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Philosophy

Acorn Child Care Centre exists to provide the hgjlgiality of child care utilising
professional, highly trained staff and facilitiehieh reflect our commitment to caring for
children. We believe that pre-school children wghieve their highest potential in a
nurturing and caring environment. Our staff asénted to respect the dignity and
individuality of each child, remembering at all 8mthe trust which parents have placed in
our centre. Through play based learning expergra@ldren will learn how to
constructively interact with their peers and adul@hildren will be given many
opportunities through play to confidently explorelaconstruct ideas about the world
around them encouraging life long learning. We snmpart life-skills consistent with
each child’s development and to extend their raofgeersonal skills. We believe, families
are the most important influence in a child’s léed are the primary source of information
about their children. Therefore, we encourage farenbe actively involved in the centre,
contribute ideas, and take an interest in theidhdevelopment and growth. Together we
can achieve the highest level of child care.

Mission

Our mission is to provide outstanding childcarechimurtures and realises the potential
within each child.
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Company Structure for Acorn Child Care Centre

Acorn Child Care Centre is a proprietary limitedngany owned by Dr Martin and Mrs
Jeanne Strahan, and Mr Doug Burns. The busingisgias are dealt with by the licensee
Doug BurnscrA.

The centre is managed by an executive committegoasimg the owners Martin Strahan,
Jeanne Strahan, Doug Burns and the centre dirdeedrecca Williams and Catherine
Donaldson.

Staff and parent concerns and input are considsréte monthly executive meetings to
ensure high quality and inclusive centre practames policies.

The daily running of the centre is managed by thectbr, Catherine Donaldson, who
assist prospective families who have enquiries athmucentre, orientate and enrol new

families and assist existing families who needifitation on any aspect of the centre’s
procedures.

Policy 1.0 - Operational Issues

Policy 1.1 - Staff Child ratios

The centre is licensed for 75 children. The follegvminimum and maximum staff ratios
for each group apply:

Ages of children in | Qualified carer: Maximum group Other limits or
group child ratio size exceptions
Possums Room 1.8 15
(2.5 to 3 years)
Koalas Room 1:6 12
(2 to 2.5 years)
Platypus Room 1:12 24
(3-4 years)
Wallaby Room 1:12 24
(3-6 years)
Age for which no 1:7 21 1 _Thei‘ %VOUD ma%n0t4
i Incluae more than
other entry applies children aged birth to
1 year.
2 The group may not
include more than 2
children aged birth to
1 year for each
qualified carer.
3 The group may not
include more than 10
children aged birth to
2 years
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The centre’s director is in addition to the abota#fsOther Groups and ratios are possible
under our licence and may operate from time to tion@eet specific requirements.

The Centre also provides Before/After School C&ecasional Care and Vacation Care.
Staff/ Child ratios are maintained as requiredhi®yChild Care Regulation 2003.

These ratios are determined by our licensed cgpanid the Child Care Regulation 2003,
sections 22, 24 and 25. It is centre policy to emghat we comply with the Child Care
Regulation 2003 at all times.

The centre complies with all aspects of the Child &e ACT 2002 and the Child Care
Regulation 2003.

Policy 1.2 - Hours of Operation

The centre is open 6.30am to 6.30pm Monday to b2 weeks per year.
The centre is not open on recognised public hgsdn Bundaberg.

Policy 1.3 - Type of Care

Policy 1.3.1 - Long Day Care

Long Day Care caters specifically for working pdséguardians. Care is
available for pre-school aged children betweerhtings of 6.30 am to 6.30
pm. The Centre provides all meals during this tilAendance must be
booked and charges apply on a daily basis wheltleechild attends or not,
or attends for a part of the day only.

Policy 1.3.2 - Before & After School Care

The children in this program attend the Centre bsedheir parents/guardians
are unable to deliver them to school or pick thenafter school, usually
because of work commitments. The Before Schodainara allows the children
to have breakfast at the Centre (before 7.30am}lardthey participate in
indoor or outdoor activities. They are driven ¢tigol in the Centre Bus which
leaves the Centre at approximately 8.15 am. IAfter School program,
children are picked up from their respective schdyl the Centre bus and
delivered to the Centre, arriving at approxima®BO - 3.45 pm. They have
afternoon tea and then participate in programmédiées. We are not a
school and we do not do school work, although wg sugervise homework.
The Centre has the right to refuse continuing taeechild whose behaviour is
not appropriate, either on the bus or within that@e

Policy 1.3.3 - Vacation Care
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Vacation Care is offered each school holiday peritbads necessary to book
a child into this care. Spaces are limited bectluseentre cannot exceed
the licensed capacity. The children are in the cdra suitably qualified
person who programs outdoor, indoor and craft digtszand also
excursions for the children. Our aim is to make ¢hildren’s holiday as
enjoyable as possible. Charges are made on alusly.

Policy 1.3.4 - Occasional Care

When numbers permit the Centre can provide occakgame. If there is a
vacancy, or if a child with a permanent bookingdgrarticular day does not
attend (holidays, sickness etc.) someone else akaythe place. Parents /
guardians utilise occasional care for many differeasons: work, social
outings, sport or just for a break. Charges apdieghas a daily fee.
Confirmation that a space is available must beinbthby the Centre
Director before attendance can be accepted. Aefuthiment form identical
to long day care children must be completed bedarkild can be accepted
for Occasional Care.

Policy 1.4 - Children with Special Needs

The Director will accept the enrolment of childneith special needs only
after due consideration of the child’s actual nesuts the Centre’s ability to
provide necessary care and supervision without comigsing the Centre’s
duty of care to the other children. The requireraafitchildren with
additional needs have to be continually assessgdha&nability of the Centre
to provide continuing care and supervision throtighvarious age groups
must be taken into account.

Policy 1.5 — Exclusion from Care

The Centre reserves the right to refuse or watwdchildren from care,
temporarily or permanently, for the following seas:

. Non-payment of fees (fees are to be paid in futheseek). See

Policy 1.7.5

. Inappropriate behaviour on the part of a child.

