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GENERAL POLICIES

License Conditions

The Centre is licensed under the ACT Childcare Services Standards. The licence subject to conditions, referring to staff/child ratios; staffing qualifications; health and safety measures; buildings and facilities; insurance; programs and activities for the children; and the Management of the Centre. Licence renewals are conducted at the Centre every three years by an appointed Child Care Adviser. The Child Care Adviser also has regular contact with the service throughout the year.

PHILOSOPHY

Forrest After School Care (FASC) caters for children enrolled in and attending Primary School. At FASC we believe that children should be valued for their individuality and allowed time for unstructured play before and after their school day and during school holiday periods, in a safe and caring environment where all children feel that they belong and are valued as individuals.

We aim to:

· Deliver a high quality and affordable after school care program;

· Provide the children with an enjoyable environment in which they feel comfortable and safe;

· Provide diverse activities that enhance children’s social, emotional, language, cognitive, creative, and physical development whilst also considering a healthy lifestyle;

· Provide relaxing, enjoyable and interesting activities tailored to different abilities;

· Support the development of each child’s potential, and take account of anti-bias issues such as gender, age, sexism, religious, cultural or ethnic background and stereotyping;

· Develop a positive rapport and be an effective resource with children, parents, the school and the wider community;

· Support the school with provision of childcare for special events as required;

· Provide opportunities for staff to further their skills and knowledge through professional development courses, which in turn will enable the highest professional standard of childcare to be delivered;

· Ensure that the management of the Centre is efficient, effective and accountable and that resources including the building and facilities are of a suitable standard.

Reviewed, October 2005, February 2008, May 2010
Parents, Children, Staff and Committee
CONFIDENTIALITY

In the course of their professional duties, staff acquire information that is private.  Staff will never discuss the individuals, families or children with whom they work outside of the Centre.  Care should also be taken during discussions within the Centre to ensure that information is not overheard by irrelevant parties. 

All information and records that are kept about individuals and families may only be accessed by the Centre’s staff.  Staff records are similarly confidential and will only be available to the Director, Bookkeeper, Auditor and the Employee.
If an external agency seeks confidential information from the service this will only be given by the Director or Assistant Director one the authenticity of the request has been verified.
No parent, child or staff information will be given to another party without prior consent.

The Centre’s business affairs, reports and minutes of meetings are confidential, unless the Management Committee, Director or any legal entity decree otherwise.

Email communication is used as a major communication tool within the Centre. Emails will be treated confidentially and when bulk emails are sent BCC will always be used to keep email addresses confidential.  

As required FASC will provide attendance and absent records to Centrelink. 

Reviewed November 2005, revised Feb 2008, updated Sept 2010
Parents, Staff and Committee

DIVERSITY AND INCLUSION

AIM:

For all children to feel a part of FASC regardless of their gender, culture, needs, and/or additional needs. Policy is to be included in Parent Information Sheet, Staff handbook and made available to all students and visitors to the service who will have direct contact with children.

Gender Equity
The aim of a gender equity program is for all children to reach their full potential regardless of gender.

Forrest After School Care provides equal opportunity for all children.  Children have equal access to the same range of experiences and activities.

Each child, parent and staff member is accepted as an individual with respect to gender, race, religion, ethnicity, individuality and differing abilities.

Staff provide opportunities for children to develop self-esteem, to take pride in themselves and to develop respect for others.  Staff also act as role models and address inappropriate language and practices.

Multiculturalism
All children are welcome at the Forrest After School Care.  Children from different backgrounds will be treated equally and all family and cultural beliefs respected.  In doing so, staff are expected to display cultural sensitivity with regard to the language, attitudes, beliefs and expectations of children and their families.

The Centre encourages multiculturalism through craft, dolls, visual displays, dance, music, cooking activities, toys, games and excursions.

Programming incorporates a wide range of experiences reflecting many cultural perspectives.

The Centre may access multicultural workers if a child is having difficulty communicating or is distressed.  If a multicultural worker is required, the Director will discuss this with the child’s parents prior to contacting the service.  It is expected that the Centre staff, parents and support workers will work together.
Additional Needs
In the context of Forrest After School Care, children with special needs are defined as those who have additional needs and who may require additional resources.  This may include children from Non-English speaking backgrounds, children with physical or intellectual disabilities, or children with social, emotional or behavioural difficulties.

The Centre recognises that children with special needs have the same needs and rights as other children.  These needs are catered for without segregating or isolating children.

