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Welcome to our Centre

We offer you a very warm and friendly welcome to our centre. We trust that your child’s experience will feel like an extension of your home. By working together we will provide an environment that promotes quality care and education for your child, a place where they will be accepted for who they are, a place where laughter and play are cherished and where children’s innate curiosity is captured and given a chance to grow.

We believe that childhood is like no other time in a child’s life. It is a time for exploring, for creating, for discovery about one’s self, for meeting the world, for learning how to learn, for being accepted. It is a time for growing and a time for being allowed the time to be a child.

This centre is licensed according to the Education and Care Services National Law and Regulations.  This legislation governs the centre’s operations in relation to activities, experiences and programs, ratio of staff to children at the centre, and staff qualifications.

You are encouraged to ask the room staff or Nominated Supervisor for information relating to:
· Your child’s enrolment at the service including the activities and experiences provided by the service;
· The service philosophy about learning and child development outcomes and how it is intended the outcomes will be achieved; and
· The goals about knowledge and skills to be developed through activities and experiences.




Thank you once again for choosing us to care for your child, we look forward to a long and happy association with your family.











Centre Philosophy

The team at Little Heroes Child Care would like to show respect and acknowledge the Yugara People of this land, of elders past and present, on which this centre was built.

At Little Heroes we draw on the Early Years Learning Framework of Belonging, Being and Becoming through the emergent curriculum in order to scaffold the development of all children in our care. In our centre children feel safe and secure and part of an extended family where the development of a ‘whole’ child is paramount, and they are encouraged to achieve their highest potential.

The staff recognises that each child is an individual with interests and abilities that are fostered through working alongside peers and staff. They are respected, valued and embraced for their individual qualities. Each child is competent and able to teach and learn from others. We encourage children to have pride in their work through the self-select program, where children are encouraged to make choices through play that are appropriate to their age and developmental stage. This allows each child to develop at their own pace, with appropriate stimulation and challenges. This is achieved through children leading their own investigation, extending upon their interests and prior knowledge.

The Centre cares for the environment and supports children to be environmentally responsible. This is embedded in our practices, routines and rituals. We believe by modelling respect and educating children about the environment they will become environmentally aware and care for our world.

We acknowledge the children’s rights to be active in deciding how to ‘be’ in their present lives and that children are capable learners from birth. We allow children unhurried time to ‘be’ and to enjoy being in their world. We strive to acknowledge differences and diversity; we plan with children and respond to each child’s competencies and uniqueness.

The families in our community comprise of different cultures and structures which are important to our centre and program. Staff members endeavor to provide supportive networks where we can learn from and support each other. Each families customs and beliefs are respected and help to enrich our ‘centre family.’ It is our belief that we are one of the many important stakeholders in the lives of the children in our care and that our role in their development is significant and profound. Because of this our door is always open and we value and foster open lines of communication.

The centre is calming, inviting and hygienic where each individual contributes to the harmonious atmosphere, a place where children have the opportunity to learn in familiar surroundings. As compassionate and caring childcare professionals the team at Little Heroes are committed to providing a safe and secure setting that has the feel and warmth of a ‘home away from home.’
 
We have adopted the mission statement 

We, at Little Heroes Child Care Centre, believe that our mission is to enable the children to be the best that they can possibly be each day.


From the above philosophy and mission statement as well as the Code of Ethics and the Early Years Framework there are Principles and Practices which form the basis of all educators’ personal pedagogies and practices. Whilst using the principles to underpin each educator’s individual theoretical practice, educators will also incorporate a range of early childhood pedagogical practices that promote children’s learning which reflect contemporary theories and research. Practices used to promote children’s learning are considered when designing and implementing developmental curriculum. 

The practices considered are:

· Adopting holistic approaches
· Being responsive to children
· Planning and implementing learning through play
· Intentional Teaching
· Creating Physical and social learning environments that have a positive impact on children’s learning
· Valuing the cultural and social contexts of children and their families
· Providing for continuity in experiences and enabling children to have successful transition
· Assessing and monitoring children’s learning to support children in achieving learning outcomes.


ADMINISTRATION

Little Heroes Child Care Centre is a 75 place centre.  We provide high quality care for children from 6 weeks to 5 years.

We have 5 rooms catering for different ages.  We have a Nursery, Toddler, Junior Kindy, Pre Kindy, and Kindergarten room.  Current information about each of these groups including the number of children and staff in each room, staff names, position and qualifications are displayed on the door of each room.

Little Heroes Child Care Centre is authorised to offer Childcare Subsidy (ccs) to qualifying families.

Little Heroes Child Care Centre is licensed under the Education and Care Services National Law Act 2010 and must comply with this act and the Education and Care Services National Regulations 2011.

The Education and Care Services National Regulations clearly states our requirements as a licensed centre ensuring we follow the guidelines in regards to information such as activities and experiences offered to the children, the correct child, staff ratios, staff qualifications and building requirements.

[bookmark: _Toc139263265]Priority of Access
Priorities of Access are set by the Government within the Child Care Benefit Guidelines. Priority of Access Guidelines must be used to allocate available child care places where there are more families requiring care than places available. 

When filling vacant places we must fill them according to the following priorities:

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
Priority 3 -  	any other child.
Within these main priority categories, priority should also be given to children in:
· Aboriginal and Torres Strait Islander families
· Families which include a disabled person
· Families which include an individual whose adjusted taxable income does not exceed the lower income threshold 
· Families from a non-English speaking background
· Socially isolated families
· Single parent families
Note:  Where a service is funded by an employer to provide child care solely or primarily for the children of the employer’s employees, the service may give priority to those children. 


CCSS
Little Heroes Child Care Centre currently runs under the Childcare Subsidy System (CCSS).  CCMS is a national child care system that records a child’s enrolment and attendance information.  We report this information to CCSS via the internet to allow calculation and payment of Child Care Subsidy (CCS) fee reductions on behalf of children in their service.