. Inappropriate behaviour on the part of a parentfjaa or
representative.

. Children with contagious or communicable diseases.

. Children with additional needs for whom appropricaee,
supervision or facilities are not available.

. Children who have not been immunised.

. If it has been less than 24 hours since a chilchadsa
vaccination.

. Children who are visibly unwell or have a temperatover 38
deg. C. Please refer to section 3.12 for otheediées where
parents will need to make alternative care arramgesfor their
children.

-7 -
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. Children with lice. Please refer to section 3.a@6rhore details.
Australian Government National Health and MedicakBarch Council, December
2005 - “Staying Healthy in Child Care — Preventingectious diseases in child care”.

Policy 1.6 - Record Keeping and Privacy

The Centre is obliged to keep the following records

Enrolment form
Developmental records
Consent forms

Medication records
Account records
Attendance records
Childcare Benefit records
Childcare Benefit claims
Court Orders affecting child.
Photos

The centre complies with the National Privacy Biptes, which form part
of the Privacy Act 1998, in that we:

Only collect information that is necessary and akplvhy we need this
information.

Ensure that information we have is complete, acewaad up to date.
Protect family’s personal information from unauiked access,
modification or disclosure.

Maintain confidentiality.

Access to children’s records is limited to the cewlirector, group
leader, assistant group leader, parent/guardiaminéstration staff (at
the discretion of the director), Dept of Commurststaff (where ID is
shown).

Records remain the property of the centre areacmbetremoved from
the premises without permission of the director.

Policy 1.7 - Business Practices and Fees

Policy 1.7.1 - Fee Schedule

Fees are charged according the following schedule:

* Possums — Toddlers — (2.5-3 years) $320 per weaky(b64)
» Koalas — Toddlers — (2-2.5 years) $320 per weeky[3&4)

» Platypus — Kindy — (3-4 years) $310 per week (D#62)

» Wallabies — Preschool — (3-6 years) $310 per wBakly{ $62)
» Before School Care - $17 mornings

» After School Care - $22 evenings

e Vacation Care - $62 per day

-8-
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One month’s notice will be given for any changethie fee schedule of the
centre. Such a notice will be prominently displapadeception notice
boards.

Policy 1.7.2 - Account Statements

Account statements are issued on Monday each amgtknclude charges
for the coming week. These statements will incladg payment activity
from the previous week.

Parents/guardians should check their statemergfutist each week and
refer any problems immediately to the Directorsdimething is wrong it is
an indication that data has been incorrectly edtar® the computer and
the error will therefore continue until correctedarents are responsible for
checking the CCB which appears on their statement.

Please note that all bookings must be paid foaindigss of attendance.

Policy 1.7.3 - Child Care Management System (CCMS)

The Centre applies the guidelines of the Commonwéabvernment in
the administration of Child Care Benefit.

. The Centre requires the following information faecch child who
attends and the parent/guardian under whose naitte Cire
Benefit is registered — Date of Birth and CRN

. Parents/guardians must understand that the Cemsertbt control
or administer the amount of CCB which each chilzerees. Any
discussion on this matter should be directed tdCietrelink
Office.

. The Director can assist with advising parents/giaaiiabout
CCMS but further information may be found at Celimikeon the
corner of Tantitha and Woongarra Streets, Bundab&hg Family
Assistance Office can be contacted by phone onl15306

Policy 1.7.4 - Payment of Child Care Fees

It is anticipated that all families utilising thecérn Child Care Centre

facility pay fees using the integrated direct deb&thod. A direct debit
authority will be signed by all families at enrolme Fees for the current
week will be charged on Monday and this will appe@iprinted statements
posted to family boxes on Monday afternoon. Didsthit will deduct these
fees from parent’s bank account on Wednesday nigatents can choose to
have the direct debit amounts deducted from thesiktor credit card
accounts.
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Policy 1.7.5 - Overdue Fees

It is essential that fee payments are kept up te. da

Parents/guardians should be aware that their bgskimay be
terminated should payment fall one week in age®to notice or prior
indication of this intention need be given. P#sere reminded of this in
writing when enrolling their children.

Debt collection fees will be charged to the defensl account.

Parents/Guardians who face monetary problemsrge to contact the
Director to discuss, in confidence, their circtaemges and what may be
done.

Generally, the following steps will be followenl rielation to fee collection:

1. Statements will be issued weekly on Mondays indhigathe due
date for payment.

2. Where payment has not been made at the time dimgithe

following week’s statement, the statement will bengped with

“over-due” and an accompanying letter stating thatnew

statement balance must be paid in full by Friday.

Default payments under Direct Debit will triggesoof care.

Debt Collection Services will be used to recovey antstanding

account balances. Costs associated with debttoltewill be the

responsibility of the parent/guardian.

B w

Policy 1.8 - Priority of Bookings

The Centre, as part of it's obligations to the Camnmealth
Government, gives priority of access to care eding to the guidelines
provided by the Commonwealth. These prioritiesas follows:

» First Priority — a child at risk of serious abuse or neglect.

* Second Priority— A child whose parent/s satisfies the
work/training/study test under section 14%0New Tax System

e Third Priority — Any other child.

Policy 1.9 - Waiting Lists

» The Centre maintains waiting lists for parents segkare for their
children. Parents who wish to be included on thitimealist need to
complete an application form which will immediatdélg keyed into
the centre’s computer system.

* The Centre cannot guarantee that a child will belesd at a
particular time. This depends upon vacancies egiple at that time

-10 -
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and upon priority of access rules which may apply.
Parents/guardians will be notified when a child baraccepted into
care.

* An administration fee of $40 is payable per chiéd pnrolment.
This fee is non-refundable regardless of whethwysation becomes
available. The administration fee is not applieduture child care
costs.

Policy 1.10 - Enrolment

Before any child is taken into care an intervievl & arranged between the
centre director and the child’s parents/carésthis interview the director
will explain centre policies, fee structures, &nel requirements relating to
the payment of fees. Parents will be given &ormation pack which will
provide full details about Acorn’s Child Care @efs services. At this
interview parents will be given opportunity tkagiestions and discuss the
type of care offered by the centre.