Inclusion offers children with special needs an opportunity for emotional and physical growth and development.  Awareness and friendship from other children and adults promotes understanding and self esteem in all children.

All staff at the Centre are accepting of children’s individual needs and will respond to those needs as appropriate.

Experiences and activities are offered to all children.  Realistic expectations and developmentally appropriate activities are incorporated within the program to cater for all children’s individual needs.

Assistance may be utilised by support workers or other resource agencies during an individual child’s participation at the Centre.  Where additional assistance is required, permission in writing will be sought from the child’s parents.  Resources and information may also be sought from outside agencies.

Reviewed February 2008
Parents, Staff and Committee

OPERATIONAL POLICIES

Reviewed November 2005 Parents, Staff and Committee, reviewed 2010
 TIME OF OPERATION

Forrest After School Care is situated in the Junior Hall and adjoining corridors of Forrest Primary School.  The Centre operates from 7.30am to 8.55am and 3pm until 6pm each school day. As required FASC also provides vacation care from 8am-6pm.
FEES
Forrest After School Care operates as a non-profit arm of the Forrest Primary School P&C. After school care fees are set by the Forrest After School Care Parent Committee and are reviewed annually as part of the budget process.  This will occur prior to enrolments for the following year commencing.

DAILY FEES
The Centre’s fees for After School Care in 2010 will be $15.50 per session for any permanently booked sessions and $18.50 per session for a casual session (any day that a child attends that they are not permanently booked in for). 
Fees for Before School Care are $11.50 for a permanent booking and $13.50 for casual sessions. 

The Vacation Care fee is set at a base rate of $45 for bookings received by 5pm week 8 of the proceeding school term and $50 for sessions made after the close of bookings. Excursions, incursions and additional activities will have an additional fee applied to cover extra costs.
LATE PICK UP
Children picked up after closing time – 6pm will incur a late pick up fee which is $15 per 15 minutes or part thereof. Refer to Non collection of children.

NON NOTIFICATION FEE
This fee only applies to after school care. If your child will be absent from after school care we must be notified by 2.45pm. If your child is absent and we are not notified you will be charged a $5 non notification fee – Refer to Non notification policy.
ENROLMENT

To enrol a child in the Centre the parent/guardian must complete a current enrolment form and return it to the Director before the first day of care.  No child is permitted to attend the Centre without a completed enrolment form. Ongoing enrolments will be required to complete an enrolment form on an annual basis. Enrolments for the upcoming year commence on the evening of the kindergarten information night – usually in November.
BOOKED PLACES

For a booked place (regular days each week) the days the child/ren are to attend must be specified on the enrolment form.  
CASUAL PLACES

A certain number of places are set aside each morning and afternoon for casual vacancies.  If a parent requires Before or After School Care at short notice they must call the Centre on 6295 8985 before 7.30am (Before School Care) or by 2:30pm (After School Care) on that afternoon.  An answering machine is also connected to this number on which messages can be left.  Payment for care is to be made on the day of use except when alternative arrangements have been made with the Director. Please note that when making a casual booking your call will only be returned if a place is not available for your child. Casual Bookings made more than two weeks in advance will be deemed permanent and charged at the permanent rate at time of booking. For After School Care Non notification fees will also apply if your child is absent and you do not notify us.
PRIORITY OF ACCESS FOR ENROLMENTS 

There can be no guarantee that all requests for places will be met as the Centre must remain within its licensing conditions, currently allowing for a maximum of 150 children. If the maximum number of children is reached then the priority of access
 as outlined below will be considered and a waiting list will be utilised. The waiting list will be developed and updated regularly which identifies, priority of access eligibility, date placed on list and required days of care.

Placement from the waiting list is determined by priority of access guidelines, siblings of children already in care, and date of placement on the waiting list.

Priorities


	First Priority
	A child at risk of serious abuse or neglect.

	Second Priority
	A child of a single parent who satisfies, or of parents who both satisfy, the work/training/study test under Section 14 of the Family Assistance Act.

	Third Priority
	Any other child.



Priorities within each category of priority

Within each priority mentioned above, the following children are to be given priority: 

●
Children in Aboriginal and Torres Strait Islander families; 

●
Children in families which include a disabled person; 

●
children in families which include an individual whose adjusted taxable income does not exceed the lower income threshold of $37,960 for 2009-2010, or who or whose partner are on income support;
●
Children in families with a non-English speaking background; 

●
Children in socially isolated families; and 

●
Children of single parents.

