervisor  


• notifying the Approved Provider and the Regulatory Authority within 7 days of any changes to 
their personal situation, including a change in mailing address, circumstances that affect their 
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status as fit and proper, such as the suspension or cancellation of a Working with Children Check 
card or teacher registration, or if they are subject to disciplinary proceedings  


•  notifying the Approved Provider if the Regulatory Authority cancels their Supervisor Certificate 
for any reason.  


 
Educators are responsible for:  


• meeting the qualifications, experience and management requirements if they wish to be deemed 
fit and proper to become a Certified Supervisor, as defined in the National Regulations  


• applying to the Approved Provider or Nominated Supervisor and being deemed fit and proper to 
become a obtaining a Certified Supervisor if they wish to accept nomination as a Certified 
Supervisor ensuring they have a sound understanding of the role of Responsible Person  


• providing written consent if accepting the nomination to be a Certified Supervisor.  
 
Sources  
Australian Children’s Education and Care Quality Authority (ACECQA),  
Quality Assessment and Regulation (QAR) 
 
Information Sheets:  
Guide to the Education and Care Services National Law and the Education and Care Services National 
Regulations 2011: www.acecqa.gov.au Guide to the National Quality Standard: www.acecqa.gov.au 
DET- Early Childhood   https://www.education.vic.gov.au 
 
Centres Information: 
Childrens Business Plan 2018 – CCS 
Parent Information HandBook 
Information  


• Staffing Policy 


• Governance: 
o Employment – Continuity HR Quality Version Control 
o Co-operative non-trading Model Rules and Act 


 
AUTHORISATION 
This policy was adopted by the Approved Provider MoC/PMC of Outlets Co-operative Neighbourhood 
House LTD  on February 2020 
 
This policy will be reviewed bi-annually or when directed by CSRegs/Act (VIC), employing new staff or 
when legislated by ACECQA   
Updated: 27/7/23 
 
REVIEW DATE:   23/05/2024 



http://www.acecqa.gov.au/

https://www.education.vic.gov.au/
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VOLUNTEER AND STUDENT PARTICIPATION POLICY  (M) 
Mandatory – Quality Area  4 
 


POLICY 
Outlets Co-operative Neighbourhood House LTD will provide opportunities for students and volunteers to 
participate in practical placements, while ensuring the children’s health, safety and wellbeing is protected 
at all times  
Relevant Legislation  


• Education and Care Services National Regulations (regulation 168)  


• Education and Care Services National Law Act 2010 (section 169)  


• National Quality Standard 4.2  


• Equal Opportunity Act 2010 (Vic)  


• Fair Work Act 2009 (Cth)  


• Occupational Health and Safety Act 2004 (Vic)  


• Working with Children Act 2005 (Vic)  


• Information Privacy Act 2000 (Vic)  
 
The Approved Provider (or delegate) is responsible for 


• accepting or rejecting a potential students/volunteers based placement will be arranged by our 
placement co-ordinator based on the circumstances of the service at the time, in consultation with 


the Nominated Supervisor  signing and return practical placement agreement forms  


• ensure that in its dealings with the student/volunteer and at all times during the placement that it 
complies with all laws and the requirements of any governmental authority or other authority having 
jurisdiction over the Employer, including but not limited to the Occupational Health 


• and Safety Act 2004 (Vic), Equal Opportunity Act 2010 (Vic) and Information Privacy Act 2000 (Vic)  


• ensuring that children being educated and cared for by the service are adequately supervised, and the 
legislated educator-to-child ratios are complied with at all times (Regulations 123, 355, 360)  


• ensuring that, where required, the Working with Children (WWC) Check has been read/sighted prior 
to the volunteer’s commencement at the service  


• ensuring that the student/volunteer record contains information for all volunteers/students attending 
the service with details of name, address, date of birth, days and hours of participation and details of 
the Working with Children (WWC) Check (Regulations 145, 147, 149)  


• ensuring that volunteers/students are adequately supervised at all times, and that the health, safety 
and wellbeing of children at the service is protected  


• ensuring that volunteers/students are not left with sole supervision of individual children or groups of 
children  


• providing volunteers/students with access to all service policies and procedures, and Children’s 
Services Regulations and Act (Vic)  access to the Education and Care Services National Regulations 
2011 


• ensuring that volunteers/students comply with the Children’s Services Regulations and Act (Vic) and 
National Regulations and all service policies and procedures, including the Code of Conduct Policy, 
while attending the service  


• completing an induction checklist with volunteers/students attending the service  


• to explain the expectations of the employer regarding performance of tasks, standards of work, hours 
of work, Occupational Health and Safety requirements and any other relevant details, prior to 
commencement  


• to inform clients and its staff as to the role of the student while undertaking placement.  


• to support the student's work on a day-to-day basis.  


• to notify the relevant education service if it is felt that the student is not complying with the general 
rules of the employer, or not making satisfactory progress. 


• to notify the education service if the student is absent or late.  
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• to verify student attendance records.  completing any reports on the individual 
performance/competence  


• communicating with any third parties regarding the individual’s placement Outlets Co-operative 
Neighbourhood House LTD  


 
Volunteers and students, while at the service, are responsible for:  


• to arrange for a Working with Children Check and present the original to the host employer.  


• to complete and sign practical placement agreement  


• ensuring they have provided all details required to complete the staff record  


• undertaking a Working with Children (WWC) Check and presenting a current WWC Check card or 
other notification, as applicable (not applicable if under 18 years of age)  


• understanding and acknowledging the requirement for confidentiality of all information relating to 
educators and families within the service  


• complying with the requirements of the Education and Care Services National Regulations 2011 and 
with all service policies and procedures, including the Code of Conduct Policy, while at the service  


• undertaking the induction process prior to commencement at the service  


• following the directions of staff at the service at all times to ensure that the health, safety and 
wellbeing of children is protected.  


• to work within the employer’s structure, meet the employer’s standards, policies and procedures  to 
work within the hours identified on the practical placement agreement form  


• to conform to the employer’s hours and arrangements.  


• to be aware of and adhere to ethical standards  


• to inform Outlets Co-operative Neighbourhood House LTD Approved Provider, Nominated Supervisor 
or day-to-day supervisor if they are absent  


• to actively participate in the professional learning process  


• to be aware they are under the direction of the nominated workplace supervisor, in so far as the 
direction is compatible with their level of skill and knowledge 


• to be aware that they are a student and not an extra staff member  


• to notify Outlets Co-operative Neighbourhood House Approved Provider/and or their education 
service if there are difficulties with the placement Policy Review  


 


Sources  
Childrens Service Regulations and Act (Vic) 
Education and Care Services National Regulations (regulation 168)  
National Quality Standard 4.2  
Australian Children’s Education and Care Quality Authority (ACECQA): www.acecqa.gov.au National Early 
Years Learning Framework: 
http://www.deewr.gov.au/earlychildhood/policy_agenda/quality/pages/earlyyearslearningframework.asp
x  
Working with Children Check Unit, Department of Justice, Victoria:  
www.justice.vic.gov.au/workingwithchildren/ 
 
This policy will be reviewed bi-annually unless there are any regulatory or legislative requirements and/or 
any feedback from staff, parents and the community. 
 
 


AUTHORISATION 
This policy was adopted by the Approved Provider of [Outlets Co-operative Neighbourhood House LTD on 
December 2020 
 


REVIEW DATE:  23/05/2023 



http://www.deewr.gov.au/earlychildhood/policy_agenda/quality/pages/earlyyearslearningframework.aspx

http://www.deewr.gov.au/earlychildhood/policy_agenda/quality/pages/earlyyearslearningframework.aspx

http://www.justice.vic.gov.au/workingwithchildren/
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Volunteer and Students Policy and Procedure  (NEW Staff)    Orientation  (BP) 


Induction Checklist and orientation for Student/Placements 
This to be use with ORIENTATION for *New Staff 
To be completed with ALL Volunteers/staff and returned to the Nominated Supervisor prior to commencing at Centre 
 


 Please tick 


Tour around the centre (Kitchen, staff room, laundry, toilets)  


Introduce to Staff  


I have been shown where ALL Policies and Procedures are located  


Conduct while at Service  


Fire Extinguishes and emergency exits (Emergency and Evacuation Policy)  


My role in relation to: accidents and medical conditions at the service  


Good hygiene practises  


My role in relation to: first aid arrangements for children and adults, including the 
location of the nearest first aid kit 


 


My role in relation to: daily routines  


The importance of OHS and following safe work practises  


Interacting appropriately with children  


Compliant and grievances   


Child protection  


Privacy and confidentiality  


The expectations of my placement/engagement, my role and responsibilities have been 
clearly explained to me by my supervisor, and I have been given the following. 


➢ Centre Statement of Purposes 
➢ Centre Code of Philosophy  
➢ Code of Conduct 
➢ Volunteer and Student Participation Policy 
➢ And other relevant documents to assist with my placement/engagement 


 


I am aware that I am expected to participate in general task, including maintaining the 
environment in a clean, safe and tidy condition. 