The full completion of an enrolment form is necegdzefore a child can be
accepted into or put on the waiting list for aypye of care. The enrolment
form must include the child’'s CRN and date oftbaind the CRN and date
of birth of the parent claiming CCB.

Details which must be recorded on the EnrolmembFnclude:

* The child’s name, address, gender and date of. birth

* The cultural group to which the child belongs amel primary
language spoken by the child.

* The names, addresses, home and business numleachadf the
child’s parents

* The names, addresses, home and business numlaeng pérson
or persons or should be contacted in an emergéiog child’s
parents cannot be contacted.

* The details as above for any person who can cdlecthild

» The requested booking times for the child.

* The name, address and telephone number of théschiketlical
practitioner.

» Details of any cultural or religious requirements.

» Details of any injuries, medical condition, or afjg.

» Details of any special food requirements

* Immunisation details.

» Dates of enrolment and starting school.

» Details of any court orders affecting child

* Permission for centre staff to seek medical, hasmimbulance
or dental care in an emergency where parents céenot
contacted.

» Signature of parents indicating they have readsaeepted the
centre’s philosophy and policies.

A child’s booking may be changed on request, iolexV:
. A vacancy exists
. The rules of priority access are applied.

-11 -
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Any request for a change of booking must be irimgiwith two weeks
notice given. Two weeks notice is also requiretetminate care. If your
child does not attend on the last day(s) during thio week notice period
CCB will be removed and full fee will apply.

Policy 2.0 - Participation by Parents/Guardians

Parents and guardians are encouraged to visiethteecat any time. We
believe it is beneficial for parents and guardigmebserve their children
interacting and playing with other children. Weeurage feedback and
suggestions, particularly as they relate to thelseé¢ a specific child.

Other ways in which parents may participate include

« Joining in with excursions and trips away from teatre.

* Volunteering to assist in one of the groups.

e Completing a parent suggestion form.

* Attending parent nights.

* Bringing in items of interest such as farm and babiynals.
* Open communication with your child’s group leader.

Policy 3.0 - Health

Child Care Centre Health is regulated by @eld Care Regulation, 2003,
the Workplace Health and Safety Act 1995 and theFood Hygiene
Regulations, 1989. These regulations are viewed by this centre as a
minimum standard only.

Policy 3.1 - Hygiene

Policy 3.1.1 - Hand Washing

The centre requires staff and children to thoroygdsh their hands using
foam soap provided at each hand basin at the foitptimes:

Staff
* When arriving at the centre.
* When entering the kitchen.
« Before handling food.
» After changing a nappy or helping a child to toilet
» After handling animals.
» After using the toilet.
e After handling cleaning products.

-12 -
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After touching blood.
After wiping a nose. (when outside, Aquim Gel $2d to wash
hands to aid in uninterrupted supervision of cleildy

Children

Before meal times

After using the toilet

After nappy change

After handling animals

After wiping nose

Before assisting with food preparation

Policy 3.1.2 - Wearing Gloves

Staff must wear gloves at the following times:

When changing nappies

When assisting children with toileting
Handling soiled linen items

Cleaning / attending to wounds.
Applying sunscreen to children
Serving food

Wiping a child’s nose

Cleaning tasks

Policy 3.1.3 - Food Handling

The only food consumed at the centre is preparédeitkitchen. The

highest level of hygiene is encouraged in thesasaoé the centre. Only

staff with a current certificate of food handlingepare meals.

All food preparation areas are washed with detdrigefore and
after food preparation.

Staff wash their hands before food is prepared.
Staff ensure that children have washed their haeétzre eating.
All food is served using serving spoons or tongs.

All remaining food is covered after preparation.

All perishable food is refrigerated.

Fruit is refrigerated over weekends.

Spoiled food is disposed of immediately into codeas.
Table surfaces are wiped down prior to childremegat

(Source — Child Care Regulation Part 2, 2003 Dision 7, Paragraph 56 & 57)

Policy 3.1.4 - Kitchen Hygiene

The following cleaning routines are to be maintdine

-13 -
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As Necessary
e Dishwasher checked and emptied.
* The kitchen is treated for insects and vermin agssary or
annually.

Daily
» All preparation surfaces are washed with detergent.
* Rubbish and compost bins are emptied when fulledride
end of each day.
* Microwave oven is cleaned.
* Oven and stove tops are cleaned.

Weekly
» The following surfaces are washed with detergestielves,
bench tops, cupboard fronts, interior cupboardesed,
drawers, Pantry & Store.
* Inside and top of fridge is cleaned.

3-Monthly
* Range hood is cleaned.
» Defrost Freezer

(Source — Child Care Regulation Part 2, 2003 Bision 7, Paragraph
56 & 57)

Policy 3.1.5 - Nappy Changing Hygiene

The following cleaning routines are to be maingain

Staff will ensure that the following nappy-relateghiene practices are
followed:

Staff will follow displayed nappy change procedure.

Nappy change mats are disinfected after each use.

Disposable gloves are worn during nappy changing.

Only disposable nappies and cleaning material see.u

Each child is thoroughly cleaned as part of eagpya

change.

Faeces are deposited in toilets. Soiled undervge@msed in sluice.

Used nappies and disposable cleaning materiahteglin special

bins.

Exact time of each nappy change will be recorded.

o Staff wash their hands with antiseptic solutiorftappy changing
procedure is completed.

o Staff report all skin infections and rashes to Bioe and parent.

o Cloth nappies are not used at the centre.

(@) O O 00O

(@)

Policy 3.2 - Laundry

* Bed linen is changed before use by a differenticluit if wet or soiled.

-14 -
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« Bed linen is changed weekly or as required.
* Alllinen is neatly folded and put away after waghiand drying.
* The laundry is kept clean and tidy.