[bookmark: _Toc139263266]Child Care Subsidy
Parents may apply for Child Care Subsidy (CCS) through the Australian Government Department of Human services or your local Centrelink service. The amount of CCS paid is based on the family’s gross income and eligible hours which is tested by how much the family as a unit Work’s or Study’s. The family MUST make the application for CCS and nominate the Centre to receive this payment.

If no CCS arrangements have been made by the family, FULL FEES will be charged.

What is an online statement?
Parents/guardians of children in child care will be able to access an online statement via the ‘view child care details’ of the online services section of “My Gov”.  This statement includes details of CCS payments and absences.  Parents/guardians will need to register with Centrelink for access to online services.


Will CCS still be paid for absences from care?
Under CCSS, CCS is paid for up to 42 days for each child per financial year without the need to provide documentation such as medical certificates.

Will CCS be paid if my child is absent for more than 42 days?
All absences beyond the first 42 days will only be paid for ‘additional absences’ if parents/guardians provide evidence that the absence has occurred under a permitted circumstance.

Additional absences include:
· an illness with a medical certificate
· an outbreak of infectious disease when the child is not immunised
· any other absence due to sickness of the child, parent or sibling, supported by medical certificates
· a temporary closure of a school or pupil free day
· a period of local emergency
· exceptional circumstances

Additional absences do not include public holidays.
Please note: CCS will NOT be paid for public holidays if 42 absences have already been used.
What is the role of Centrelink under CCSS?
Under CCSS parents/guardians will continue to deal with Centrelink for all their CCS payments.

Parents/guardians are still required to advise Centrelink about any changes to their circumstances such as changes to income or a child commencing school.
Families who have enquiries regarding their eligibility and entitlements for CCS or who require a Customer Reference Number should visit Centrelink or telephone 13 61 50.

Will I need to tell Centrelink which service my child is attending?
Yes, you will need to complete this through the “My Gov” portal. 


What information do I need to provide my child care service?
CCSS requires enrolment records to be created for all children attending a service.  To ensure that the enrolment records can be matched and verified against the entitlement information held by Centrelink, parents/guardians will need to provide their child care service with their child’s name, date of birth and customer reference number and their own dates of birth.

Sign in Records
It is very important that parents sign their children in with the use of our sign in and out kiosk run by QikKids.  This will be done from the first day of enrolment in which you will be asked to log in with your phone number and personal pin. 

Signing is a legal requirement and is to ensure your Child Care Subsidy is paid. Sessions are not submitted to ccs if you have not signed your child in and out correctly & full fees are charged by Centrelink.


Changing Days
When terminating or changing days of care; two weeks written notice must be given.  If written documentation is not received, you will continue to be charged for these days until the position is filled.
When terminating care, you are required to attend the service for the two week notice period to receive your CCS entitlements, failure to do so will result in you having to pay full fees for this period. 

Termination of care:
Please be aware that 2 weeks’ notice needs to be given in writing or in the form of an email.  The last 2 weeks children must attend unless they have a doctor’s certificate or some other equivalent documentation to be treated as an Additional Absentee (AA). If the information needed to be classified as AA is not provided to the service CCMS will classify this as cessation of care and full fees will be charged.  


Food containing Nuts
Please be aware that Little Heroes Child Care Centre endeavours to be a nut free centre.  We adopt policies and procedures with a view to ensuring that we are a nut free zone.  We ask that families follow these policies and procedures and do not send any foods containing nuts or traces of nuts.


The following is a summary of our enrolment terms and conditions:
These forms have been provided to you on the understanding that you require a permanent booking (this may be specific day/days of the week).  If a child is absent for any reason the booking must still be paid for and this includes illness, holidays and public holidays.

FEES

Fees are required to be in advance at all times. If your child is picked up outside of our operating hours a fee will apply. Please see Fee policy in Appendix A.

Public Holidays are to be paid for.


Orientation

The new family will be given a tour of the centre and be introduced to staff by the Nominated Supervisor/Administration. Once a new family has accepted a position for their child at the Centre & returned all enrolment forms the centre will organise an interpreter, if needed.  

The parent/guardian will speak to the Lead Educator of their child’s group about specific needs and the developmental level of their child.  The Lead Educator will make written notes and explain the communication methods, routine, and programme for the child’s group.  
The Nominated Supervisor will explain about signing in and out of the centre, the fee structure, Child Care Subsidy funding, location of accounts and how to pay your fees.
On your child’s first day/s you are encouraged to stay at the centre for as long as you want or need to. This goes throughout the year as indicated in our open-door Policy.


CHILDREN AND PARENTS

Settling In
One of the biggest concerns of families when first coming into a new environment is for the emotional well-being of their child. 

Your child may initially display some unsettled behaviour as they become familiar with his or her new surroundings. As professional educators, all our staff are specifically trained in helping your child quickly settle into his or her new environment.

Our educators will focus on assisting your child into playing (called “transitioning”) and continue to encourage your child to participate in the program and extend off the interests that they are displaying. 

Through the research and discovery from early childhood expert John Bowlby educators at Little Heroes Child Care are familiar with the term separation anxiety and are educated to identify this and help support your child through this time. 

Little Heroes Child Care believes that the Early Years Learning Framework (EYLF) is the best way to help your child settle in and this framework works alongside our emergent curriculum. 

The terms “belonging, being and becoming” are a guide for educators to ensure your child is provided with the best education and care. 

For your child to create a sense of belonging to their new child care environment, Little Heroes recommends taking advantage of our open door policy and arrange a time and date to visit the centre with your child. During these short visits, your child can engage in the program until the booked days are available.

Little Heroes believes that families are the first educators and to help keep your family routine, a routine form is provided in your child’s enrolment pack which is encouraged to be filled out and returned to the centre. 