ARRIVAL AND COLLECTION OF CHILDREN

Before School Care:

Unless previously arranged with the Director a Parent/guardian will sign children in at arrival at the service.

After School Care

At the end of school children will make their own way to after school care and ensure that they are marked into after school care by a staff member. Kindergarten children will be escorted to after school care at the beginning of the year – see kindergarten children section for more information. 

Vacation Care

Unless previously arranged with the Director a Parent/guardian will sign children in at arrival at the service.

The Centre’s responsibility commences upon the child’s arrival at the Centre and ceases when the child is signed out by a parent/ guardian or authorised person.

Licensing
 requirements and National Standards
 state that each child must be signed out of the Centre by an authorised person (those stated on the child’s enrolment form) by recording the time and their signature on the attendance roll. If another adult is to collect the child, written permission must be gained from the parent/guardian beforehand. A collection book is provided for parents to record this information for a one off arrangement or the person should be added to the authorised to collect section of the enrolment form for ongoing arrangements. For Before School Care and Vacation Care children must be signed in on arrival at the service.
Under no circumstances are children allowed to leave the Centre without being signed out unless their parent/guardian has given written or verbal permission to the Director for them to do so.  If the Centre has not been notified and someone other than the parent or authorised person comes to collect the child, the Centre will ring the parent to get his or her authorisation. The child will not be released from the Centre until proper authorisation has been received.

CHILDREN NOT BOOKED INTO AFTER SCHOOL CARE 

Children not collected by their parents at the completion of school may be brought to after school care by a staff member of the school. When the school books a child into after school care the school staff member must deliver the child directly to the Director of the service so that the necessary arrangements can be made. This will ensure that the child is given a brief tour of after school care, receives some afternoon and settled into an activity whilst they wait for collection and that the s receives appropriate service receives information about the child ie: any dietary requirements, allergies etc and parent contact details. The parent will be charged at the casual rate for this session.
Access by Non-custodial Parent

If a child is subject to an access order or agreement, FASC must have a copy on record plus any subsequent alteration registered by the court.

Evidence of court orders or agreements will be considered part of the enrolment in order to minimise the likelihood of distressing situations occurring.

When a non-custodial parent attempts to collect or access a child from the Centre the staff will:

· Be polite, firm and clear and remember your primary duty is to the children in your care.

· Clarify the legal position with the non-custodial parent.  For example staff may say, 
‘I’m sorry but I’m not legally able to allow the child to leave with you (or to be visited by you) without the written permission of the custodial parent.”

· Ask the person politely to leave.

· If they refuse to leave, call the police.

· In all cases staff should be immediately aware of any unfamiliar person on the premises and find out what they want as quickly as possible.

ABSENCE FROM AFTER SCHOOL CARE

As described below unless two weeks’ notice is given you will be charged for all absences.

Please note that it is essential that after school care is advised of all absences. The school is unable to let us know that children are absent from school. It is our responsibility to ensure that children arrive safely at after school care. Notification of an absence can be made in person, by telephone, email or fax prior to 2.45pm.
NON NOTIFICATION FEE

As a result of the time that it is taking each day to telephone parents when children are absent, a non notification fee will be charged. If your child is booked in for an after school session and is absent and you do not notify the Centre by 2.45pm a $5 fee will be charged. 

CANCELLATIONS – revised May 2007
Permanent bookings: 

Two weeks written notice must be given to the Director if booked days are to be reduced, cancelled or if a child is going to be absent.  Failure to do so results in fees being charged as per their regular booking. If the position can be immediately filled from the waiting list the two weeks notice will not apply and no fees will be charged.

Casual bookings:

To allow for appropriate staffing levels to be maintained casual bookings may be cancelled but must be received by the service 24 working hours prior to the booking. For example if a child is booked in for a casual before school care session on a Tuesday then the booking must be cancelled by 7.30am on Monday. If the booking was for a Monday then the cancellation needs to be made by 7.30am Friday. In the case of an after school care booking then the cancellation must be made by 3pm on the working day prior to the booking.  Cancellations received less than 24 hours prior to the booking will be noted but charged at the casual rate. 

PAYMENT OF FEES

Fees are due fortnightly commencing the Friday of week 1 of each school term. Fees for Vacation Care are due the Friday prior to the vacation care period commencing or on enrolment if enrolling after this date. 