» Lintis removed from the dryer before each usevtmdafire risk.
(Source — Child Care Regulation Part 2, 2003 Dision 7, Paragraph 56 & 57)

Policy 3.3 - Toilets

* During the day, staff ensure that toilets are Kkieished and clean and that
any accidents are cleaned up immediately.

» Toilets and bathrooms are cleaned thoroughly eaehieg by professional
cleaners.

« Bathroom floors are mopped daily with a disinfeticeaner.

» Potties and changing mats are cleaned with didmféafter each use.

» Children are directed to wash their hands afteryeuse of the toilet.

» Staff wear gloves when assisting children withetbig.

» Adequate supplies of toilet paper, liquid soap lbadd towels are available.
(Source — Child Care Regulation Part 2, 2003 Dision 7, Paragraph 56, 57 & 58)

Policy 3.4 - Nutrition

The centre will prepare and provide all mealsollghildren consume on site.
Consequently the centre makes a significant dmrtton to the nutritional intake
of the children. The centre provides meals wiaighsafe, nutritious,
appetising and consistent with dietary guidelifoeshildren. Therefore the
centre ensures that:

* Water is available at all times and children arecemaged to drink water
regularly.

* The menu is planned to be varied and nutritionagijanced.

* The menu will be displayed to parents and staff.

* Children will be encouraged but not forced to eat.

» Staff members will sit with children during meahgs and eat the same
food.

* Children will be given the opportunity to assistiwiood preparation.

e The menu will be chosen from a variety of cultures.

» Parents are invited at any time to make suggestegerding the existing
menu and to provide the centre with specific nignél requirements of
their children. The centre management will decfdmy particular diet is
beyond the scope of our centre’s resources.

e Care will be taken not to serve specific childrathviood that would harm
their health or offend cultural beliefs.

» Parents of children on special diets will be askegrovide details of their
food requirements.

» Parents will be advised daily when their child «& eating well.

* The centre’s emphasis on fresh fruit & vegetablesraliance on foods
without added sugar ensures that children’s tethkept healthy.

(Source — Oral Health — Bundaberg District He&lénvice, 1998)

-15 -
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» Children are encouraged to use the “swish and swalinethod of dental
hygiene after each meal.
(Source — Awabakal Dental Kit, Newcastle, 2005.)
* Meals are relaxed, pleasant times.
(Source -Go for 2 & 5Australian Government 2005)

Acorn’s Menu has been independently evaluatedagpdoved by a dietitian from QLD
Health

Policy 3.5 - Housekeeping / Maintenance

The appearance, maintenance and tidiness of theeame indicative of the
importance and value we place on children. Eediigrt is made to ensure that the
centre is kept clean and tidy and that all togsiigment, resources and playground
equipment are put away when finished with. Passeays and thoroughfares are
kept free of any obstruction which could pose altheand safety threat to children,
staff, parents or visitors.

» A professional cleaner will be engaged on everyttaythe centre is open
and will:

Empty bins.

Clean all toilet surfaces with disinfectant.
Vacuum all carpeted floors.

Sweep all outside paths and verandas.
Clean windows — as necessatry.

Dust sills, bench tops and skirting boards.
Remove spider webs.

Clean staff areas

OO O0OO0OO0OO0OO0OO0o

« Staff will check that toys and other resourcespareaway after use and will
encourage children to help with any tidying actest

« Staff will ensure that all outside toys are put g\aathe end of each day.

» Staff will ensure that sandpits are cleared of togsered and tied down at
the end of each day.

« Staff will ensure that plastic and chewable toysadequately disinfected.

« Staff will complete a safety checklist when openamgl closing the centre.
Outside play areas are checked for safety befaldreh are taken out to
play.

* Any damaged equipment is removed from childremfamtenance.

* Any maintenance requirements are entered into #iatenance book.

* Any observed hazards or maintenance issues iretfiteecare reported to the
director immediately.

* In addition to these points, the following mainteo@ schedule is observed:

- 6 monthly - fire extinguishers checked by Chubb

- 6 monthly — Bus checked by Queensland Transport
- 4 monthly — Grease trap pumped out

- 6 monthly — emergency lighting check

-16 -
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Policy 3.6 - Sleeping Equipment and Procedures

» The sleeping area is not over-heated.

« Children from the age of 2 sleep on waterproof reates with a fitted
sheet.

« Top sheets and blankets are provided as needed.

« During sleep time, curtains are drawn and the aaeagept free from noise.
(Source — SIDSaustraliaSafe Sleeping for the Under22001)

Policy 3.7 - Storage of Chemicals and Cleaners

e All bulk chemicals are stored in their original taimers in cupboards which
are not accessible to children. Access to this riorastricted to staff.
Warning notices are displayed.

* The centre has data sheets concerning all chenungisemises.

e All other chemicals and hazardous substances eaglgllabelled and are
stored in a safe manner out of children’s reach.

* Chemicals are purchased from a supplier who previ#gails of the
composition of all substances and details of enrergaction to be
undertaken in the event of accidental spillageagphg or consumption.

* Emergency action documents are kept in the Laumtirgctor’s office and

at location of chemical storage.
(Source- Workplace Health & Safety Regulation (1997) Par{Hidzardous Substances)
sections 87 to 114)

Policy 3.8 - Medication

» Staff will administer medication to a child whenttaarised to do so in
writing by a medical practitioner/pharmacist. Aswych authority must
clearly show the name of the child and how and whemmedication is to
be administered.

» Parents may verbally authorise the administratfochdd paracetamol or
similar by phone if the authorisation to do so basn completed on the
enrolment form. The medication form must thenigaexd by the
parent/guardian when the child is picked up.

* The director may authorise the administration olidcparacetamol or
similar if the parent/guardian cannot be contacted.

« All medication instructions given by phone mustchecked and confirmed
by two staff members and details written on the icatn form.

* Details regarding a child’s medication must be e@en the medication
form by the parent/guardian upon arrival at thetregmecording the
following: Child’s name, Date, Drug, Dosage, Timea{se and Signature.

* The staff member administering medication and vesrmaust sign the
medication form when medication is given.