Families are encouraged to call or email the centre throughout the day to discuss how your child is progressing.  

Arrival and Departure
Families will be shown the procedure for signing your child in and out of the service. The Nominated Supervisor and educators will assist until you become familiar with process. 

If a child is away, ill or on holidays, the corresponding days must be signed on returning to the centre.

It is your responsibility to ensure that a staff member is aware of your child’s arrival and departure.  Please take your child to a staff member upon arrival and say goodbye to a staff member when picking your child up so we know that they have left.

Safety gates and doors have been fitted to the centre.  Please ensure that you close gates and doors when arriving and departing.  This is for the safety of all children.

Please notify the centre if the collection of your child will be later than anticipated.  A late fee will apply if your child is picked up after 6.15pm.  (Refer to policy in Appendix A)

[bookmark: _Toc139263271]Parental Involvement
Parents are encouraged to be involved within the centre in the following ways:
· Sharing information about your child with the staff to allow better understanding of your child’s individual needs
· Attending social and educational events at the centre
· Giving feedback to the centre about the service provided
· Assisting to review the Policies and Procedures Manual on an annual basis
· Sharing your talents or just coming along to be involved in play experiences.

[bookmark: _Toc139263272]Communication
Families are the most important influence on young children’s lives.  Staff and families need to work together to share information and achieve the best outcome for children’s care and education.  Please see Code of Conduct in Appendix B.

The centre needs to know if the service offered is meeting the needs of the families and children.  Families need a formal, as well as an informal, way of communicating the things that the centre and staff do well and the areas that need improvement.  Both positive and negative feedback assists the centre to grow and facilitates continuing improvement. 

We have an “Open Door” policy at our centre.   You are also welcome to spend time in your child’s room at any time throughout the day. Please feel free to talk to the teachers/Educators in your room about any concerns that you may have.

Confidentiality 
This is the process by which the right to privacy is protected and is an integral principal of the centre.  Written records concerning children and their families are filed separately to general information accessed by all staff.  Only the parents, Nominated Supervisor, Management and Government Department Officers when necessary can access this information. Verbal information will be handled discreetly in relation to all families and staff.  We commit to treating all information with regards to you and your child with the utmost respect.  Written records concerning staff are filed separately to ensure all information is treated with the utmost respect.  

Grievances
If you have any concerns whatsoever regarding the centre or the actions of the staff, please do not hesitate to contact the Nominated Supervisor.  Experience tends to show that most issues arise out of misunderstandings that can generally be cleared up with good communication.  If discussing the concern does not result in a mutually acceptable solution, please follow the centre’s Parent Grievance Procedure.  Families are encouraged to visit the centre and speak to the Nominated Supervisor about any issues (comments, concerns, compliments) before they become a major issue. All issues are dealt with confidentially and fairly in an appropriate time frame.

We encourage all families to communicate any questions or concerns about day to day topics with the lead educator of your child’s room.

Our centre has a ‘Suggestions Box’ at reception so that families, visitors, and staff can write their thoughts (anonymously, if preferred).  Any investigations will be handled with consideration to privacy and confidentiality. Feedback will be given to the writer if the name was supplied.

The Office for Early Childhood Education and Care can be contacted on 1800 637 711 if you require any further information or would like to speak with a Community Support Officer.

Parent Responsibilities
Upon enrolling at Little Heroes it is the parent’s responsibility to:

· Notify the Nominated Supervisor if there is any change in the information about your child.
· Read the parent handbook and be aware of the policies and procedures followed at Little Heroes
· For Nursery children the service supplies sheets for rest time. 
· Bring your child’s sheets for Toddlers to Pre-Kindy, bottles, drink bottles and spare clothes.
· Comply with relevant health, hygiene, and safety policies at Little Heroes.
· Fill in all enrolment forms and return these to the Nominated Supervisor 2 weeks before your child starts.
· Update emergency contacts
· Update the Nominated Supervisor on your child’s immunisation.

Provide copies of your child’s birth certificate and immunisation record.

Labelling Belongings
Please clearly name everything your child brings to the centre. Remember to renew names during the year when they begin to wear off.  As our centre is generously equipped with toys and equipment, it would be appreciated if children’s own possessions (with the exception of security items) are not brought into the centre.

Toys from Home
We encourage parents and children to bring comforters to the centre with them to assist in settling your child.  We believe by having these comforters it helps children feel safe and secure in their environment.

We do however discourage children bringing toys from home.  Sometimes certain toys are very special to your child or you, as parents have spent a lot of money on certain toys.  By bringing them to the centre we cannot ensure that they won’t get lost or broken.

[bookmark: _Toc139263273][bookmark: _Toc139263270]If your child wishes to bring a toy to show their friends, you could discuss with them that you bring it in and show the children and you take it when you leave.  For other strategies talk your child’s educator or the Nominated Supervisor. 


Staffing
Staff are chosen for their skills, knowledge, and experience within the early childhood field.  All staff have the correct qualification for their position. Little Heroes supports all educators through their ongoing learning to complete their training. 

Staff names and their positions are placed in the reception area of the centre for your information.

[bookmark: _Toc139263274]Code of Ethics
The Australian Early Childhood Association is a peak early childhood organisation focused on providing support for services of young children.  This organisation has produced a Code of Ethics that covers expectations of staff towards children, families, others and self. See Appendix C.
[bookmark: _Toc139263275]
Policy Compliance
It is through consistency of service and compliance with regulatory and policy requirements that each centre will be able to provide high quality care across a range of areas. This will be achieved by having a written framework of policies and expectations; developing staff knowledge, skills and awareness of the policies and expectations related to their position; having written information for families and a formal orientation to the centre; monitoring staff and centre compliance to the regulations and policies.