Invoices are prepared on a fortnightly basis and emailed directly to parents – please ensure that you keep your email address up to date. If you do not provide an email address please make arrangements to collect your statement from the FASC office.
Invoices include receipt details (see appendix reading/understanding your account). If at any time you require an additional copy of your invoice please request it from the FASC office.
Accounts that are not kept up to date will incur a late payment fee of $20 applied to the account each fortnight that it is outstanding.  

Your statement shows both charges to your account and payments made.  Receipts are only issued for cash payments. 

Payment options [in our order or preference]: 

●
Automatic deduction from credit card -complete details at the end of the enrolment form
●
Internet banking or direct deposit (see below for more details)
●
Eftpos and credit card-facilities available at the FASC office

●
Cheque (payable to “Forrest After School Care or FASC”) please put your child’s name on the back of cheque

· Cash – please pay at the office. Please note that for security reasons cash is our least preferred option and we also cannot provide change. CASH PAYMENTS MUST BE RECEIPTED at the time of payment by a senior staff member at the program.


Bank Account:
Forrest School Parents & Citizens Association Inc – After School Care

Bank:



Westpac 

Address:


Petrie Plaza, Canberra ACT
BSB No:


032719



Account No:


219106



Account Type:

Society Cheque
If using internet banking please use Child’s family name and not simply fees so we can credit your payment into the correct account.

If you set up your direct debit as a continuous process each week/fortnight/month, would you please advice of the arrangement made.

Late Fee Payment Policy Revised: 12 May 2006, October 2008
Purpose

To ensure that fees are paid on time and that FASC parents are aware of their responsibilities to pay their fees by the due date.

Policy

1 Parents are to be encouraged to take advantage of direct debit and credit card payment options. Parents should also be aware that it is their responsibility to notify the FASC Director if their credit card details change which will affect payments.

2 Any client having difficulties paying fees should contact the FASC Director as soon as possible.

3 If any account is more than one week overdue, the Director will send a notification to the client:

(a) informing them that the account is a week overdue; and

(b) notifying them that an administrative cost of $20 will be applied to their account, and that this will increase by another $20 for each billing period (fortnight) until the overdue account is paid in full.

CHILD CARE BENEFIT
Child Care Benefit

Most families are entitled to some form of benefit, even if it is only the 50% rebate. [The Child Care Rebate helps families with the cost of child care. The Child Care Rebate covers 50 per cent of out-of-pocket child care expenses for approved child care, with a rebate of up to $7,500 (indexed) per child per year, for eligible families – for more information please refer to the website http://www.mychild.gov.au/rebate.htm . If you need our customer reference numbers they are: Forrest Before and After School Care 555006575V and for Forrest Vacation Care 407254091V.

IMPORTANT NOTE: To be eligible for CCB or to claim the 50% rebate you must provide: Parents name and date of birth who is registered to claim fee reduction and rebates and also each child’s name (as recorded with the Family Assistance Office) and their date of birth. Without this information we are unable to formally enroll your child and no fee reduction or fee relief will be available. 
NON COLLECTION OF CHILD/REN

In the event that a child is not collected from the Centre the following procedure applies;

1.
At 6.05pm a phone call is made to the child/ren’s parent/guardian.

2.
If parent/guardians are not reached after a further 10 minutes, the emergency contacts specified on the child/ren’s enrolment form are contacted.

3.
If after 30 minutes from closing (6.30pm) no contact has been made with either parent/guardian or emergency contacts, the After Hours Family Services Team are contacted on 6207 0720 who will then come and collect the child/ren.  The Centre’s staff responsibility ceases at this time.

PARENT PARTICIPATION

The general atmosphere of the Centre should encourage positive relationships between staff, parents, children and the community.  Through positive and open communication between parents and the Centre we can ensure that there is expression and acknowledgement of individual needs, and facilitation of shared decision making with regard to these needs.  It is important that parents feel comfortable in taking an active role in the service, to the degree that they are able:
● Staff will greet and farewell parents on arrival and departure and communicate with parents in a positive and supportive manner, making the parents feel welcome and valued.

● Staff will establish a pattern of exchange of information, communicating to parents about their child or what they did on that day that may be of interest to them.

● Staff will accept individual differences in the way parents bring up their children.

● Parents will be informed of all relevant issues in the Centre through direct contact, notice boards, emails and/or letters home.