» Staff will only administer medication to a childhfs/her name is on the
label. Staff will not administer medication tolald that has a sibling’s
name on the label unless a letter of confirmatiam loe provided by a
medical practitioner.
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All medication must be handed to a staff membesé&de storage/handling.
Under no circumstances must any medication beneftchild’s bag.
Staff members will not administer the first doseanyy medication, double
dose medication or more than 2 prescription meicatn one day.

Policy 3.9 - Sun Protection

Programming will generally have children insideviietn 10 am and 3pm.
All children and staff are required to wear a hatch offers adequate sun
protection (either wide brim hat or legionnairelsfywhile playing outside.
We implement the “No hat, no outdoor play” policy.

Staff will ensure that all children playing outsidee protected with a
sunscreen with a 30+ rating applied prior to outdustivies.

Children are encouraged to make use of shaded aun¢side for play
activities.

We recommend that appropriate out-side clothesisoofs: shirts and
dresses with collars and elbow length sleaves @amgklr style shorts and
skirts.

The centre will provide and display sun care litier@ from the Queensland
Cancer Council and Sun Smart education is delivaseah integral part of
our program.

Parents will be provided with current Sun Smarbinfation via brochures
and newsletters.

The centre complies with tluilding Standards for Child Care Centres
Qld Development Code Part 22: 23 Nov 2005 in retato adequate shade

in outside play areas.
Source — Queensland Cancer Fund — “Early Childl®ettings — SunSmart Policy
Guidelines.” — Currently accessed fromQueenslaaac€r Fund Website — 11/09/06.

Policy 3.10 - Infectious Diseases

Children suffering (or believed to be suffering)rfr any infectious or
communicable disease or condition must not be lolagthe centre or
must be removed as soon as the disease or conditiaticed. A medical
certificate will be required before the child caturn to the centre.
Notification of communicable or infectious diseas®svhich children may
have been exposed will be given as soon as a gedpease has been
confirmed. Such notice will be in the form of grsiat the front desk and on
the door to the room concerned.

An infectious illness book is kept by the centréjah is filled in if a child

or staff member has an infectious illness.

All parents are to be informed immediately of expesto any
communicable or infectious conditions as soon sisspected case has been
confirmed.

Policy 3.11 - Child Protection

-18 -



Acorn Child Care Centre - Philosophy and Policies
Under the Child Protection Act 1999 staff membexgehthe right and
obligation to document and report any suspecteescaischild abuse
(physical, emotional, sexual, neglect) to the appade authorities with the
Department of Child Safety.
Staff will follow the centre’s procedure on docurtieg and reporting any
suspected cases of child abuse.
The centre and its staff members are under noatisig to inform the
parents/guardians of the child if they have regbasuspected case of child

abuse.
Source — Child Abuse Prevention Resource SheablisRed by the Australian Institute of
Family Studies. September 2005

Policy 3.12 - Child llinesses

Children who are sick cannot attend or remain ecéntre.
Parents/Guardians should be aware that on thessions they must make
alternative care arrangements for their childa ¢hild has any of the
following illnesses, parents/guardians will be edlto arrange alternative
care:

A temperature over 38 deg.c

Conjunctivitis

Rashes and blisters

Heavy nasal discharge

Bronchitis

Diarrhoea

Impetigo (school sores)

Vomiting

OO O0OO0OO0OO0OO0oOO0o

Where a child has been sent home with a sericuessl such as high
temperature, vomiting, diarrhoea or suspiciouseaghclearance letter
issued by a medical practitioner will be requirearder for the child to
return to the child care centre.

Policy 3.13 - Immunisation

The centre excludes children who have not beenunmsad. Child Care Benefit
(CCB) is not available to non-immunised children.

Parents are required to complete an immunisati@stgannaire on their
children’s level of immunisation each 6 months.ntCe records are updated
from these questionnaires.

New families are required to show current immumiseacertificates before
enrolment.

Where a child is diagnosed with a reportable disélas director will notify
the public health officer.
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Parents and staff at the centre will be notifiecsignage at the time of any
such outbreak.

Information on vaccinations is available to staff.

Any child not immunised or for whom immunisatiorcoeds are incomplete
at the time of an outbreak of a vaccine preventdislease will be excluded
from the centre until such time as medical advtages that it is safe to

return. The director’s office contains a scheaileecommended absence

times for specific diseases and may be referred émy time.
(Source — “Staying Healthy in Child Care — Preirentnfectious Diseases in Child Care —
Fourth Edition.” 2005)

Policy 3.14 - Injuries, Accidents

In the event of a child sustaining an injury, tbédwing procedures will be
followed:

A staff member holding a current first aid certfie will render appropriate
first aid to the child.

The site or cause of the accident is made safe.

The child’s parent/guardian is immediately informed

A full description of the accident including nansesd addresses of any
witnesses are recorded in an incident report as asgossible after the
accident and brought to the attention of the dine®ther details to be
recorded include date and time of the accidentp#rent contacted and by
whom, details of first aid administered and by whainategies for future
prevention.

Should an injured child require hospitalisation director will ensure that
the Department of Communities is informed as saopassible.

Policy 3.15 - Smoking

Smoking is not permitted at any time within thetcemr on the grounds
and parking areas which surround the building.

Policy 3.16 - Lice

When children are found with head lice, the pafegntardian will be asked
to find alternative care arrangements for the rehai of that day.

When lice are found on a child on two occasionsna week the child and
other members of the same household will requissradtive care
arrangements for the remainder of that week anaf @lie following week
to allow opportunity for the family to deal withdlproblem completely.
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Policy 3.17 - Clothing

» Staff ensure that children’s clothing is adjustedhe weather and
temperature. In some cases a child’s clothinglvaltchanged.

» Children are required to bring a spare set of @gmpate clothing each day.

* Children do not remain in wet clothing.

» Children are encouraged to wear collared and steelathing with a

closely woven natural fabric to provide adequatgeqution from UV Rays.
Source — Queensland Cancer Fund — “Early Childigettings — SunSmart Policy

Guidelines.” — Currently accessed fromQueenslaac€r Fund Website —
11/09/06.