This is in accordance with the Child Care Regulations 2003 and the Child Care Act 2002.
[bookmark: _Toc139263277]Multicultural Diversity
The children within the centre come with a wide range of backgrounds, skills and knowledge.  Educators will have an open and caring attitude to diversity and inclusion within the centre.

On enrolment, information will be gathered about the family and child/ren to enhance understanding of the background, culture, and expectations of the family.  The cultural and linguistic background of each family will be respected and acknowledged.

The programme will offer many opportunities for children to explore similarities and differences across the diversity of cultures.

[bookmark: _Toc139263278]Gender Equity / Non-bias
It is important that children are exposed to a wide range of experiences that value their choice within the environment.  Staff will respect children’s skills, abilities and knowledge and ensure that interactions and materials within the centre support gender equity and non-bias principles.

Staff will consult with families about their expectations for care and education and discuss the centre’s policy of inclusion and equity.

All children will have equal opportunity to experience all areas of the play environment.  Staff will respect children’s choices and encourage the development of self-confidence, self-awareness, empathy and acceptance within each child.                             

[bookmark: _Toc139263279]Learning and Development
When children feel comfortable and encouraged in their surroundings, they are able to build strong relationships and explore the learning opportunities offered.

[bookmark: _Toc139263280]Creating an Atmosphere for Learning
· Staff will greet all children and families on arrival with warmth and friendliness, using their names.
· All rooms at the centre will be inviting, challenging, uncluttered and aesthetically pleasing.  Activities will be presented in an appealing way.
· Staff will encourage and support children to try new experiences.
· Staff will consider the cultural needs, background, and temperament of each child.
· Staff will talk to children about their day and what is to happen next.
· The noise level will be minimal to allow many engaging activities to occur simultaneously.
· Staff allow siblings within the centre to spend time with one another.
· The program will be prepared in accordance with the Early Years Learning Framework. 

[bookmark: _Toc139263286]Programming
Each child will be viewed as an individual who will develop and learn at his/her own pace. Each child has different potential and ability within the multiple intelligence areas and staff will challenge and extend these skills and interests.  

Staff will speak to families, at enrolment and frequently thereafter, to assess the skills, needs and interests of each individual child and to understand the expectations of the family.  This information will be documented.

Staff will keep observational records, in a variety of forms, for all children. Samples of children’s work, including photographs, can form part of the records kept. All records remain the property of the centre and must not leave the premises without the prior approval of the Nominated Supervisor. A child’s progress will be shared with the family, informally and formally.

Parents can request access to their child’s records.  A mutually agreeable time will be set up for parents and Lead Educators to meet and discuss the information.  Parents must not take the original records from the centre. If the parents request this information photocopies can be made.                                                       
Older children will be encouraged to participate in the planning process by contributing ideas, setting goals, and assisting with evaluation.

The program will be displayed for parents to view and have input into.  Parents will be encouraged to write their ideas/contributions for the program/s either in a communication book

The program will be documented through an Educator’s journal daily then evaluation will include staff observations, records, children involvement, enjoyment and learning, meeting of desired outcome, and feedback from families.


Queensland Government Kindergarten Program
Kindy Counts!
Little Heroes offers a kindergarten program which is delivered by a qualified teacher for at least 15 hours a week, 40 weeks a year, for the year prior to Prep.
Going to Kindergarten will help your child learn early literacy and numeracy concepts and develop communication skills to help their reading and writing.
Families may be eligible to claim a kindy fee subsidy for 40 weeks of the year if their child attends the program for more than 15 hours a week.

Please refer to the Kindergarten information hours located on the Kindergarten door. 

Transition to School	
Educators will liaise with local schools, obtain their enrolment information, and have this information available for parents within the centre.

Staff will liaise with parents/guardians about the child’s development and readiness for placement of their schooling year. 

Behaviour management
We believe that children need to have set limits and guidelines for the protection of themselves and others.  Being consistent with these limits is important to maximise the benefits of the program.

By setting appropriate and consistent guidelines we provide a secure environment in which children feel safe to explore and learn.  These expectations are consistently made clear to the children.

When setting limits for children, staff:

· Take into account the child’s developmental level
· Support the child’s self-esteem
· Speak in a positive manner
· Give simple explanations
· Offer choices
· Are consistent, and
· Encourage children to express their feelings appropriately.


We at Little Heroes believe in working with children on their behaviour and helping them to empower themselves so they develop self-control and can work through problems with others.

Parents will be consulted if there are any behavioural concerns.  We will work in partnership with the families to make sure we are consistent with guidance.

[bookmark: _Toc139263285]Biting
· Children bite because they are experimenting, teething, frustrated, feeling threatened, and to assert power.
· If a child does bite another child, staff will give first aid to the child bitten (wash with warm soapy water, ice, dressing if the skin is broken)
· An explanation that biting is not acceptable behaviour will be given.  Staff will try to ascertain the reason for the biting.
· Parents will be informed of the incident via a written incident form and telephone call prior to collection of the child.
· [bookmark: _Toc139263288]If biting persists, a behaviour management plan will be put into place to monitor the environment and help identify triggers. 
Incursions/Visitors
The centre will source information, materials, and entertainment from external agencies. These will serve to extend the children’s knowledge and experiences and provide stimulation for their creativity.

Staff will ensure that any planned incursion/visitor has the approval of the Nominated Supervisor.  Staff will note the reasons/benefits and outcomes for the children.

If an incursion/visitor is to be organised, staff will ensure that all families have signed a permission form and are aware of any additional costs. (Family Permission for Incursion/Visitor Form)

[bookmark: _Toc139263289]Photography
There are many achievements that children reach during the day that are difficult to capture.  Artwork can be placed on the board but often construction creations are packed away at the end of the session.  Photography is a way of capturing these important successes for children.

Staff will take photographs of children’s work/achievements throughout the day for display within the centre and discussion with families.