 


 
Volunteer/Student Name: 
 
Signature:        Date:  
 
MoC/Nominated Supervisor: 
 
Signature:        Date: 
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Volunteer and Students Policy and Procedure  (New Staff)    Orientation  (BP) 


FIRST NAME: 
 
 
 


LAST NAME: 
 
 


DATE OF BIRTH: ADDRESS: 
 
 
 
 


CONTACT NUMBER: 
 
 
 
 


EMERGENCY PERSON CONTACT: 


EMERGENCY CONTACT ADDRESS: 
 
 
 
 


EMERGENCY CONTACT PHONE NUMBER: 


Course Studying: (Please Circle) 
Early Childhood Education and Care (ECEC) 
Cert 3                 Diploma             other 
 
Community Services 
Cert  (  )              Diploma              other 
 
 


  


Hours of Placement: 
 
 
 
 
 
 
 


Working with Children Check: 
State:  _________________________ 
Number: _______________________ 
Expiry Date:  ____________________ 
 
Police Check: (National)  (Victorian) 
Number: __________________________ 
 
Sighted By:_________________________ 
Position: ___________________________ 
 
Date: ______________________________ 
 
Signature: __________________________ 
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Volunteer and Students Policy and Procedure   (New Staff)            Orientation  


(M/BP) 


 


Location of: Please Tick 


Medication Bag (Children enrolled on day requirements)  


First Aid Kit in creche change room/blood spill kit  


Accident/Incident book, medication book, illness book (students not to write in these)  


Accident/Incident book, medication book, illness book (students not to write in these)  


Where dirty laundry and clean laundry is found  


Where picture of Student should be displayed when working in room  


Bins – internal and external – Recycling policy and Council bin colours  


Tasks volunteers/ Student may be able to do  


Setting up Indoor activities following Supervisor program  


Setting up Outdoor play activities following Supervisor program  


Collecting dirty washing  


Hanging out clean washing to dry  


Sharpening  pencils  


Cleaning after activities – paint brushes, pots, glue pots, glue sticks  


Setting up beds/ sleep area  


  


Assisting Children with feeding  


Assisting children to sleep  


Assisting children to apply sunscreen  


Putting rubbish, paper, food scraps in nominated Recycle bins  


Writing Children’s names on artworks  


Outdoor play – follow Supervisor instructions and programmed play  


Outdoor area – sweeping and assist packing up items and cover sandpit.  


  


  


 


Volunteer/Student Name: 
 
Signature:        Date:  
 
Qualified Educators Name: 
 
Signature:        Date: 
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Volunteer and Students Policy and Procedure   (New Staff)   Orientation  


(M/BP) 


Creche room Checklist for Volunteers/Students: 
To be completed by Qualified Educator in conjunction with the Volunteer/student and returned to the 
MoC/Nominated Supervisor on or before the end of first day. 
 


 Please Tick 


Children  


Whiteboard pointed out how it operates. Outline of each child and any additional 
needs they may have 


 


Any individual support plans shown and explained  


Anaphylaxis/Allergy/Asthma Plans (and any other plans ie: Diabetes/Epilepsy)  


Physical needs and equipment requirements of any children in the room  


Nappy Changing process – point out, procedure and nappy Chart that should be filled 
in (students to always be supervised during nappy changing) 


 


Communication  


What is the team leader’s expectation of the student on a daily basis?  


Communication to parents – what can the student discuss with parents  


Communication books – n/a  


Observations – does the student have a role with this?  


Program  


Location of the plan?  


Relevant information about the centre philosophy and teaching style. Environmental 
code of practice (see ‘on wall’ room plan and program) 


 


The general limits and rules in the room?  


How are the children reminded of these? 


What role would you like the student to take with this? 


 


What is the general routine for the day? 


A room routine (on wall) and roster (if applicable) should be shown to the student. 


 


Supervision and safety of all children  - to ensure this, the student and team members 
must be able to communicate at all times 


 


Emergency Procedure  


Show where the emergency procedure documentation is  


Process to call 000  
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STAFFING POLICY  (CHILD SAFE STANDARD 8)  (M) 
Mandatory – Quality Area 4 


 


POLICY  
Outlets Co-operative Neighbourhood House LTD will employ sufficient numbers of educators, taking 
into consideration qualifications and experience to meet legislative, policy and service standards, 
Legislation  


• Children Services Regulations VIC) 32/2020  Reg.85, 86, 87, 88,89, 90, 91, 92, 93, 94, 954, 96 


• Children services Act (VIC) 1996 


• Education and Care Services National Law Act 2010: Sections 12, 13, 14, 161, 162, 165, 169  


• Education and Care Services National Regulations: Regulations 14, 15, 16, 46, 47, 48, 49, 83, 84, 
118, 120, 121– 123, 125–126, 129–135, 136, 137–143, 145–152, 355, 357, 358, 360–364  


• Equal Opportunity Act 2010 (Vic)  


• Fair Work Act 2009  


• Information Privacy Act 2000 (Vic), as amended 2011  


• Standard, Quality Area 4: Staffing Arrangements0 


• Privacy Act 1998 (Cwth), as amended 2011  


• Working with Children Check 


• National Quality Children Act 2005 (Vic)  


• Working with Children Regulations 2006 (Vic)  
 


DEFINITIONS  
The terms defined in this section relate specifically to this policy.  
Actively working towards: An educator who is enrolled in a course for a qualification and provides 
the Approved Provider with documentary evidence of their commencement in the course, their 
satisfactory progress towards completion of the course and ongoing evidence that they are meeting 
all the requirements to maintain their enrolment. Educators who are ‘actively working towards’ an 
approved diploma-level qualification must also hold an approved certificate III level education and 
care qualification or have completed the mandatory units of study in an approved certificate III level 
education and care qualification as determined by the national authority (ACECQA).  
Adequate supervision: (In relation to this policy) supervision entails all children (individuals and 
groups) in all areas of the service, being in sight and/or hearing of an educator at all times including 
during toileting, sleep, rest and transition routines. Services are required to comply with the 
legislative requirements for educator-to-child ratios at all times. Supervision contributes to 
protecting children from hazards that may emerge in play, including hazards created by the 
equipment used. Adequate supervision refers to constant, active and diligent supervision of every 
child at the service. Adequate supervision requires that educators are always in a position to observe 
each child, respond to individual needs, and immediately intervene if necessary.  
Variables affecting supervision levels include:  


o number, age and abilities of children  number and positioning of educators  
o current activity of each child  
o areas in which the children are engaged in an activity (visibility and accessibility)  
o developmental profile of each child and of the group of children 
o experience, knowledge and skill of each educator  
o need for educators to move between areas (effective communication strategies).  
o Approved first aid qualification: A list of approved first aid qualifications, anaphylaxis 


management and emergency asthma management training is published on the ACECQA 
website: www.acecqa.gov.au  


Approved Provider/(MoC): Person deem of good quality and morals, satisfying Quality area 4, 7  
Cwth checks – ASIC, NPII, Banned & Disqualified, WWC, National Police Check.  Person with the 
experience to uphold the governance, HR and safety of children in care and staff employed as per 
State, Cwth requirements. 



http://www.acecqa.gov.au/
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Certified Supervisors: An educator with a Supervisor Certificate (in accordance with the National 
Regulations) who may consent to being placed in day-to-day charge of the education and care 
service. The designation must be made by the Approved Provider or the Nominated Supervisor and 
accepted in writing by the Certified Supervisor. A Certified Supervisor placed in day-to-day charge of 
a service does not have the same responsibilities under the National Law as the Nominated 
Supervisor. Applications for Supervisor Certificates are assessed by the Regulatory Authority. 
Criminal history record check: A full-disclosure, Australia-wide criminal history record check issued 
by Victoria Police (refer to Sources), or by a police force or other authority of a state or territory, or 
the Commonwealth. It may also be referred to as a National Police Certificate or Police Records 
Check.  
Early childhood teacher: A person with an approved early childhood teaching qualification. Approved 
qualifications are listed on the ACECQA website: www.acecqa.gov.au  
Educator: An individual who provides education and care for children as part of an education and 
care service.  
Educational Leader: The Approved Provider of an education and care service must designate, in 
writing, a suitably qualified and experienced educator, co-ordinator or other individual to lead the 
development and implementation of educational programs at the service (Regulation 42). This 
person must have a thorough understanding of the Early Years Learning Development Framework (or 
other approved learning framework), be able to guide other educators in their planning and 
reflection, and mentor colleagues in the implementation of their practice.  
Fit-and-proper assessment: In determining whether an applicant is fit and proper, a Regulatory 
Authority must have regard for the applicant’s history of compliance, criminal history record check, 
and any bankruptcy or insolvency issues. The Regulatory Authority may reassess fitness and propriety 
at any time. Registered teachers and those who hold a current Working with Children Check are 
considered to be fit-and-proper persons.  
Manager of Control (MoC): Person deem of good quality and morals, satisfying Quality area 4, 7  
Cwth checks – ASIC, NPII, Banned & Disqualified, WWC, National Police Check.  Person with the 
experience to uphold the governance, HR and safety of children in care and staff employed as per 
State, Cwth requirements. 
Nominated Supervisor: A person who is a Certified Supervisor and has been nominated by the 
Approved Provider of the service under Part 3 of the Act to be the Nominated Supervisor of that 
service, and who has consented to that nomination. The Nominated Supervisor has day-to-day 
responsibility for the service in accordance with the National Regulations. All services must have a 
Nominated Supervisor.  
Responsible Person: The Approved Provider (if that person is an individual, and in any other case the 
person with management or control of the service operated by the Approved Provider) or a 
Nominated Supervisor or Certified Supervisor who has been placed in day-to-day charge of the 
service in accordance with the National Regulations.  
Staff record: A record which the Approved Provider of a centre-based service must keep containing 
information about the Nominated Supervisor, the Educational Leader, staff, volunteers, students and 
the Responsible Person at a service. Details that must be recorded include qualifications, training and 
the Working with Children Check  
Supervisor Certificate: Allows a person to consent to be the Nominated Supervisor or Certified 
Supervisor and be placed in day-to-day charge of an approved service. Applicants must be 18 years or 
older, be assessed as a fit-and-proper person and meet the minimum requirements for qualifications, 
experience and management capability required under the Regulations (Regulations 46–49). 
Applicants for a Supervisor Certificate are assessed by the Regulatory Authority.  
Working directly with children: For the purposes of the National Regulations, working directly with 
children is defined as being physically present with children and directly engaged in providing them 
with education and/or care. 
Working with Children (WWC) Check: The check is a legal requirement for those undertaking paid or 
voluntary child related work in Victoria and is a measure to help protect children from harm arising 
as a result of physical or sexual abuse. The Department of Justice assesses a person’s suitability to 



http://www.acecqa.gov.au/
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work with children by examining relevant serious sexual, physical and drug offences in a person’s 
national criminal history and, where appropriate, their professional history.  
A WWC Check card, notice or document (valid for five years), is granted to a person under working 
with children legislation if:  
they have been assessed as suitable to work with children there has been no information that, if the 
person worked with children, they would pose a risk to those children they are not prohibited from 
attempting to obtain, undertake or remain in child-related employment.  
 