Policy 3.18 - Minimising the use of toxicand  dangerous
chemicals

* The centre chooses cleaning products which arke#st dangerous to
children and yet still meet the cleaning and hygi@utcomes required. Eg
(Orange Squirt, Zest and Aquium Gel.)

Policy 3.19 — CMV (Cytomegalovirus)

CMV is a common virus to which many adults ire tbommunity have already
developed immunity. The virus can be spread thiazamtact with blood, faeces,
urine or saliva. When CMV is contracted by a paegrwoman there is a risk that
the unborn baby will also be infected. Such arahbn in an unborn baby may
lead to eye disease, deafness, developmental detisath.

Where a pregnant staff member is concerned abeutgk of becoming infected
with CMV she should be tested by her local doatoiirnmunity to the virus. If the
blood test returns a positive CMV IgG antibodynifiunity) no further action need
be taken. If the test returns a negative resoltirfrmunity), duties will be modified
so that the staff member minimises the risk of iognnto direct contact with
blood, faeces, urine or saliva.

It should be noted that other health policies (dg 3.3 and 3.10) deal with
procedures which will minimise cross infection®at centre and the use of
universal precautions by all staff such as wepribber gloves and hand washing

at times of toileting, nappy changing and nose bigwis encouraged.
Source — Staying Healthy in Childcare ™ EBdition. WideBay TAFE — Participate in Workplace
Safety Procedures Version 3 2007.

Policy 4.0 - Safety, Emergency & Evacuation
Procedures

Policy 4.1 - Security

Policy 4.1.1 - Arrival & Departure. At each attendance parents/guardians are
required to sign children in on arrival and outdaparture recording:
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o Name and signature of parentfs
o Time of arrive and departure

* The above information is to be recorded in thenak®ce books.

e Attendance books assist staff in the case of anganey and are also a
requirement for Child Care Benefit.

* When departing, parents/guardians are requesiefbton a staff member that
the child is being taken.

* Ininstances where the parent/guardian is not ciotig their child the following
procedure is requested:

o Inform your child’s group leader of the arrangement
o Ensure that the nominated collector is listed @enattendance book.

* Any person arriving at the centre to collect aatkvho is not known to staff
will be required to show photo identification.

e Children cannot be released to a minor (under A8syef age). Such a person
cannot be nominated as the “Emergency Contact”.

* Even when authority is given, centre staff maydiseretion in refusing to
release a child when circumstances are such teatfidlel a child may be at risk.

» Staff will not enter into a physical confrontationthe event of a child pick-up
but will urgently contact police, parent/guardiarchild welfare bodies in
suspicious circumstances.

« Staff will always act in what they believe to be thest interests of the child.

Policy 4.1.2 - Late Collection of Children

When a child remains uncollected at the centrégasing time, the following
steps will be followed by centre staff:

« An attempt will be made to contact the parents/gjaarat closing time.

» If a child is still remaining at the centre 15 miesi after closing time and no
contact with parent(s) has been established, tid/re@m will be relocated to
the local police station and the local child wedfagency notified.

» A late fee of $20 for every 10 minutes or part #oémwill be charged. This
fee is not eligible for Child Care Benefit.

Policy 4.2 - Evacuation Procedures

« The director will ensure that emergency evacugtimcedures are practised
3-monthly and that each practice is reported ireghy@gropriate record.
Details of the evacuation plan are displayed premily throughout the
centre.

» The attention of parents/guardians is drawn ta¢lgeirement for each child
to be signed in to the centre upon arrival andesigout upon departure.
These records will ensure the orderly conduct of\aacuation.

* The role each staff plays in such an emergencstabished and rehearsed.

» Staff are familiar with location and use of firetieguishers.

» Each telephone location in the centre displays gerey numbers.

* The assembly point for each group is well known.
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* The signal used to warn staff, children or parehtn evacuation is the fire
alarm and/or whistle.
* Inthe event of a fire, staff will undertake prouees as follows:
e Assist anybody in immediate danger.
* Close the door to the affected area.
» Activate fire alarm.
* Ring 000 and ask for fire brigade to come to Ac&hild Care
Centre at 10a Branyan Street, Bundaberg.
» Evacuate to assembly area.
* Remain at assembly area, call rolls, ensure dlfli@n are accounted
for and wait for arrival of fire brigade.
* One staff member will meet fire brigade and giveade of fire and
whether all staff and children have been accoufted
* A sign indicating that fire drill is in process Wie placed on the
front door.

Policy 4.3 - Health & Safety

Acorn Child Care Centre is committed to providingade environment for the children,
staff and visitors. Consideration is given toaatas of the centre which may pose a
risk to anyone’s safety. All risks are identifielaluated and dealt with promptly. The
Centre ensures that:

. A Health & Safety representative is elected.

. The Health & Safety representative raises concatrstaff meetings.

. Health and Safety concerns identified by the stedfaddressed by the
executive committee.

. Personal protective equipment is supplied as napgss

. Dangerous chemicals are handled, stored and treedsafely.

. Information and instruction on Occupational HedtBafety is provided to all
staff.

. Safe systems of work are in place.

. Children, parents and visitors are not exposeduatsons which may pose a
risk to their health and safety.

. Procedures also exist to protect volunteer, parmismembers of the public.

This includes visible evacuation procedures, CRiRgrures and emergency
telephone numbers.

. Records of all children’s injuries and ilinesses kept.
(Source — Queensland Government Workplace Healtiind Safety. Brochure — 022.
October 1997)

Policy 4.4 - Poisonous Plants

The centre is aware of section 54 of @fald Care Regulation 200&hich requires that

any child care centre “must not have any plantgssible to children that are poisonous or
otherwise pose an unacceptable danger to the ehildiAs such there are no plants at the

centre which are considered poisonous or harmfahildlren. Any new plants or trees are

considered for their suitability at a child caratce.
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Policy 5.0 - Staff

Policy 5.1 - Appointment of Staff

* All employees of Acorn Child Care Centre must compith the
requirements of Child Care Regulation 2003, wherghff must:

Hold appropriate qualifications.