When they enrol, families will be asked to sign consent for their child to be photographed/video taped at the Centre and the photograph/video footage used within the centre to show achievements (video evenings, newsletters).  Staff will keep a list of children that details permission or denial for photographs/video recording.

Students on placement at the Centre cannot photograph the children unless separate parent consent has been obtained from the family.

Separate permission will be asked for if photographs/video footage are to be used externally.

Cultural Diversity
We look at Little Heroes as a community that we are all a part of as well as the wider community; therefore we recognise all cultures and aim to accept all people.  We value your culture and beliefs and that of the staff.

We endeavour to include all of our communities’ cultures into our programs and curriculum.

Please discuss with the Nominated Supervisor upon enrolment any cultural or religious practices or celebrations you wish to share.

[bookmark: _Toc139263309]Students and Volunteer
Students and volunteers may be accepted within the centre from time to time.  They will always be fully supervised by qualified staff.

Parental permission will be obtained prior to any observations of children being commenced and a code will be used to protect the identity of the child.  Information will be kept in a private and confidential way.

Smoking
Little Heroes Child Care Centre is a smoke free zone.  Due to the health risk of passive smoking, it is not allowed at any time on the premises.

[bookmark: _Toc139263307]Fire and Emergency Evacuation
The evacuation procedure will be practised at least monthly, on different days of the week and at different times of the day.  The evacuation process will be evaluated for effectiveness each time and improvements made, as necessary.  

The centre has a Written Evacuation Plan that all staff and families must be familiar with.  A building plan showing nearest exits will be in all areas of the centre, e.g. every teaching area, office, staff room.

[bookmark: _Toc139263308]Supervision of Children
Staff will be alert to possible dangers within the Centre and ensure they can always see or hear all children.

The Nominated Supervisor will ensure that sufficient staff are on duty to comply with licensing requirements in regard to qualifications of staff and staff to child ratios.

Staff will set up their room environment with consideration to the practicalities of supervising all children and areas.  (Visibility, accessibility and potential hazards)  Staff will position themselves in the indoor and outdoor environments with consideration for the activities being offered, the mix of children’s skills, the age range of the children, the number of children and staff and to allow the greatest vision of the whole area.

Families are asked to inform staff when a child has arrived for the day or when a child is departing for the day. Families must sign their child IN on arrival at the centre and OUT when departing from the centre each day.

[bookmark: _Toc139263293]Incidents/Accidents
Children are naturally inquisitive and curious.  They learn by touching, mouthing and ‘doing’.  Staff will balance the need for challenge and risk taking with support and consideration for safety and well-being.

Staff will supervise children, redirect play that could cause harm to a child, remove any items/equipment that could cause harm and report any problems with equipment, fixtures or the building immediately to the Nominated Supervisor. 

Any injury to a child during the day will be notified to the family, either by phone during the day (serious) or at the end of the day (minor).  First aid will be administered, if needed.  Medical assistance will be obtained, if necessary. Parents are asked to give permission for emergency medical aid, within the enrolment application.

[bookmark: _Toc139263295]An Incident and Accident Form will be completed, and parent/guardian asked to sign this report at the end of the day to verify that they have been notified of the incident. The original form must stay at the centre. If you wish to keep a copy for your records, please ask a staff member & we will arrange a copy to be made.

Child Abuse
Child abuse is any act of omission or commission that endangers or impairs a child’s physical/emotional health and development.  Child abuse can occur across all cultural, ethnic, occupational, and socio-economic groups.  

Staff in child care centres have an obligation to monitor the health and well-being of all children in their care.  Staff must report their ‘suspicions’ and the grounds/evidence that supports this to their State Department for investigation.

Any allegation of child abuse made against a staff member will be reported, within 24 hours, to the State Licensing body for investigation.

[bookmark: _Toc139263296]Custody Arrangements 
Parents must inform the centre when there is a custody arrangement.  Staff will maintain a non-judgemental approach with both parents.  If there is a custody order or a Protective Assistance order, the centre requires a certified copy of this legal document.  Staff are obliged to follow these orders and inform the Police if the orders are violated.  Staff cannot follow parent instructions unless supported with copies of the above legal documents.

[bookmark: _Toc139263297]Sick Children
Children, staff and visitors who enter the Centre must be well enough to fully participate in the activities of the day.  Sick children and staff need to be excluded from the Centre until well.

The nominated person in charge reserves the right to refuse entry to any child or staff member who comes to the centre obviously unwell. The centre does not have separate facilities or staffing levels to care for sick children.

The following symptoms are warning signs that the child/adult is unwell: 
· Severe, persistent or prolonged coughing (child goes blue in the face and makes a high pitched croupy or whooping sound after coughing)
· Breathing difficulties (noisy, wheezy)
· Yellowish skin or eyes
· Irritated eyes, eye lining red, pus from eyes
· Unusual spots or rashes
· Vomiting and/or diarrhoea
· Temperature over 38 degrees Centigrade

Children, staff, and visitors who become ill during the day will be sent home.  Parents will be phoned to collect their child as soon as possible.

It is suggested that parents arrange for a relative or friend to be available for emergency care for times when a child is ill and unable to attend the centre.
Some illnesses may require medical attention and an absence from the centre until completely recovered.  A Doctor’s clearance may be necessary at the end of the isolation period before child/staff/visitor can return to the centre.

An Exclusion Table of Infectious Diseases covering all infectious diseases can be found at the centre.  This gives information to families and staff about exclusion times.

If an outbreak of an infectious disease occurs in the centre, families will be notified verbally and with written notices.  All infectious diseases (children and staff) will be logged in the Infectious Diseases Log and monitored.

Children who are not immunised may be ‘excluded’ from the centre at the parents expense, for the incubation period of an immunisation-preventable disease, where an outbreak has occurred in the centre.  The Nominated Supervisor will keep the centre records for immunised and non-immunised children up to date.