BACKGROUND  
Research has demonstrated that the employment of appropriately qualified staff in early childhood 
services is a key contributor to the delivery of quality programs and better learning outcomes for 
children. “Those with higher qualification levels and standards of training are better equipped to 
provide improved learning environments and mentor educators in quality practices, leading to better 
outcomes for children”  
The Australian Government has acknowledged this by legislating minimum qualification 
requirements for all educators working in early childhood education and care services.  
Eligibility for services to receive funding also includes requirements for staff to hold specific 
qualifications.  
A current list of approved qualifications is available on the Australian Children’s Education and Care 
Quality Authority (ACECQA) website (refer to Sources).  
Applications can also be made to ACECQA to determine if other qualifications (such as those gained 
overseas) entitle the individual to work as an early childhood teacher, diploma-level educator or 
certificate III level educator. Application forms are available on the ACECQA website and a fee is 
required for processing an application.  
In addition, current legislation requires at least one educator who holds current approved first aid 
qualifications, anaphylaxis management training and emergency asthma management training to be 
in attendance and immediately available at all times that children are being educated and cared for 
by the service.  
These qualifications must be updated as required, and details of qualifications must be kept on an 
individual’s staff record. As a demonstration of duty of care and best practice, Outlets Co-operative 
Neighbourhood House LTD  recommends all educators have current approved first aid qualifications, 
anaphylaxis management training and emergency asthma management training.  
 
It is essential that all educators and other adults engaged to work directly with children are provided 
with opportunities to learn and develop new skills in relation to supporting the learning and 
development of young children.  
Such opportunities can arise when more qualified and experienced educators offer guidance and 
feedback to other educators. Opportunities for professional development are also crucial for all 
educators to ensure that their work practice remains current and relevant to the practices and 
principles of the national Early Years Learning Framework (EYLF) and the Victorian Early Years 
Learning and Development Framework (VEYLDF) 
 
Staff are required to actively supervise children at all times when children are in attendance at the 
service. To facilitate this, services are required to comply with legislated educator-to-child ratios at 
all times, and these ratios are based on the ages and number of children at the service. Only those 
educators working directly with children can be counted in the ratio.  
To ensure that children are protected from harm while participating in service programs, all 
educators and staff are required by law to have and maintain a Working with Children (WWC). This 
also applies to volunteers and students unless they are working under the direct supervision of an 
educator who is over 18 years of age and holds, or is actively working towards, an approved diploma-
level education and care qualification (Regulation 358).  
 
 


Parents/guardians and family members closely related to children attending the service are 
exempt from needing a WWC Check.  
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PROCEDURE  
The Approved Provider or delegate is responsible for:  


• ensuring that the service does not operate without a Nominated Supervisor as required under 
the National Law  


• ensuring that there is a Responsible Person on the premises at all times the service is in 
operation  


• ensuring that the Nominated Supervisor, Certified Supervisors, educators and all staff comply 
with the Code of Conduct Policy at all times  


• ensuring that children being educated and cared for by the service are adequately supervised at 
all times they are in the care of that service (National Law: Section 165(1))  


• complying with the legislated educator-to-child ratios at all times as per State CS Reg 32/2020 
and CSAct 1996 (Reg 89, 90) and (National Law: Sections 169(1) & (3), National Regulations: 
Regulations 123, 355, 357, 360) 


• ensuring that all staffing meets the requirements of the National Law, National Regulations and 
the Victorian kindergarten policy, procedures and funding criteria at all times the service is in 
operation  


• complying with current legislation relating to the employment of staff, including the Equal 
Opportunity Act 2010, Fair Work Act 2009 and the Working with Children Act 2005  


• employing the relevant number of appropriately qualified educators. Qualifications must be 
approved by ACECQA (Regulations 126, 361)  


• employing additional staff, as required, to provide a quality early childhood education and care 
program  


• ensuring an early childhood teacher is working with the service for the required period of time 
specified in the CS Regulations, and that, where required, a record is kept of this work 
(Regulations 93, 94)  


• appointing an appropriately qualified and experienced educator to be the Educational Leader 
and ensuring this is documented on the staff record (Regulations 91, 92)  


• maintaining a staff record in accordance with Regulation (Part 4, sub-division 7) including 
information about the Nominated Supervisor, the Educational Leader, other staff members, 
volunteers, students and the Responsible Person. Details that must be recorded include 
qualifications, training and the Working with Children Check   


• complying with the requirements of the Working with Children Act 2005, and ensuring that the 
Nominated Supervisor, Certified Supervisor, educators, staff, volunteers and students on 
placement at the service have a current Working with Children Check or a Victorian Institute of 
Teaching (VIT) certificate of registration  


• ensuring that the Working with Children Check have been sighted and the details kept on each 
staff record  


• completing a fit-and-proper assessment (POA2) in accordance with the QAR, Children’s Services 
(VIC) Regulations (Part 4 -Div.11, Part 7) Education and Care Services National Law Act 2010 
(Sections 12, 13, 14) and the Education and Care Services National Regulations 2011 (Regulations 
14, 15, 16).  


• determining who will cover the costs of Working with Children Checks or criminal history record 
checks 


• ensuring that volunteers/students and parents/guardians are adequately supervised at all times 
when participating at the service, and that the health, safety and wellbeing of children at the 
service is protected  


• ensuring educators who are under 18 years of age are not left to work alone, and are adequately 
supervised at the service (Regulation 88) 


• ensuring that there is at least one educator with current approved first aid qualifications, 
anaphylaxis management training and emergency asthma management training in attendance 
and immediately available at all times that children are being educated and cared for by the 
service. Details of qualifications and training must be kept on the staff record  
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• providing staff with the opportunity to update their first aid, asthma and anaphylaxis  


• qualifications prior to expiry  


• ensuring that staff records and a record of educators working directly with children are updated 
annually, as new information is provided or when rostered hours of work are changed  


• reviewing staff qualifications as required under current legislation, funding requirements and as 
part of an annual staff performance appraisal Outlets Co-operative Neighbourhood House LTD  


• ensuring that the Nominated Supervisor, educators/staff, volunteers and students on placement 
at the service are not affected by alcohol or drugs (including prescription medication) that would 
impair their capacity to supervise or provide education and care to children (Reg.51,52,94)  


• ensuring that the Nominated Supervisor and educators/staff are advised and aware of current 
child protection laws and any obligations that they may have under these laws  (Reg.53) 


• informing parents/guardians of the name/s of casual or relief staff where the regular educator is 
absent (Reg.94) 


• developing and maintaining a list of casual and relief staff to ensure consistency of service 
provision  


• ensuring that the procedures for the appointment of casual and relief staff are compliant with all 
regulatory and funding requirements.  


 
The Nominated Supervisor is responsible for: 


• holding a Supervisor Certificate  


• providing written consent to accept the role of Nominated Supervisor  


• ensuring that, in their absence from the service premises, another person with a Supervisor 
Certificate (a Certified Supervisor – is placed in day-to-day charge of the service) 


• ensuring that the name and position of the Responsible Person in charge of the service is 
displayed and easily visible from the main entrance of the service  


• complying with the service’s Code of Conduct Policy at all times  ensuring adequate supervision 


of children at all times  ensuring the educator-to-child ratios are maintained at all times, that 
each educator at the service meets the qualification requirements relevant to their role, 
including the requirement for current approved first aid qualifications, anaphylaxis management 
training and emergency asthma management training, and that details of such training is kept on 


the staff record  developing rosters in accordance with the availability of Responsible Persons, 
staff qualifications, hours of operation and the attendance patterns of children  


• ensuring that volunteers/students and parents/guardians are adequately supervised at all times 
when participating at the service, and that the health, safety and wellbeing of children at the 
service is protected  


• ensuring that less experienced educators and others engaged to be working with children are 


adequately supervised  ensuring educators who are under 18 years of age are not left to work 
alone and are adequately supervised at the service  


• providing details of their current Working with Children Check or VIT registration for the staff 
record  


• sighting and recording details of current Working with Children Checks or VIT registrations before 
staff commence at the service  


• ensuring that they are not affected by alcohol or drugs (including prescription medication) that 
would impair their capacity to supervise or provide education and care to children (Regulation 
83)  


• ensuring that they are aware of current child protection laws and any obligations that they may 


have under these laws  informing parents/guardians of the name/s of casual or relief staff 
where the regular educator is absent.  


Certified Supervisors are responsible for:  


• holding a Supervisor Certificate  


• providing written consent to accept the role of Certified Supervisor  
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• informing the Approved Provider and/or Nominated Supervisor in the event of absence from the 
service due to leave or illness so they can be replaced by another Responsible Person 


Nominated Supervisors, educators and staff are responsible for:  


• meeting the qualifications, experience and management requirements if they wish to gain a 
Supervisor Certificate, as defined in the National Regulations (Regulations 46–49)  


• complying with the service’s Code of Conduct Policy at all times  


• ensuring that they are not affected by alcohol or drugs (including prescription medication) that 
would impair their capacity to supervise or provide education and care to children  


• providing details of their current Working with Children Check or VIT registration for the staff 
record  


• renewing their Working with Children Check assessment every five years 


• advising the Department of Justice of any relevant change in circumstances, including change of 
name, address, contact details and change of employer/volunteer organisation, including 
changes to the organisation’s contact details  


• adequately supervising children at all times  


• supervising volunteers/students and parents/guardians at all times to protect the health, safety 
and wellbeing of children at the service  


• maintaining educator-to-child ratios at all times  


• maintaining current approved qualifications relevant to their role, including first aid 
qualifications, anaphylaxis management training and emergency asthma management training  


• supervising educators at the service who are under 18 years of age, and ensuring that they are 
not left to work alone  


• ensuring that they are aware of current child protection laws and any obligations that they may 
have under these laws.  