Be of good character

Have no criminal convictions

Hold a current first aid certificate

Hold a current positive suitability notice

O O 00O

» Appointed staff must give certified copies of theralifications and other
required certificates to the director.

* Acorn Child Care Centre is an equal opportunity leygr.

* Permanent staff will first work a 3 month probatoy period. The
employer may then confirm a permanent position.

* Permanent fulltime, permanent part-time and castadfl are all employed
under the state “Child Care Industry” award. Agopthe award is
available in the staff room and may be copied asled.

Policy 5.2 - Training of Staff - Generally

The centre recognises the importance of in-setvaring for all staff.
Consequently staff are encouraged to attend cemées, seminars, training
programs and professional updates. Staff areesisouraged to work towards
further levels of education in Early Childhood B&®pment so that promotional
opportunities will be available.

The centre maintains a file for each staff membleicivrecords prior academic
achievements and any current study endeavours.

Policy 5.3 - Training of Staff in Policies

Staff are familiar with the centre’s policies and able to recognise when a
particular action or activity is in breach of thgmlicies. Staff may, from time to
time, be required to explain a matter of policyatparent or a newer staff member.

* At the commencement of employment each staff memilebe issued
with a copy of the centre policy. The policy cantinformation
concerning the expectations the centre has of & employees,
procedures for a variety of tasks, centre poliaied other matters.
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All Staff have read the policy and have ticked itighuction checklist stating
that the policies have been read and that theyaivall times act in harmony
with these policies.

Policy 5.4 - Students and Volunteers

Acorn Child Care Centre is committed to giving ogpoities to work
experience students and volunteers and seeksdergrchildcare as
vocationally satisfying. Where students and vtders do not have the
requisite training and qualifications to work iclald care centre the
following provisions will apply:

The student/volunteer will not form part of therfal care team.

The student/volunteer is given no responsibilitydare of children.

The director is satisfied that normal care and sagen is not
compromised.

The student/volunteer holds a current positiveagility notice.

At the first visit the student/volunteer will betémviewed by the director
who will assign tasks consistent with perceivediskind experience.
The student/volunteer will sign in and out using Wmsitor’'s book in
reception.

For the benefit of child programs each studentiviger’s visit will be for a
minimum of two hours.

The student/volunteer will not be left alone withildren at any time.
Students who are involved with the centre for nthea 1 day will be
provided with the centre policy.

Parents will be informed of any students in thetigenia a notice on the
parent notice board.

Policy 5.5 - Programming Time

All group leaders will receive approximately twouns per week of paid
time for the purpose of working on their group peog. This time will be
allocated by the centre director and will be comeento both the centre and
group leader. Assistant group leaders receiveappately half an hour
per week for programming.

Policy 5.6 - Developmental Records (Child Pro files)

The centre is required to keep developmental recfmrdindividual children
in care. Itis the responsibility of the centreedior, in consultation with all
staff members, to decide the form that these recaillitake. These
records will be the basis of programming for bdté group and the
individual child and should be updated regulaiiydividual developmental
records must be made available for parents to sssaith a staff member.
Developmental records will remain in the centredqgreriod of one year
after the child has left the service. At timesfstady take the learning story
books / programs home but they must be returnagti@next week day.
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Policy 5.7 - All Staff to hold current first aid qualifications

» All staff who are employed by the centre are rezpito hold a recognised
senior first aid certificate which includes CPR.

Policy 5.8 — Inclusion & Bias

It is important that children learn to treat eatieo equitably and without regard
to gender, race or other factors than may leadstrichination. Children learn
this behaviour by observing their own parents,divmunity and staff within our
centre.

Therefore it is important that staff fully appreeighe issue of bias and
discrimination and endeavour to include all chiidie every activity and aspect
of centre programs. This is further reinforcedrmluding in the program special
activities to help children appreciate the prinegbf fairness, equity and social
justice. Such principles may be reinforced spoedasly when a situation
presents itself.

Staff evaluate their own performance to ensurettiet own belief systems and
biases do not impact on their interaction and mouaglvith children.

Policy 5.9 — Behaviour Modification

The National Accreditation Council (1993:10 as séghin Young Children’s Behaviour,
second addition, by Louise Porter) states thaiglise must ‘always encourage the
individuality and confidence of children and nelawrer their self esteem’. In support of
this statement, we aim to implement a behavioudange plan developed by Child Care
Queensland 2008. It is our goal at all times t&enase of the children’s strengths, and to
circumvent their difficulties in order to maximitieeir daily functioning and wellbeing. It
is our aim then, to implement the following straésg(as suggested on the table below),
when dealing with undesirable behaviour from thiédcién.

Behaviour Guidance Plan

5 x Step Behaviour Guidance Plan

STEP 1

PREVENTION
0 Observation
o Focus on positive behaviour
o Model appropriate behaviour

STEP 2

REDIRECT
o0 Redirect child to another activity (with appropeattionale for
the suggestion)
o0 Make explanation clear, reasonable and consistent
o Explain briefly reason why behaviour is unaccemabl
o React calmly to negative behaviour

STEP 3

CONSEQUENCE
o If behaviour continues, “sit and watch” away frothers
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(maximum time away 1 x minute for eachry&fachild’s age
ie: 2 y.0. = 2 minutes)
o Child returns when calm and behaviour is dealt wotfether
with a brief explanation of reason why the behawviswnot
acceptable

STEP 4 ONGOING MANAGEMENT
o If behaviour becomes frequent or an issue infornedor who
will consult with parents/guardians and deviseammf action

STEP 5 PLAN OF ACTION

o If unacceptable behaviour persists and with pageattian
agreement, external resource officers will be ctiedun an
effort to address the behaviour and assist thd chil

Source: ‘5 x Step Behaviour Guidance Plan’ Childdc@ueensland 2008 (Policy reviewed
12/08)

Biting It is important to note that in the event of ddhepeating harmful
behaviours such as biting and scratching etc. ¢h&e will endeavour to work
closely with the families to plan and implement &a@bur modification strategies to
stop the undesirable behaviour. This plan wilelaluated one to two weeks after
implementation. Parents will be involved in thregess. It will be at the discretion
of the centre Director to exclude the child if tremful behaviours continue.