Parents must inform the centre staff if their child has been exposed to any infectious disease.  This is for the safety of other children, staff, visitors, and pregnant mothers.

[bookmark: _Toc139263298]Dental Care
The centre will promote healthy eating habits, lots of fresh fruit, minimal sugary items and plenty of water to drink. Children will be encouraged to have a drink of water after eating to rinse the mouth.  Water will be swallowed.
[bookmark: _Toc139263300]Immunisation
The incidence of many diseases has been greatly reduced and the general health within the community improved due to immunisation.  Immunisation gives the body a memory of the infection without the risk of the natural disease.  Children and staff who are fully vaccinated are less likely to carry infectious diseases into the centre.

Families will be asked to provide information about a child’s vaccination status on entry to the centre (Immunisation Details) Medicare website or record from GP.  Families will be asked to keep this record updated by bringing in the vaccination letter from their GP to verify vaccinations.                              
Parents who choose NOT to vaccinate their child; may not be enrolled within the centre due to in April 2015, the Government announced that it would close off some exemptions from the immunisation requirements for eligibility for the FTB-A end-of-year supplement, Child Care Subsidy (CCS) payments stating that it was extremely concerned at the risk non-vaccinated children pose to public health. The legislation “No Jab, No pay” gives Little Heroes the opportunity to terminate care if children are not up to date with immunisation and choose not to enrol children who are not immunised. 

If an outbreak of a disease that is preventable by immunisation occurs at the Centre non-immunised children will be excluded for the incubation time listed in the Exclusion Table – Infectious Diseases.

Families and staff will be notified of an outbreak of an infectious disease verbally and via written notices.

[bookmark: _Toc139263301]Medications
Staff have a ‘duty of care’ and a ‘lawful duty’ to ensure that ONLY the correct medication is given as per instructions from the treating doctor.  

The following conditions MUST be present for designated senior staff to administer medication/s requested by the family:
· A Doctor’s letter is to be left at the centre stating the child’s name, illness, medicine and dosage, route of administration and times to be given.
· All medication must be in the original container provided by the pharmacy and labelled showing the name of the child, date of issue and instructions.
· Parent/guardian is to write the medication request, each day, on the child’s Medication Request Chart, sign the sheet and give the medication to a staff member to be placed in a safe place, out of reach of children.
· If a nebuliser is to be used, a family member must instruct staff in its use
· NO herbal or non-prescription medications will be given without a Doctor’s/Naturopath’s written order.
· Medications belonging to other siblings or out of date medications WILL NOT be given.
· If parents wish over-the-counter creams to be applied for nappy rash, teeth eruption or chaffing of lips, a Cream Application Form will need to be completed and signed.
· If a child is known to have severe asthma attacks or severe allergic reactions, parents will be requested to fill in the Emergency Medication Plan of Action Form and supply a Doctor’s letter stating the emergency medication/action to be taken.  This form will be filed in the child’s files.
· Staff will take every care with administration of medication by checking the parent request, medication, dose, route of administration and time to be given.  Two staff will check every medication and ensure the medication is given to the correct child.  Both staff will sign the Medication Request Chart.

[bookmark: _Toc139263302]Paracetamol Administration
· The parent/guardian must give prior permission for the administration of a single dose of paracetamol (Enrolment Form)
· The child’s temperature must be over 38 degrees Celsius and the parent/guardian contacted for verbal consent.  The parent/guardian must collect the child from the centre as soon as possible.  
· Staff will document the times, temperatures, and conversations.
· Two staff will check the age-appropriate dosage and administer this to the child.  A record of the drug administration will be made on the Medication Request Chart. 
· The centre can administer ‘purchased in’ paracetamol if permission has been obtained from the local Public Health Unit.  Records of parental consent, stock control and correct dosage administration must be kept.  Paracetamol must be kept in separate and secure storage.


Access
If a person comes to collect your child and that person is not known to the staff, then they will be asked for proof of identity e.g. driver’s licence.

Please let the person coming to pick up your child know that they will need to bring the proof of identity with them.  Parents to advise staff of who the person is collecting their child and they are responsible.

Sun Care
Protecting children from the sun is an important factor we take seriously when caring for your child.  Staff structure their outside play times to avoid children being in the sun at peak times. All staff and children have 30+ sunscreen applied and must be wearing a hat before going outside to play.  

On arrival at the centre when signing your child in, please apply sun screen to your child before taking them outside a bottle of sunscreen is available for you to apply sunscreen, please ask the staff if you need to do this upon arrival staff will reapply sunscreen throughout the day as needed.

Children under the age of twelve (12) months must not be exposed to direct sunlight.  Please ensure that the sunscreen you apply is suitable for children less than twelve (12) months of age.

Please provide the staff with personal sunscreen if your child has allergies or reactions to the centre sunscreen.
[bookmark: _Toc139263291]Mealtimes/Snacks/Water
When children gather to eat and drink, an opportunity for social interactions and language development exists.  Staff will create an atmosphere that is relaxed and assist children with self-help and hygiene skills. 

Water will always be available and children encouraged to drink, especially in the hot weather.

[bookmark: _Toc139263292]Individual needs for food and drink will be considered, along with regular snack and mealtimes in the daily schedule.  Details of food eaten will be supplied to parents, in written format in all rooms

Nutrition / Cultural Considerations
The centre promotes healthy eating as Nutrition Australia.
Staff will consult with families about the nutritional needs and cultural preferences for their child/ren. Staff will monitor individual children’s preferences for food and serving sizes.

Staff will note food allergies and preferences for all children, as communicated to them by families.

Nutritious morning and afternoon tea, lunch and milk and water are provided for your children.  All the details of the menu is displayed in the centre Hallway and your child’s room.  If you have any questions regarding the centre menu please speak to the Nominated Supervisor.