 
Parents/guardians are responsible for:  


• reading this Staffing Policy  


• complying with the law, the requirements of the Children’s Services (VIC) Regulations 32/2020 
and Children’s Services (VIC) Act 1996, Education and Care Services National Regulations 2011, 
and all service policies and procedures  


• following the directions of staff at the service at all times to ensure that the health, safety and 
wellbeing of children is protected.  


 


SOURCES 
Australian Children’s Education and Care Quality Authority (ACECQA): www.acecqa.gov.au  
National Early Years Learning Framework: 
www.deewr.gov.au/earlychildhood/policy_agenda/quality/pages/earlyyearslearningframework.aspx  
Victorian Early Years Learning and Development Framework: 
www.education.vic.gov.au/earlylearning/default.htm  
Victorian kindergarten policy, procedures and funding criteria: 
www.education.vic.gov.au/ecprofessionals/kindergarten/  
Working with Children Check unit, of Justice Department 
www.justice.vic.gov.au/workingwithchildren/  
Victoria Police – National Police Record Check: www.police.vic.gov.au/content.asp? 
 
This policy will be reviewed bi-annually unless there are any regulatory or legislation changes and/or 
feedback from staff, parents or community feedback. 


 
AUTHORISATION  
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD in 
on February 2021 


REVIEW DATE: 27/07/2024 



http://www.deewr.gov.au/earlychildhood/policy_agenda/quality/pages/earlyyearslearningframework.aspx

http://www.education.vic.gov.au/earlylearning/default.htm

http://www.education.vic.gov.au/ecprofessionals/kindergarten/

http://www.justice.vic.gov.au/workingwithchildren/

http://www.police.vic.gov.au/content.asp
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Outlets Co-operative 


Neighbourhood House LTD 


Planning Cycle 


Appendix A 


 
 


Observe 


Gathering information about children, their families, 


peer groups, education and community. Noticing 


and recording what learning, feelings, likes, dislikes, 


understandings and wonderings are occurring. 


Capturing these in a meaningful way to support 


children and families. 


We do this through: Observations, journals, 


comments by children, family input 


 


 


Question 


Analysing what learning is taking place and making 


meaning of this learning for each individual.  


We do this through: Reflections of the learning, 


incorporating learning outcomes or elements of the 


Early Years Learning Framework, looking at 


developmental, linking to theory 


 


Plan 


What are the learning possibilities from here? How 


can the current knowledge, likes, interests and 


development be scaffolded? Plan for the groups and 


individuals, long term and short term goals, 


wellbeing of the child, etc. 


We do this through: Programmed experiences, 


adding next to observations, family input 


 


Act 


Putting your knowledge, understanding of learning 


and planning into action. These may be spontaneous 


experiences that are observed, questioned and 


planned ‘on the go.’ 


We do this through: Acting!   


Reflect 


Reflecting on what you have observed, understood, 


planned for, put into action. Reflecting on what has 


occurred and gaining feedback from others. 


We do this through: Evaluations of experiences, 


evaluations of programming, new observations. 


Reflections on pedagogy through journals. 
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INTERACTIONS WITH CHILDREN POLICY      (M) 


Mandatory – Quality Area 5      CSReg 104, 105 
 
POLICY 
At Outlets Co-operative Neighbourhood House LTD  staff interactions will be warm, respectful, supportive 
and responsive promoting a sense of security and belonging. All children will be supported to learn and 
develop in a secure and empowering environment.  
 
Approved Provider MoC ensures educators to abide by the Code of Ethics as developed by Outlets Co-
Operative NH and with the Australian Early Childhood Association. All educators are provided with a copy of 
the code of conduct upon employment.  
 
Interactions with children will promote a safe, secure and nurturing environment be authentic and 
responsive based on fairness, acceptance and empathy with respect for culture, rights, community and the 
individuals. 
 
Scope 
This policy applies to parents/guardian, the Committee of Management,  Approved Provider, MoC, 
Nominated Supervisor, Day-to-day Supervisor, Educators, Student placements and volunteers. 
 
Relevant Legislation and standards  


• Children’s Service’s Regulations (Vic) Part 5 Reg.104, 105 


• Children’s Service’s Act 1996  


• Education and Care Services National Law Act 2010: Sections 166, 167  


• Education and Care Services National Regulations: Regulations 73, 74, 155, 156, 157, 168(2)(j)  


• National Quality Standard, Quality Area 5: Relationships with Children  


• Charter of Human Rights and Responsibilities Act 2006 (Vic)  


• Children, Youth and Families Act 2005 (Vic)  


• Child Wellbeing and Safety Act 2005 (Vic)  


• Disability Discrimination Act 1992 (Cwth)  


• Equal Opportunity Act 2010 (Vic) 
 
Guidelines: 
Strong relationships are built upon good communication, and effective communication relies on effective 
interactions. To create positive and communicative relationships you must value the time you spend 
interacting and talking with the children. 
Seek professional development and practice to promote interactions with children that are positive and 
respectful. 
Establish practice guidelines that ensure interactions with children are given priority and those interactions 
are authentic, you must treat all children with respect and demonstrate that they are important.  
 
Procedures: 


• Outlets Co-operative Neighbourhood House LTD provides education and care to children in a way that 
encourages children to express themselves and their opinions. 


• Allows children to undertake experiences that develop self-reliance and self-esteem  
All Staff always maintain the dignity and the rights of each child to offer positive guidance and 
encouragement towards acceptable behaviour  


• All staff has regard to the cultural and family values, age, and the physical and intellectual development 
and abilities of each child being educated and cared for.  
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All Staff/Educators will ensure: 


• Will participate in Children’s play  


• Be accessible to each child often during the day  


• provide opportunities for interaction in play and routines  


• greet and farewell every child  


• use children’s names often  


• respect children’s names by using them correctly  


• be affectionate but avoiding terms like ‘darling’ or ‘sweetie’  


• never give children nicknames unless these are provided by parents as the name the child is known by  


• never use negative nicknames.  


• respond to children positively  


• engage in meaningful conversation, using language appropriate to the individual child’s age and stage of 
development  


• acknowledge children’s efforts and achievements  


• collaborate with children  


• allow children to make choices  


• respond to all cues of infants and toddlers  


• give frequent physical contact appropriate to the child’s preferences; for example, holding hands in a 
circle, being a dancing partner, helping with dress-ups  


• model positive interaction appropriate to age groups and cultural differences  


• use nonverbal communication with children; for example, smiling, clapping, waving and acknowledging 
the children  


• move down to the child’s eye level and making eye contact  


• allow the children to participate at their own skills level  


• never force children to communicate  


• make sure facial expressions and body language match your words  


• give children time to think about things before they respond  


• encourage children to express themselves and their opinions 


• allow children to undertake experiences that develop self-reliance and self-esteem  


• maintain at all times the dignity and rights of each child  


• give each child positive guidance and encouragement toward acceptable behavior  


• have regard to family and cultural values, age and physical and intellectual development and abilities  
 


• Respond to children’s communication in a just and consistent manner. 


• Respond sensitively to children’s attempts to initiate interactions and conversations. 


• Initiate one to one interactions with children.  


• Initiate one to one conversations and other positive 


• Interactions during daily routines. 


• Support children’s efforts, assisting and encouraging as appropriate. 


• Support children’s secure attachment through consistent and warm nurturing relationships. 


• Support children’s expression of thoughts and feelings. 


• Encourage children to express themselves and show an interest and participate in what the child is doing. 


• Encourage children to make choices and decisions. 


• Acknowledge children’s complex relationships and sensitively intervene in ways that promote alternative 
perspectives and social inclusion.  


• Acknowledge each child’s uniqueness in positive ways. 


• Respect cultural differences in communication and consider alternative approaches to own. 
 
Role Modelling 


• Educators model positive interactions when they Show care, empathy and respect for children, educators 
and staff and families. Learn and use effective communication strategies. 
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Children’s Rights, Family and Cultural Values 
Interactions within the setting are greatly enhanced when children’s rights and family and cultural values are 
given due consideration and respect. 
 
Administrative procedures, initial conversations, documentation and ongoing communication with children 
and families are a reference point for interactions and a foundation for authentic and respectful 
communication. 
 
Listening  
Educators and staff must use listening as a foundation for interactions. Listening is based on observation and 
in leaving spaces in conversations and communication, suspending judgement and in giving full attention to 
children as they communicate. 
 
Children and Families 
A culture of respectful interaction is promoted when children’s attempts to communicate are 
valued. Turn taking and regulating children’s conversations promotes active engagement. 
Respectful communication with families generates greater confidence in interacting. 
Reflection and Consideration 
Time is dedicated to reflecting upon interactions within children.  
Reflections should consider how to spend extended periods engaged in interactions with children that 
comprise communication and listening. 
 
Parents/guardians are responsible for:  


• Reading and complying with the Interactions with Children Policy 


• Engaging in open communication with educators about their child 


• Informing educators/staff of events or incidents that may impact on their child’s behaviour at the service 
(eg. moving to a new house, relationship issues, a new sibling)  


• Informing educators/staff of any concerns regarding their child’s behaviour or the impact of other 
children’s behaviour  


• Working collaboratively with educators/staff and other professionals/support agencies to develop or 
review an individual behaviour guidance plan for their child, where appropriate. 