Children’s Finger Nailslt is requested that parents trim their childfgyérnails on
a regular basis to help prevent incidents suclti@gching or to prevent them
getting caught or torn on play equipment. In thent of noticing a child regularly
harming other children by scratching them, it Wi requested that the child’s
fingernails are trimmed before attending Acorn.e Tarers will check that this is
done when the child arrives for the day.

Policy 5.10 — Staff Uniform

« The centre has a uniform which staff are expeciegdar at all times.

* The uniform must be clean and ironed for the conwaetent of each shift.

*  50% of the cost of purchasing uniforms will be rbursed by the centre.

* To present an acceptable professional image watlionservative
community, no staff member is to have oral or Vesitoody piercing apart
from one set of earrings. Other jewellery is lidlito one flat ring and a
watch.

Policy 5.11 — Supervision of Children

Staff will at all times adhere to staff:child ratias per Child Care Regulations
2003 (see Policy 1.1 — Staff Child Ratios)

Playtimes:
» Staff will position themselves in areas of the roonplayground
which allow for maximum supervision.
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» Age appropriate activities should be placed in swaich maximise
supervision and utilise shade (outside).
* When outside staff will position themselves in arefhigh activity
with at least one staff member a wandering superyvis

Bathrooms:
» Staff will communicate verbally to ensure thattalleting times are
fully supervised so that children toilet and harastv effectively and
that the bathroom is used for it's intended purpmdg.

Mealtimes:

» Staff will utilise the servery window to the kitaméo maximise
supervision of mealtimes.

Staff will, on a daily basis, complete an evalabf their supervision.

The director will, on a daily basis, conduct atsgheck on supervision,
documenting, evaluating and following up any tBpancies.

Policy 5.12 Food Transport Between Centres.

Foods prepared for consumption at Acorn Babiel beiprepared on site at Acorn
Child Care Centre and transported in the followimanner.

» Transported at a time when children are playinglss

* Transported on a sturdy trolley along the verarmfalicorn Child
Care Centre and subsequent cemented path throegaté to
Acorn Babies and directly into kitchen where it distributed
and served to children and staff.

* Foods will be covered at all times during transport

* Foods will be maintained at a temperature whichtedge correct
food temperature criteria.

« Dishes will be washed at Acorn Babies before beatgrned to
Acorn Child Care Centre.

Policy 5.13 Gate between Acorn Child Care Centre  and
Acorn Babies.

A gate exists between Acorn Child Care Centre acor®Babies. The purpose of
this gate is to facilitate the movement of foodih®®En centres, to allow parents with
children at both centres an easier route to dfbamal collect children and for the
movement of staff, volunteers and administratigespnnel between centres. The
following policies relate to this gate:

» School aged children are not to operate the gateyrcircumstance.

» Parents who use the gate to collect or drop oftioém at both centres are
still required to sign in and sign out their chddrat both centres.

* Only the primary guardian or parent is permittetitce their child through
the gate.
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Policy 5.14 Staff Sick Leave

* Full time staff will be entitled to 10 days siclalee per year. Any
untaken sick leave will accumulate.

* A doctor’s certificate will be required for sickaee in the following
situations:

1. Where sick leave extends beyond two consecutive.day
2. Where sick leave is taken on either a Monday atdti
3. Where sick leave is taken on either side of a puidiiday.

* Where a doctor’s certificate does not accompartgfamember’s
timesheet, annual leave will be used to cover bsest day.

Policy 5.15 Staff Time off Without Pay Policy

A full time employee is contractually bound to w@®& hours per week, 52
weeks per year - except where approved annual,lsakeleave or long service
leave is being taken. This means that leave witpay is not approved of,
unless prior consent is given by the licenseshdiuld be understood that a
fulltime employee accumulates leave on the basisre elapsed. This means
that leave is accumulating even when the employea ieave. Taking time off
without pay gives rise to accumulated leave in sxad entitlement.

Policy 6.0 - Dealing with concerns

Policy 6.1 - Concerns of Parents

* Reception has a suggestion box which parents/quesdire encouraged to
utilise to offer comments/suggestions both posiawel or negative on the
program, routine, policies, procedures or anyttah@ll which you think is
pertinent.

* There is also a parent feedback form located a&ptean. These forms can
be left at reception upon completion.

e If parents have a complaint about any aspect &f aathe centre, they are
encouraged to approach their child’'s Group Leadest fand then the
director or Licensee as appropriate.

* Where the issue is not fully resolved, complaingg/ralso be made to:-

Department of Communities
50-54 Main Street
Hervey Bay, QLD, 4655
Ph:  (07) 4125 9379
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Website www.communities.gld.gov.au

or

Child Care Information Service 1800 637 711 (07 3224 4225)
8.30am — 5pm Monday to Friday

Policy 6.2 - Concerns of Staff and Carers

Acorn Child Care Centre aims to be a preferred eygsl Our goal is for staff

to enjoy their work and find employment here filiig and challenging. The
licensees acknowledge that there may be times wfadihmembers are unhappy
with their role or have been upset by the actmfrenother staff member. Where
such a situation exists it is best for the igsulge resolved quickly by the following
procedures:

* See the person concerned and talk out the issare &appropriate
environment. Attempt to come to an agreement.

* Where agreement cannot be reached it is recommehdednother staff
member or the director be invited to mediate.

* Ongoing disputes between staff members will hamegative impact on the
standard of child care and will not be tolerated.

» Staff assessments will be conducted on a 12 mobtdis. Opportunity is
given at these interviews for staff to share thierational goals.

« At all times staff are encouraged to offer suggesticoncerning the centre’s
program either in writing or personally to the di@ or licensee.

-30 -