If your child has food allergies, please provide detailed information to the Nominated Supervisor before commencement at Little Heroes Child Care Centre.


Nappy service
Disposable nappies and wipes are included in your daily fee.

Nappy change procedures are in place at the centre to prevent cross infection with children and staff.  These procedures involve hand washing procedures, gloves and cleaning the nappy change area after every use.  When parents change nappies, it is important that they also follow these procedures.  The procedures are on display in every nappy changing area.

Toilet training is an important time for toddlers, and it is important that they are supported and encouraged when learning.  

We at Little Heroes believe in working with parents to decide when your child is ready for toilet training and the best strategies to use with them.  We have lots of information on toilet training and believe this should be a positive experience for your child.

[bookmark: _Toc139263303]Rest Time
On enrolment, staff will consult with the family to find out the child’s normal pattern for sleep and rest so that continuity can occur at the centre.  Staff will follow individual sleeping/rest patterns for babies and toddlers.  Staff will sit with infants and toddlers to settle them for sleep.  Sleeping times will be recorded on the Day Sheet –Information for Parents/Guardians.

Infants will be placed to sleep on their back, with feet at the end of the cot and no pillows, doonas or bumpers in the cot.  If an infant is at risk of SIDS, the family can provide a sleep monitor (checked and tagged by an electrician) to be used at the centre.

Staff will set a quiet, comfortable atmosphere for children at rest/sleep time – quiet music, curtains drawn, dim lighting, a favourite blanket or soft toy.  After a period of no less than 30 minutes, older children may choose to stay resting or move on to quiet activities such as stories, books, puzzles, drawing, in an area slightly away from resting/sleeping children.

Sheets and blankets supplied by parents will be placed on the beds.  Parents will be asked to supply a blanket in cooler weather.  Older children will be encouraged to assist to make their bed.  Shoes and restrictive clothing will be removed for comfort.


Staff will regularly check sleeping children by walking around the room (every 10 minutes) to ensure they are resting/sleeping comfortably.  Sleep checks for infants will be recorded on the Nursery Sleep Chart which will show a time and initials of the staff member conducting the check.

[bookmark: _Toc139263304]Suitable Clothing
Families are asked to provide clothing that assists children to dress and undress themselves, thereby encouraging independence however staff are on hand to assist with more difficult items such as buttons and shoelaces.  Staff will respect family requests for clothing to meet their cultural needs and for preferences such as shoes to remain on during the day.
All clothing MUST be labelled with the child’s name.

Staff will provide clothing protection (aprons) for messy activities.

Centre Policies and Procedures
For more information on our Policies and Procedures please refer to our Policy and Procedure Folders located at the Parent Information Area in the foyer.


Thank you for being a part of the 
Little Heroes Community.

Appendix A

Fee Policy 

Early childhood education and care services must comply with the Early Education and Care National Regulations 2011 and the National Quality Standard 2011 in the way they manage the collection of fees, and inform parents about this process including any pending changes to the fees. 

Policy statement

[bookmark: OLE_LINK4]This Policy details the Service’s procedures in relation to fees, methods of payment and associated provisions.   

Strategies and practices
· [bookmark: _Toc121555916][bookmark: _Toc121556252][bookmark: _Toc122156263][bookmark: _Toc122832194][bookmark: _Toc170098585][bookmark: _Toc224050152]The Service’s Fee Policy is explained to parents at enrolment, and the necessary paperwork relating to fees is discussed and completed. 
· [bookmark: _Hlk503684532]The Service ensures that, wherever possible, parents of children enrolled at the Service are notified at least 14 days in advance of any change that will affect the fees charged or the way in which fees are collected. 
· The current Fee Schedule is available at the administration desk and in your enrolment pack. 

· Upon enrolment, parents are required to pay one weeks fees in advance (i.e. full fee excluding CCS) plus fees for the current week (CCS adjusted if applicable) per child, if the parent is paying via direct debit. Alternatively if the parent is paying via eftpos on a weekly basis or direct debit on a fortnightly basis, the parent must pay two weeks fees in advance. Parents are to ensure that fees are in advance at all times.

· Fees are to be paid on or before the child’s first day of attendance on commencement, and can be paid by EFTPOS or Direct Debit.   

· Fees must be paid by 10:00am each Friday morning, if the parent is paying via eftpos.

· Normal fees apply to Public Holidays, sick days, family holidays and any other absence.  Child Care Subsidy is paid for a child’s absences up to 42 days per child each financial year. The Service does not exchange days of care and does not arrange make up days. 

· All payments will be credited to the family's account and can be viewed on the parents statement.  If an overpayment is made, no change will be given but the excess will be credited to the family’s account. 

· Fee reminders are sent via email if the family cannot be contacted by phone, to any family one or more weeks late in the payment of fees. If the fees are not paid within the following week or a payment plan is not entered into and abided by, the child’s days will be reduced. If the family continues to fail to abide by the payment plan, the child's days will be suspended until such time the fees are brought back up to date and in advance in accordance with this policy. If the child's suspension is longer than two weeks, the child's care will be terminated.

· Parents are advised to contact the Family Assistance Office directly to determine their eligibility for CCS before the child commences at the Service. 

· The Service requires full two weeks’ written notice of an intention to change the days or the number of days required or to withdraw a child from the Service. The two weeks’ notice begins from the close of business on the day the Service receives the written advice. 

· $20 will be charged for the first 10minute, $20 will be charged for every 5 minute after that ( until 7pm), $10 will be charged for every minute after 7pm. Parents are asked to complete and sign a Late Fee Notice when they collect their child/children.   