 


Sources  
Belonging, Being & Becoming – The Early Years Learning Framework for Australia:  
Early Childhood Australia (ECA) Code of Ethics (2006):  
Guide to the National Quality Standard, ACECQA: www.acecqa.gov.au  
Guiding children’s behaviour in child care – a NCAC Factsheet for Families: http://ncac.acecqa.gov.au/family-
resources/factsheets/guiding_children's_behaviour.pdf  
Inclusion and Professional Support Program (IPSP), Department of Education, Employment and Workplace 
Relations, Australian Government:  
Rothwell, Philip (2008), ‘Guiding Children’s Behaviour’, from Putting Children First, Newsletter of the National 
Childcare Accreditation Council, 25 March, p16–18  
Victorian Early Years Learning and Development Framework:  
Victorian kindergarten policy, procedures and funding criteria, DEECD:  
Interact effectively with children, Aspire publication, Version 2.1  
 
Policy Review This policy will be reviewed bi-annually unless there are any regulatory or legislative 
requirements and/or any feedback from staff, parents and the community 
 
Authorisation 
This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD on 
21Oct 2020  


                      REVIEW DATE:  23/05/2023 



http://www.acecqa.gov.au/

http://ncac.acecqa.gov.au/family-resources/factsheets/guiding_children's_behaviour.pdf

http://ncac.acecqa.gov.au/family-resources/factsheets/guiding_children's_behaviour.pdf
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EDUCATION PROGRAM       (BP) 


NQF  Areas 1,3,5      CSReg Part 4 Div-1, Part 5 
 
Policy 
At Outlets Co-operative Neighbourhood House LTD Programs are designed to reflect the needs of the 
children in accordance with the Centre’s Philosophy and the Early Years Learning Framework. The 
following Learning Outcomes will be incorporated into the observations and planning: 
 


• National Quality Standard, Quality Area 1:Educational program and practice 


• National Quality Standard, Quality Area 3: Physical environments 


• National Quality Standard, Quality Area 5:Relationships with children 


• Early Years Learning Framework, Belonging, Being and Becoming 


• My Time, Our Place 
 


Relevant legislation and Standards 
Education and Care Services National Law Act 2010: Sections 168, 323 
Education and Care Services National Regulations 2011: Regulations 73, 74, 75, 76 
National Quality Standard, Quality Area 1: Educational program and practice 
National Quality Standard, Quality Area 3: Physical environments 
National Quality Standard, Quality Area 5: Relationships with children 
Early Years Learning Framework, Belonging, Being and Becoming 
My Time, Our Place 
Freedom of Information Act 1982 
Information Privacy Act 2000 (Vic) 
Privacy Act 1988 (Cwth) 
 


 Procedure 
Observations: 


1. Programming involves the information that is collected from various sources to write the 
curriculum plan for each room. The experiences and activities are intentional and are 
intended to achieve a learning outcome based on the Early Years Learning Framework.  


2. As part of the program and planning process educators need to collect rich and 
meaningful information that depicts children’s learning in context, describes their progress 
and identifies their strengths, skills and understandings. The observations and 
programming are designed to reflect the needs of the children in accordance with the 
Early Years Learning Framework. 


The collection of documentation gathered may come from a wide variety of resources 


which include: 


• Learning Stories 


• Observations 


• Video files 


• Photo files 


• Documentation from families 


• Conversations with families 


• Conversations with children 


• Reflections/Diaries 
 


A3 Reflection book. is paper based portfolio that has been implemented in the centre. It is a 


space to ensure every child receives the best support possible and that families are involved and 


up to date with children’s development. A3 Outcome Reflection book. creates a portfolio of 


children’s learning. 
3. All children who attend care at Outlets Co-operative Neighbourhood House LTD, Children, 


whether Permanent, Transitional, Flexible or Adhoc/casual,  are linked to Kiosk  and 
observed on approximately a 2-4 week cycle.  


4. Observations are usually reflected on using Child Planning notes in our A3 Reflection 
book. They should demonstrate the planning cycle and encourage reflective, intentional 
practice. The observations can be linked to learning tags such as the EYLF learning 
outcomes.  


5. Individual observations are linked to the fortnightly program plan and identified by the 
child’s name on the back of the program sheet or by a link on A3 Reflection book. 


6. Families may also contribute stories or observations onto A3 Reflection book. which may 
be used for planning purposes. 
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Learning and Development  
❖ Programs foster play-based learning as a context for children to organise and make sense of 


their social worlds as they engage actively with people, objects and representations 
❖ Programs encourage children to make choices and take on new challenges 
❖ Programs foster physical development 
❖ Programs foster language and literacy development 
❖ Programs foster personal and interpersonal development 
❖ Programs foster curiosity, logical inquiry and mathematical thinking 
❖ Programs foster creative and aesthetic development using movement, music and visual-


spatial forms of expression  
❖ Programs are open ended and age /stage appropriate. 
❖ Programs challenge children’s development 
❖ Programs reflect environmental practices 
❖ Programs reflect a multicultural society 
❖ Program develops awareness of Australia’s Aboriginal and Torres Strait Islanders and 


multicultural heritage 
 
The educational program is also based on the principles of the Early Years Learning Framework: 


• Secure, respectful and reciprocal relationships.  


• Partnerships.  


• High expectations and equity.  


• Respect for diversity.  


• Ongoing learning and reflective practice.  


Evaluations: 
1. The program plan is evaluated and modified on a fortnightly basis by the Qualified Educator or 


Teacher. The program will reflect the indoor and outdoor program. The comments can relate 
to the learning outcomes or about the specific activity. This will be written straight onto the 
plan (on A3 Reflection book. or hardcopy). The back of the plan may also be used if required. 


2. Evaluations for individual children are added to their child planning note on A3 Outcome 
Reflection book. Parents also have the opportunity to place a comment within their own child’s 
observation. 


3. Individual plans may also be established for children on A3 Outcome Reflection book. Any 
therapists who work with a child would have input into this planning.  


4. Community posts may be made on A3 Reflection book. that reflect the learning that has 
occurred over the last fortnight and the future planning that will be occurring indoors and 
outdoors. Families can also comment on these posts. 


 
Key points to include when evaluating the indoor and outdoor program: 


• Evaluate against the centre’s program philosophy statement and broad goals  


• Balance and flexibility 


• Parents feedback  


• Management feedback 


• Peer feedback 


• Children’s feedback 


• Time frame for achieving objective/s 


• Reflecting the Early Years Learning Framework 
 


Program Folder  


The following forms are available online and in the planning room for referral and use. 


❑ Educational Program Policy and Procedure  
❑ Environmental Sustainability – Code of Practice 
❑ Program Planning Philosophy  
❑ Program Planning Goals 
❑ National Quality Standard 1: Educational program and practice 
❑ Enrolment and Orientation Policy and Procedure 
❑ Orientation form 
❑ Indoor Room Layout Template  
❑ Parent - Educator Discussion Record 
❑ Professional Services Meeting Record 
❑ Copies of the previous 12 months programs (or in A3 Reflection book.) 
❑ Recorded Observations 
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❑ Behaviour Support Plan 
 
other relevant forms or documents will be found in the childcare originals folder (in planning 
room) or online: 


❑ Developmental Checklist 
❑ Staff Routine Sample 
❑ Nappy Change Record 
❑ Lunch Requirements 


Your Program Planning, including A3 Reflection book., contains very important documents and 
information. Extreme care must be taken with them at all times. They are to be kept CONFIDENTIAL. 
When a child leaves the centre the child’s profile is archived in A3 Outcome Reflection book. If a 
family deletes their child from A3 Reflection book. an email is sent to the centre. The child’s portfolio 
then has to be exported to ‘Finished children’ under the room’s server online. These portfolios must be 
kept from when the child leaves the centre until the end of 3 years after the child’s last attendance.            


Sources 
National Quality Framework 
Early Years Learning Framework, Belonging, Being and Becoming 
My Time, Our Place 
A3 Reflection book. Documentation 
 
Policy Review 
This policy will be reviewed biannually unless there are any regulatory or legislative requirements 
and/or any feedback from staff, parents and the community.  


 


ATTACHMENTS 


AUTHORISATION 


This policy was adopted by the Approved Provider of Outlets Co-operative Neighbourhood House LTD 


on April 2021 


REVIEW DATE:   23 /5 /2023 
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COMMUNICATIONS AND INTERACTIONS POLICY  (CENTER)    (M) 


Mandatory – Quality Area 5      CSReg. Part 5 Reg 104, 105 
 
PURPOSE 
This policy will provide guidelines to ensure communication and: 


• the development of positive and respectful relationships with each child at Outlets Co-operative 
Neighbourhood House LTD 


• each child at Outlets Co-operative Neighbourhood House LTD is supported to learn and develop in a 
secure and empowering environment. 


• the development of positive and respectful relationships with the parent/guardian between Approved 
Provider, Nominated Supervisor, day-to-day Supervisor, Educators, Students and Volunteers. 


 
POLICY STATEMENT 
1. VALUES 
Outlets Co-operative Neighbourhood House LTD is committed to: 


• maintaining the dignity and rights of each child at the service 


• promoting fairness, respect and equity 


• encouraging children to express themselves and their opinions, and to undertake experiences that 
develop self-reliance and self-esteem 


• considering the health, safety and wellbeing of each child, and providing a safe, secure and welcoming 
environment in which they can develop and learn 


• maintaining a duty of care (refer to Definitions) towards all children at the service 


• considering the diversity of individual children at the service, including family and cultural values, age, 
and the physical and intellectual development and abilities of each child 


• building collaborative relationships with families to improve learning and development outcomes for 
children 


• encouraging positive, respectful and warm relationships between children, families and educators/staff 
at the service. 


• respectful and collaborated relationship between parents/guardian in communication of Centre 
interactions, communications and the centres Policies. 


 
SCOPE 
This policy applies to the Approved Provider, Persons with Management or Control, Nominated Supervisor, 
Persons in day-to-day Charge, staff, students on placement, volunteers, parents/guardians, children and 
others attending the programs and activities of Outlets Co-operative Neighbourhood House LTD. 
 
BACKGROUND AND LEGISLATION 
The United Nations Convention on the Rights of the Child is founded on respect for the dignity and worth of 
each individual, regardless of race, colour, gender, language, religion, opinions, wealth, birth status or 
ability. 
 When children experience nurturing and respectful reciprocal relationships with educators, they develop 
an understanding of themselves as competent, capable and respected.  
Relationships are the foundation for the construction of identity, and help shape children’s thinking about 
who they are, how they belong and what influences them [Early Years Learning Framework, p. 20; ] 
‘Constructive everyday interactions and shared learning opportunities form the basis of equitable, 
respectful and reciprocal relationships between educators and children.  
Educators who are actively engaged in children’s learning and share decision-making with them, use their 
everyday interactions during play, routines and ongoing projects to stimulate children’s thinking and to 
enrich their learning.  
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These relationships provide a solid foundation from which to guide and support children as they develop 
the self-confidence and skills to manage their own behaviour, make decisions and relate positively and 
effectively to others.’  
Child Safe Standard 7 - requires services to have strategies to promote the participation and empowerment 
of children. When children feel respected and valued, they are much more likely to speak up about issues 
of safety and wellbeing. Enabling and promoting the participation of children within a service has multiple 
benefits in addition to enhancing the safety of children, including demonstrating a commitment to 
upholding the rights of children, checking that what the service is doing is what children want and building 
the communication and leadership skills of children. 
In developing an Interactions with Children Policy, early childhood education and care services must review 
and reflect on the philosophy, beliefs and values of the service, particularly with regard to the relationships 
with children. The development of this policy should also be informed by the service’s Code of Conduct 
Policy. 
 


Legislation and standards 
Relevant legislation and standards include but are not limited to: 


• Children’s Service’s Regulations (Vic) Part 5 Reg.104, 105 


• Children’s Service’s Act 1996  


• Education and Care Services National Law Act 2010: Sections 166, 167  


• Education and Care Services National Regulations: Regulations 73, 74, 155, 156, 157, 168(2)(j) 


• Charter of Human Rights and Responsibilities Act 2006 (Vic) 


• Children, Youth and Families Act 2005 (Vic) 


• Child Wellbeing and Safety Act 2005 (Vic) 


• Child Wellbeing and Safety Amendment (Child Safe Standards) Act 2015 (Vic) 


• Disability Discrimination Act 1992 (Cth) 


• Equal Opportunity Act 2010 (Vic) 


• National Quality Standard, Quality Area 5: Relationships with Children 
 
DEFINITIONS 
The terms defined in this section relate specifically to this policy. For commonly used terms eg. Approved 
Provider, Nominated Supervisor, Regulatory Authority etc.  
 
Adequate supervision: entails all children (individuals and groups) in all areas of the service, being in sight 
and/or hearing of an educator at all times including during toileting, sleep, rest and transition routines. 
Services are required to comply with the legislative requirements for educator-to-child ratios at all times. 
Supervision contributes to protecting children from hazards that may emerge in play, including hazards 
created by the equipment used. 
Adequate supervision refers to constant, active and diligent supervision of every child at the service. 
Adequate supervision requires that educators are always in a position to observe each child, respond to 
individual needs and immediately intervene if necessary. Variables affecting supervision levels include: 


• number, age and abilities of children 


• number and positioning of educators 


• current activity of each child 


• areas in which the children are engaged in an activity (visibility and accessibility) 


• developmental profile of each child and of the group of children 


• experience, knowledge and skill of each educator 


• need for educators to move between areas (effective communication strategies). 
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Behaviour guidance plan: A plan that documents strategies to assist an educator in guiding a child with 
diagnosed behavioural difficulties or challenging behaviours to self-manage his/her behaviour. The plan is 
developed in consultation with the Nominated Supervisor, educators, parents/guardians and families, and 
other professional support agencies as applicable. 
 
Challenging Behaviour: Behaviour that: 


• disrupts others or causes disputes between children, but which is part of normal social development 


• infringes on the rights of others 


• causes harm or risk to the child, other children, adults or living things 


• is destructive to the environment and/or equipment 


• inhibits the child’s learning and relationship with others 


• is inappropriate relative to the child’s developmental age and background. 
 
Notifiable complaints: The Regulatory Authority is required to be notified of a complaint that alleges: 


• a serious incident has occurred or is occurring while a child is being educated and cared for by a service 


• the National Law and/or National Regulations have been contravened.  
Complaints of this nature must be reported by the Approved Provider to the Regulatory Authority within 24 hours of the 
complaint being made (Section 174(2)(b), Regulation 176(2)(b)). If the Approved Provider is unsure whether the matter is a 
notifiable complaint, it is good practice to contact DET for confirmation.  
Notification of complaints must be submitted within 24 hours through either the NQA IT System portal: 
http://www.acecqa.gov.au or where this is not possible, the Regulatory Authority must be contacted directly.  
•The definition of Serious Incident is defined in s49(4) of the Minister’s Rules.  
DESE Department of Education, Skills and Employment (the Department) must be notified of any serious incident that occurs 
or could have occurred. Form One Serious Incident Details - This form must be completed and sent to the Department within 
24 hours after a serious incident involving a child being cared for or educated by the service occurs, or a circumstance occurs 
that could have resulted in a serious incident. Email to CCCFRestricted@dese.gov.au with “Serious Incident Notification” in 
subject line.  


 
Inclusion Support Program: Funded by the Commonwealth Government to assists services to build their 
capacity and capability to include children with additional needs in mainstream services; providing them 
with an opportunity to learn and develop alongside their typically developing peers: 
https://www.education.gov.au/   
 
Mental health: In early childhood, a child’s mental health is understood as a child’s ability to ‘experience, 
regulate and express emotions; form close and secure interpersonal relationships; and explore the 
environment and learn – all in the context of family, community and cultural expectations for young 
children. Infant mental health is synonymous with healthy social and emotional development. 
https://beyou.edu.au/ 
 
Preschool Field Officer (PSFO) Program: The role of the PSFO Program is to support the access and 
participation of children with additional needs in preschool: http://www.education.vic.gov.au   
 
Serious incident: A serious incident (regulation 12) is defined as any of the following: 


• the death of a child while being educated and cared for at the service or following an incident at the 
service 


• any incident involving serious injury or trauma while the child is being educated and cared for, which 
o a reasonable person would consider required urgent medical attention from a registered 


medical practitioner; or 
o the child attended or ought reasonably to have attended a hospital eg. a broken limb* 


• any incident involving serious illness of a child while that child is being educated and cared for by a 
service for which the child attended, or ought reasonably to have attended, a hospital eg. severe 
asthma attack, seizure or anaphylaxis*.  



http://www.acecqa.gov.au/

https://www.education.gov.au/

https://beyou.edu.au/

http://www.education.vic.gov.au/Pages/default.aspx
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Only treatment related to serious injury or illness or trauma are required to be notified, not other health 
matters.  


• any emergency for which emergency services attended. NOTE: This means an incident, situation or 
event where there is an imminent or severe risk to the health, safety or wellbeing of a person/s at an 
education and care service. It does not mean an incident where emergency services attended as a 
precaution. 


• a child appears to be missing or cannot be accounted for at the service 


• a child appears to have been taken or removed from the service in a manner that contravenes the 
National Regulations 


• a child was mistakenly locked in or out of the service premises or any part of the premises. 
Examples of serious incidents include amputation (eg. removal of fingers), anaphylactic reaction requiring 
hospitalisation, asthma requiring hospitalisation, broken bone/fractures, bronchiolitis, burns, diarrhoea 
requiring hospitalisation, epileptic seizures, head injuries, measles, meningococcal infection, sexual assault, 
witnessing violence or a frightening event.  
If the approved provider is not aware that the incident was serious until sometime after the incident, they 
must notify the regulatory authority within 24 hours of becoming aware that the incident was serious.  
Notifications of serious incidents should be made through the wmr.qar@edumail.vic.gov.au and/or NQA IT 
System portal (http://www.acecqa.gov.au). If this is not practicable, the notification can be made initially in 
whatever way is best in the circumstances.  
 
2. SOURCES AND RELATED POLICIES 
Sources 


• Behaviour guidance practice note series (DET): http://www.education.vic.gov.au 


• Belonging, Being & Becoming – The Early Years Learning Framework for Australia: 
https://www.education.gov.au/  


• Early Childhood Australia Code of Ethics: http://www.earlychildhoodaustralia.org.au/ 


• Guide to the National Quality Framework, ACECQA: www.acecqa.gov.au  


• Inclusion Support Program (ISP), Department of Education and Training: https://www.education.gov.au/  


• Kids Matter, an Australian mental health and well-being initiative set in primary schools and early 
childhood education and care services: https://beyou.edu.au/ 


• The Kindergarten Funding Guide (DET): http://www.education.vic.gov.au 


• United Nations Convention on the Rights of the Child: https://www.unicef.org/ 


• Victorian Early Years Learning and Development Framework: http://www.education.vic.gov.au 
 


Service policies 


• Child Safe Environment Policy 


• Code of Conduct Policy 


• Complaints and Grievances Policy 


• Curriculum Development Policy 


• Inclusion and Equity Policy 


• Occupational Health and Safety Policy 


• Privacy and Confidentiality Policy 


• Supervision of Children Policy 
 


PROCEDURES 
The Approved Provider and Persons with Management or Control are responsible for: 


• developing and implementing the Interactions with Children Policy in consultation with the Nominated 
Supervisor, other staff and parents/guardians, and ensuring that it reflects the philosophy, beliefs and 
values of the service 


• ensuring parents/guardians, the Nominated Supervisor and all other staff are provided with a copy of 
the Interactions with Children Policy and comply with its requirements 



mailto:wmr.qar@edumail.vic.gov.au

http://www.acecqa.gov.au/

http://www.education.vic.gov.au/Pages/default.aspx

https://www.education.gov.au/

http://www.earlychildhoodaustralia.org.au/

http://www.acecqa.gov.au/

https://www.education.gov.au/

https://beyou.edu.au/

http://www.education.vic.gov.au/Pages/default.aspx

https://www.unicef.org/

http://www.education.vic.gov.au/Pages/default.aspx
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• ensuring the Nominated Supervisor and all other staff are aware of the service’s expectations regarding 
positive, respectful and appropriate behaviour, and acceptable responses and interactions when 
working with children and families (refer to Code of Conduct Policy) 


• ensuring children are adequately supervised (refer to Definitions) and that educator-to-child ratios are 
maintained at all times (refer to Supervision of Children Policy) 


• ensuring the size and composition of groups is considered to ensure all children are provided with the 
best opportunities for quality interactions and relationships with each other and with adults at the 
service (Regulation 105). Smaller group sizes are considered optimal 


• ensuring educational programs are delivered in accordance with an approved learning framework, are 
based on the developmental needs, interests and experiences of each child, and take into account the 
individual differences of each child (refer to Inclusion and Equity Policy) 


• ensuring the educational program contributes to the development of children to have a strong sense of 
wellbeing and identity, and to be connected, confident, involved and effective learners and 
communicators (Regulation 104) (refer to Curriculum Development Policy) 


• ensuring that the service provides education and care to children in a way that: 


− encourages children to express themselves and their opinions. 