Additional safe practices for babies  

· N/A

Responsibilities of parents

· To ensure fees are kept up-to-date.
· To keep the Service informed of any changes in attendance (e.g. family holidays, other absences)
· To respond promptly to communications from the Family Assistance Office to maintain CCB eligibility.    
Procedure and forms

· Late Fee Notice 

Links to other policies 

· Attendance Policy
· Enrolment and Orientation Policy
· Interactions with Families Policy

Links Education and Care Services National Regulations 2011, National Quality Standard 2011

	Reg 
	168
	Education and care service must have policies and procedures

	
	172
	Notification of change to policies or procedures



	QA
	6.2.2
	Effective partnerships support children's access, inclusion and participation in the program

	
	7.1.2
	Management systems are in place to manage risk and enable the effective management and operation of a quality service.



Sources

· Education and Care Services National Regulations 2011 
· Department of Education and Training (Australian Government). (n.d.). https://www.education.gov.au/child-care-service-handbook-0  accessed 26 December 2017 
· Guide to the National Quality Standard 2011

Further reading and useful websites

· Department of Education and Training – http://education.gov.au/   accessed 26 December 2017
· Department of Education, Employment and Workplace Relations. Fact sheet kit for families using childcare. https://www.education.gov.au/fact-sheet-kit-families-using-child-care-0   accessed 26 December 2017

Policy review

The Service encourages staff and parents to be actively involved in the annual review of each of its policies and procedures. In addition, the Service will accommodate any new legislative changes as they occur and any issues identified as part the Service’s commitment to quality improvement. The Service consults with relevant recognised authorities as part of the annual review to ensure the policy contents are consistent with current research and contemporary views on best practice. 

Version Control

	Version
	Date Reviewed
	Approved By
	Comments/Amendments
	Next Review Date

	1
	8 January 2018
	Dr Brenda Abbey (Author)
	Updated to changed NQF requirements 1 February 2018. 
Service to modify policies to its specific needs. 
	




Appendix B

Code of Coduct
Little Heroes Child Care Centre
Background

As outlined in the National Quality Standard and the Early Years Learning Framework, the education and care needs of children cannot be met without effective partnerships between the Service and its families. Regular and clear communications are vital in developing and maintaining effective and respectful partnerships. 

Policy statement

This policy will provide guidelines to promote desirable and appropriate behaviour to ensure that all interactions with children and adults is respectful, honest, courteous and considerate.


Strategies and practices

 Parents will:
· Communicate positively with educators (i.e. always speak in respectful tones and use positive language)
· Display respect for all people while at the centre and not use raised voices or threatening language which might intimidate or humiliate staff, children or other visitors
· Communicate positively with all children (i.e. do not discipline any child other than your own)
· Follow the grievance procedure when expressing concerns or complaints to educators
· Report any observed hazard in the building or playground that may cause injury
· Respect the centre’s property, and other people’s property, privacy and confidentiality
· Come to the centre unaffected by drugs or alcohol
· Work collaboratively with educators to resolve any behavioural issues their child may have
· Read the parent noticeboard, emails and flyers, and discuss relevant issues with your children when appropriate
· Follow the centre’s absence and cancellation procedures
· Be a positive role model to children at all times when at the centre
· Understand that the curriculum is play based
· Accept cultural differences, differing needs and differing personalities
· Pay accounts promptly.

Procedures for dealing with a breach in the Code of Conduct
A serious breach of this Code may have serious consequences including your child/ren losing their place at the centre and/ or a mandatory report to authorities. Aggressive and abusive behaviour towards staff or anyone else in the centre is unacceptable and will not be tolerated.


Links to other policies

· Educational Program Policy
· Enrolment and Orientation Policy
· Family and Community Participation Register 
· Grievance and Complaints Policy
· Professionalism and Ethics Policy

Links Education and Care Services National Regulations 2011, National Quality Standard 2011

	Regs
	157
	Access for parents



	QA
	1.1.2
	Each child’s current knowledge, strengths, ideas, culture, abilities and interests are the foundation of the program

	
	1.3.3
	Information for families are informed about the program and their child's progress

	
	2.1.1
	Each child’s wellbeing and comfort is provided for, including appropriate opportunities to meet each child’s need for sleep, rest and relaxation

	
	6.1.1
	Families are supported from enrolment to be involved in the service and contribute to service decisions.

	
	6.1.2
	The expertise, culture, values and beliefs of families are respected and families share in decision-making about their child’s learning and wellbeing

	
	6.1.3 
	Current information is available to families about the service and relevant community services and resources to support parenting and family wellbeing

	
	6.2.3
	The service builds relationships and engages with its community

	
	7.2.1
	There is an effective self-assessment and quality improvement process in place

	
	7.1.2
	Management systems are in place to manage risk and enable the effective management and operation of a quality service



Sources

· Early Years Learning Framework 2009
· Education and Care Services National Regulations 2011
· Guide to the National Quality Standard 2011


Further reading and useful websites

· Australian Children’s Education and Care Quality Authority – http://www.acecqa.gov.au/  accessed 26 December 2017
· National Childcare Accreditation Council. (2010). Factsheet for families: Sharing information about your child.  http://ncac.acecqa.gov.au/educator-resources/pcf-articles/FFSharingInformationDec2010.pdf accessed 26 December 2017

Policy review

The Service encourages staff and parents to be actively involved in the annual review of each of its policies and procedures. In addition, the Service will accommodate any new legislative changes as they occur and any issues identified as part the Service’s commitment to quality improvement. The Service consults with relevant recognised authorities as part of the annual review to ensure the policy contents are consistent with current research and contemporary views on best practice. 

Version Control

	Version
	Date Reviewed
	Approved By
	Comments/Amendments
	Next Review Date

	1
	8 January 2018




July 2018

	Dr Brenda Abbey (Author)




Julie Price
Nominated Supervisor
	Updated to changed NQF requirements 1 February 2018. 
Service to modify policies to its specific needs. 
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