− allows children to undertake experiences that develop self-reliance and self-esteem. 


− maintains the dignity and the rights of each child at all times. 


− offers positive guidance and encouragement towards acceptable behaviour. 


− has regard to the cultural and family values, age, and the physical and intellectual development and 
abilities of each child being educated and cared for  


• ensure that the service provides children with opportunities to interact and develop positive 
relationships with each other, and with the staff and volunteers at the service  


• ensuring clear documentation of the assessment and evaluation of each child’s: 


− developmental needs, interests, experiences and program participation 


− progress against the outcomes of the educational program (Regulation 42) (refer to Curriculum 
Development Policy) 


• supporting educators/staff to access resources and gain appropriate training, knowledge and skills for 
the implementation of this policy, including promoting social, emotional and mental health and 
wellbeing 


• ensuring the environment at the service is safe, secure and free from hazards for children (refer to Child 
Safe Environment Policy, Occupational Health and Safety Policy and Supervision of Children Policy) and 
promotes the active participation of every child 


• ensuring that the Nominated Supervisor and all other staff members at the service who work with 
children are aware that it is an offence to subject a child to any form of corporal punishment, or any 
discipline that is unreasonable or excessive in the circumstances (National Law: Section 166) 


• promoting collaborative relationships between children/families and educators, staff and other 
professionals, to improve the quality of children’s education and care experiences 


• referring notifiable complaints (refer to Definitions), grievances (refer to Definitions) or complaints that 
are unable to be resolved appropriately and in a timely manner to the Approved Provider/MoC (refer to 
Complaints and Grievances Policy) 


 


• informing DET – wmr.qar@edumail.vic.gov.au  within 24 hours of receiving a notifiable complaint (refer 
to Definitions)  


• notifying DET - wmr.qar@edumail.vic.gov.au, hours of a serious incident (refer to Definitions) occurring 
at the service 


• ensuring that where the service has been notified of a court order prohibiting an adult from contacting 
an enrolled child, such contact does not occur while the child is on the service premises 


• ensuring educators and staff use positive and respectful strategies to assist children to manage their 
own behaviour, and to respond appropriately to conflict and the behaviour of others 


• developing links with and referral pathways to services and/or professionals to support children 
experiencing social, emotional and behavioural difficulties and their families 



mailto:wmr.qar@edumail.vic.gov.au
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• ensuring that there is a behaviour guidance plan developed for a child if educators are concerned that 
the child’s behaviour may put the child themselves, other children, educators/staff and/or others at risk 


• ensuring that parents/guardians and other professionals and support agencies (as appropriate) are 
consulted if an individual behaviour guidance plan has not resolved the challenging behaviour 


• consulting with, and seeking advice from, DET if a suitable and mutually agreeable behaviour guidance 
plan cannot be developed. 


• ensuring that additional resources are sourced, if required, to implement a behaviour guidance plan 


• ensuring that educators/staff at the service are provided with appropriate training to guide the actions 
and responses of a child/children with challenging behaviour. 


• maintaining confidentiality at all times (refer to Privacy and Confidentiality Policy). 
 


Nominated Supervisor and Persons in Day-to-Day Charge are responsible for: 


• implementing the Interactions with Children Policy at the service 


• ensuring all staff and parents/guardians have access to the Interactions with Children Policy and comply 
with its requirements. 


• ensuring all staff are aware of the service’s expectations regarding positive, respectful, and appropriate 
behaviour, and acceptable responses and reactions when working with children and families (refer to 
Code of Conduct Policy) 


• ensuring children are adequately supervised (refer to Definitions) and that educator-to-child ratios are 
maintained at all times (refer to Supervision of Children Policy)  


• ensuring that the environment is safe, secure and free from hazards (Child Safe Environment, 
Supervision of Children Policy and Occupational Health and Safety Policy) 


• considering the size and composition of groups when planning program timetables to ensure all children 
are provided with the best opportunities for quality interactions and relationships with each other and 
with adults at the service. Smaller group sizes are considered optimal. 


• developing and implementing educational programs, in accordance with an approved learning 
framework, that are based on the developmental needs, interests and experiences of each child, and 
take into account the individual differences of each child (refer to Inclusion and Equity Policy) 


• ensuring the educational program contributes to the development of children to have a strong sense of 
wellbeing and identity, and to be connected, confident, involved and effective learners and 
communicators (refer to Curriculum Development Policy) 


• ensuring that educators provide education and care to children in a way that: 
o encourages children to express themselves and their opinions 


o allows children to undertake experiences that develop self-reliance and self-esteem 


o maintains the dignity and the rights of each child at all times 


o offers positive guidance and encouragement towards acceptable behaviour 


o has regard to the cultural and family values, age, and the physical and intellectual development 
and abilities of each child being educated and cared for 


• ensuring clear and straightforward documentation of the assessment and evaluation of each child’s: 
o developmental needs, interests, experiences and program participation 
o progress against the outcomes of the educational program (Regulation 42) (refer to Curriculum 


Development Policy) 


• organising appropriate training for all staff to assist with the implementation of this policy 


• ensuring all staff members at the service who work with children are aware that it is an offence to 
subject a child to any form of corporal punishment, or any discipline that is unreasonable or excessive in 
the circumstances (National Law: Section 166) 


• ensuring that procedures are in place for effective daily communication with parents/guardians to share 
information about children’s learning, development, interactions, behaviour and relationships 


• informing the Approved Provider of any notifiable complaints (refer to Definitions) or serious incidents 
(refer to Definitions) at the service 
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• ensuring that where the service has been notified of a court order prohibiting an adult from contacting 
an enrolled child, such contact does not occur while the child is on the service premises 


• ensuring educators and staff use positive and respectful strategies to assist children to manage their 
own behaviour, and to respond appropriately to conflict and the behaviour of others 


• developing the behaviour guidance plan in consultation with the Approved Provider, educators and the 
parents/guardian of the child, and other professionals and services as appropriate 


• supporting educators by assessing skills and identifying additional training needs in the area of 
behaviour guidance 


• investigating the availability of extra assistance, financial support or training, by contacting the regional 
Preschool Field Officer (refer to Definitions), specialist children’s services officers from DET or other 
agencies working with the child 


• setting clear timelines for review and evaluation of the behaviour guidance plan. 


• providing information, ideas and practical strategies to families, educators and staff on a regular basis to 
promote and support health and wellbeing in the service and at home 


• co-operating with other services and/or professionals to support children and their families, where 
required 


• maintaining confidentiality at all times (refer to Privacy and Confidentiality Policy). 
All other staff are responsible for: 


• assisting with the development and implementation of the Interactions with Children Policy, in 
consultation with the Approved Provider, Nominated Supervisor, parents/guardians and families 


• providing access to the Interactions with Children Policy for parents/guardians and families 


• complying with the requirements of the Interactions with Children Policy 


• being aware of service expectations regarding positive, respectful and appropriate behaviour, and 
acceptable responses and reactions when working with children and families (refer to Code of Conduct 
Policy) 


• providing adequate supervision of children at all times (refer to Definitions and Supervision of Children 
Policy) 


• communicating and working collaboratively with parents/guardians and families in relation to their 
child’s learning, development, interactions, behaviour and relationships 


• delivering educational programs, in accordance with an approved learning framework, that are based on 
the developmental needs, interests and experiences of each child, and take into account the individual 
differences of each child (refer to Inclusion and Equity Policy) 


• delivering programs that develop a sense of wellbeing and identity, connection to community, and 
provide skills for lifelong learning in all children (refer to Curriculum Development Policy) 


• providing education and care to children in a way that: 


− encourages children to express themselves and their opinions 


− allows children to undertake experiences that develop self-reliance and self-esteem 


− maintains the dignity and the rights of each child at all times 


− offers positive guidance and encouragement towards acceptable behaviour 


− has regard to the cultural and family values, age, and the physical and intellectual development and 
abilities of each child being educated and cared for 


• developing warm, responsive and trusting relationships with children that promote a sense of security, 
confidence and inclusion 


• supporting each child to develop responsive relationships, and to work and learn in collaboration with 
others 


• using positive and respectful strategies to assist children to manage their own behaviour, and to 
respond appropriately to conflict and the behaviour of others 


• assisting the Nominated Supervisor to develop a behaviour guidance plan in consultation with 
parents/guardians and other professionals as appropriate 


• implementing a behaviour guidance plan and incorporating identified strategies and resources into the 
service program 
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• undertaking relevant training that will enable them to guide children who exhibit challenging behaviour 


• maintaining ongoing communication and consultation with parents/guardians 


• providing regular progress reports to the Approved Provider and Nominated Supervisor on the 
implementation and effectiveness of the agreed strategies contained in an individual behaviour 
guidance plan 


• documenting assessments and evaluations for each child to inform the educational program (Regulation 
42) 


• being aware that it is an offence to subject a child to any form of corporal punishment, or any discipline 
that is unreasonable or excessive in the circumstances 


• maintaining confidentiality at all times (refer to Privacy and Confidentiality Policy) 
 


Parents/guardians are responsible for: 


• reading and complying with the Interactions with Children Policy 


• engaging in open communication with educators about their child 


• informing educators/staff of events or incidents that may impact on their child’s behaviour at the 
service (eg. moving house, relationship issues, a new sibling) 


• informing educators/staff of any concerns regarding their child’s behaviour or the impact of other 
children’s behaviour 


• working collaboratively with educators/staff and other professionals/support agencies to develop or 
review an individual behaviour guidance plan for their child, where appropriate. 
 


EVALUATION 
In order to assess whether the values and purposes of the policy have been achieved, the Approved 
Provider will: 


• regularly seek feedback from everyone affected by the policy regarding its effectiveness 


• monitor the implementation, compliance, complaints and incidents in relation to this policy 


• keep the policy up to date with current legislation, research, policy and best practice 


• revise the policy and procedures as part of the service’s policy review cycle, or as required 


• notify parents/guardians at least 14 days before making any changes to this policy or its procedures 
unless a lesser period is necessary because of a risk. 


 
Communication Tree: (Internal) process 


• Children Enrolment Form – Approved Provider/MoC – Nominated Supervisor – Educators (Filed: 
IT/Paper) 


• Children Management Plans – AppProvider/MoC-Nominated Supervisor – Educators Action: Displayed 
in Room(C/c) (Filed with Child Enrolment form) 


• Children Referrals and Needs/Reports – Vulnerable Children:  AppProvider/MoC-Nominated 
Supervisor-Educators (Filed: IT/Paper with Child Enrolment Form) 


• New/Temporary/Part time Staff to be orientated and stepped through Communication Tree, staff 
meeting and/or one-to-one verbal communication on Children attending with Specific Needs or 
Management Plans. T ensure appropriate Policies and plans are adhered to  


• Observations – re: Vulnerable Children Educators to hand Observations to Nominated Supervisor-
AppProvider/MoC and with review to arrange time to discuss observation with Educator/s Nominated 
Supervisor and or AppProvider/MoC. Outcome and Actions documented. 


*Note: Observations re: Vulnerable Children – outcomes and actions will be directed through AppProvider 
and/or Nominated Supervisor   


 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets Co-op NH House LTD on 14/7/2020 
 
 
REVIEW DATE:    23/05/2023 
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COMMUNICATION AND PARENT PERSONS INVOLVEMENT  POLICY   (M) 


Mandatory – Quality Area 5 
 
POLICY 
Outlets Co-operative Neighbourhood House LTD is a not-for-profit and non-government 
organisation. Governed for Volunteer of 6 Directors.  The Committee of Management employs a CEO 
(who sits as an Independent Director) to manage the Centre and to employ staff with qualifications 
to deliver services. The Centre abides by the Co-operative Model Rules and Act which is based on a 
non-trading Co-operative built on community involvement and participations. 
By providing a number of options for parents, to participate in the centre will have a greater 
partnership and community building.  
Parents have direct input to their child/ren early years learning and the child/ren growth. 
Parents gain greater knowledge and skills in such a diverse setting, career change, further 
employment, study and the Centre builds in succeeding its service, with their involvement. 
Communication is through – Technology, signage, posters, newsletters, verbal, programs 
 
PURPOSE 
To promote a friendly, comfortable, and cooperative relationship between parents, children and 
staff.  
To build a strong communication between parents/guardian and the Staff – Approved Provider, 
Nominated Supervisor, Childcare Educators, Students, Volunteers, Committee of Management. 
Parents at this centre have various opportunities to become involved in a way that suits them best.  
These options include becoming a member of the Centre or Management Committee, taking part in 
fund-raising activities, assisting with childcare daily routine, assisting with centre maintenance or 
joining a course/class.  
 
SCOPE 
This policy applies to Persons attending Centre, Parents who have children enrolled at our centre, the 
Approved Provider, Nominated Supervisor, Day-to-day Supervisor, Students, Placements, Visitors and 
volunteers and Committee of Management. 
 
Background and legislation 
With the introduction of The Working with Children check it is compulsory for all paid and/or 
nonpaid staff obtain, *Refer to link below, is read and understood.  
Outlets Co-operative Neighbourhood House LTD is a not-for-profit non-government owned centre, 
that encourages community involvement whilst ensuring the safety of children that attend this 
centre, parents and all volunteers alike are supervised at all times. 
Parent involvement is encouraged as it establishes an understanding of the child daily routine, 
friendships and interactions and an understanding of how Outlets Co-operative Neighbourhood 
House LTD operates. 


• Children’s Services Regulations (Vic) 32/2020 


• Children’s Services Act 1996 


• Co-operative Model Rules 1996 


• Co-operative Act 1997 
*Working with Children Check unit, of Justice Department 
www.justice.vic.gov.au/workingwithchildren/  
Victoria Police – National Police Record Check: www.police.vic.gov.au/content.asp? 
 
PROCEDURE 
Outlets Co-operative Neighbourhood House has the following structures in place to ensure the 
effective communication between the parents/families and staff are in place 
Communication is through:  
Technology, social media, printed signage, posters, newsletters, programs and verbal. 



http://www.justice.vic.gov.au/workingwithchildren/

http://www.police.vic.gov.au/content.asp
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Children - care 


• Daily comments are to be recorded by staff on the white board in the Childcare room. 


• This may be inclusive of the child’s eating and sleeping habit, and for infants’ nappy changes; 
variations in the person expected to collect the child; any other comments that parents or 
staff would like recorded 


• If your child is being collected by a person other than yourself you are to inform Centre by 
Verbal, Email, sms. If someone NOT on your enrolment form is to collect you MUST give full 
details and Id of person to Centre. 


• Management Plans are displayed in Children’s room and verbally explained to members of 
staff – volunteers, students, parents on duty, placement (*refer to Policies and 
Organisational Chart) 


• The children’s program plan is to be displayed for parents 


• Reflection book is prepared fortnightly and inclusive of objectives and outcomes of activities 


• Daily verbal communication between staff and all parents. Direct personal contact is vital, as 
putting up a notice alone may not be sufficient. 


• Centre newsletters, programs compiled by office staff with input from childcare staff, 
Management Committees, informing parents of centre happenings, changes in policy, forth-
coming events, and providing resources to parents. This is distributed and displayed at 
minimum quarterly 


Support 
• Many parents/families are estranged or separated away from the support of their own 


families or may feel that times child behaviours or developments are of concern. Parents 
may at times, be in need, of the support and knowledge that a sensitive childcare worker can 
provide.  


• Support is available through daily contacts, tip sheets and resource sheets (the centre can 
also assist with referral to other services or organize guest speakers for particular topics) if 
needed. 


Participation 
• Information for centre/house membership information we can organize for you to meet and 


discuss the options available with our Approved Provider/CEO. 


• All courses and classes offered at Outlets are promoted in our term course program. For 
enrolment details see Office staff. 


• As a not-for-profit organization we do rely on the assistance of volunteers when it comes to 
maintenance. There are many options that are available such as garden maintenance, 
cleaning, painting, repairs etc.  


 
RESOURCES AND REFERENCES 


• Parent Information Handbook 


• Centre Information Handbook 


• Participation of Volunteers and Students Policy 


• Organisational Chart 


• Administration of Medication 


• Applying First Aid 


• Dealing with Infectious Diseases Policy 


• Dealing with Medical Conditions Policy 


• Enrolment and Orientation Policy 


• Staff Orientation – Employment Policy 
 
AUTHORISATION 
This policy was adopted by the Approved Provider of Outlets +Co-operative Neighbourhood House 
LTD on Oct 2020 
 
REVIEW DATE:   23/05/2023 
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Best Practise – NQF  4, 5, 6,7       CSREg(Vic) 112         (Internal Use ONLY) 
 


Communication Tree:  (Internal) process 
 


• Children Enrolment Form – Approved Provider/MoC – Nominated Supervisor – Educators (Filed: IT/Paper) 
 


• Children Management Plans – AppProvider/MoC-Nominated Supervisor – Educators  
Action: Displayed in Room(C/c)        (Filed with Child Enrolment form) 
 


• Children Referrals and Needs/Reports – Vulnerable Children:   
AppProvider/MoC-Nominated Supervisor-Educators             (Filed: IT/Paper with Child Enrolment Form) 
 


• New/Temporary/Part time Staff to be orientated and stepped through Communication Tree, 
Process: staff meeting and/or one-to-one verbal communication on Children attending with Specific Needs 
or Management Plans. Action: ensure appropriate Policies and plans are adhered to  
 


• Educators – Daily children activities, their social and developmental skills, achievement can be directly 
relayed to Parents/Guardians 
 


• Educators – if Educators have any concerns, they are to direct concerns directly to AppProvider/MoC or 
Nominated Supervisor who direct then on to AppProvider 
 


• Observations – re: Vulnerable Children:  Educators to hand Observations to Nominated Supervisor-
AppProvider/MoC and with review to arrange time to discuss observation with Educator/s Nominated 
Supervisor and or AppProvider/MoC. Outcome and Actions: documented. 
 
 
*Note:  
Observations by Educators re: Vulnerable Children – outcomes and actions will be directed through 
AppProvider and/or Nominated Supervisor. 
Educators are NOT to speak with Parents/Guardians regarding issues or observation re: Vulnerable 
Children 
Parents/Guardian will be informed/met with by AppProvider and/or Nominated Supervisor with Educator 
present as to observations and/or directions/actions to be considered.  
 
 
Approved Provider/MoC  -  Therese McKenney 
Nominated Supervisor - Jessica Martinez 
 
Educators Duyen (Lead) 


Shermeen 
Deborah  
 
 


AppProvider  = Approved Provider 
MoC  = Management of Control 
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