● Parents are welcome in the Centre at all times and staff will happily explain activities or answer any questions about the Centre to them.

● Parents need to be aware however of the staff’s requirement to supervise the children during the activity sessions.  If parents wish to discuss or exchange detailed information about their child or the Centre with the Director or another staff member, an appointed time suitable to both will be organised.

Parents can become involved in the Centre by:

● Attending the Centre’s social events such as sausage sizzles and end of year party;
● Contributing their ideas during discussions with the Director; 

● Assisting with excursions or special events;

● Attending the service as a visitor and doing an activity with the children;

● Putting their ideas in writing into the Centre’s suggestion box or Feedback Book; and

● Completing parent questionnaires.

Parents are able to convey their grievances by verbally informing the Director of their concerns.  If the problem cannot be resolved in the above mentioned manner the Director should advise the parent to put their concerns in writing and take the matter up with the Management Committee.
HEALTH AND SAFETY

Reviewed November 2005, Feb 2008, throughout 2010
Parents, Staff and Committee

GENERAL HYGIENE

We aim to provide a healthy and hygienic environment that will promote the health of the children, staff and parents. All people in the Centre will follow preventative measures in infection control. Staff will ensure that they maintain and model appropriate hygiene practices.

THE GERMSTAR TOUCHLESS SANITATION SYSTEM “MR BUBBLEHEAD”
This system is effective for sanitising hands that are not visibly dirty for example before eating, before serving food, and after using tissues or a handkerchief. It is easy to use, is portable, is touchless and avoids cross contamination, is more effective in eliminating germs than most ethanol based products, does not leave residue, uses a non-allergenic emollient that softens hands.

CHILDREN’S HYGIENE

Staff must ensure that children abide by the following hygiene practices:

●
Children are required to wash their hands with soap and to dry them with either paper towel or hand dryer on arrival at FASC or on their way to FASC, prior to eating and after toileting;
●
Children are to dispose of all waste in the correct places;

●
Children are not to enter the toilet areas unnecessarily;

●
During afternoon tea, children are to handle food using appropriate food handling techniques;

●
When participating in food handling or cooking activities, children are required to follow hand washing procedure and safe food handling techniques.
STAFF HYGIENE 

Staff must ensure that they abide by the following hygiene practices:

●
Staff must wear gloves when dealing with bodily fluids and for the administration of first aid;
●
Staff must exercise extreme care and cleanliness when dealing with bodily fluids;

●
Staff must dispose of all waste materials in the appropriate manner; 

●
Staff must act as role models for the children by following strict hygiene practices;
●
Dress ups will be laundered regularly;
●
Soft equipment will be cleaned each term as a minimum and also on an as needs basis;
●
Toys will be washed and cleaned as required.

BASIC HYGIENE

Hand washing is generally considered to be the most important way to stop the spreads of infectious diseases, such as gastroenteritis.

When should I wash my hands?

●
Before preparing food;

●
Between handling raw and ready–to-eat foods;
●
Before eating;
●
After going to the toilet or changing nappies;

●
After touching ears, nose, mouth, hair or other body part;

●
After smoking;

●
After using tissue or handkerchief; and

●
After playing with pets.
How do I wash my hands properly?

●
Use soap and running water.  Warm to hot water is best.

●
Wet hands thoroughly and lather with soap.

●
Rub hands vigorously for at least 10-15 seconds as you wash them.

●
Pay attention to back of hands, wrists, between fingers and under fingernails.

●
Rinse hands well under running water.

●
Dry hands with disposable paper-towel or clean towel.  To minimise chapping (reddening, roughening or cracking of skin) of hands, pat dry rather than rub them.  Electric hand dryers may be used.  

●
Turn off tap with the used paper towel.
INFECTIOUS DISEASES

Certain symptoms exhibited by children may suggest the presence of an infectious disease.  The decision to exclude a child from the program will be based on the recommendations provided on the Infectious Diseases Chart.  This chart is displayed near the FASC noticeboard. A brochure is also available from the FASC office on request.
Staff will also be provided with a copy of the infectious diseases chart and will be excluded from work as directed. If the infectious disease is contracted whilst at work at FASC then appropriate paid leave will be organised.
Parents will be informed about the occurrence of an infectious disease in the Centre ensuring that the individual rights of staff or children are not infringed upon.
All staff will ensure proper hygiene practices are carried out as outlined in the Hygiene policy.

FIRST AID CABINET

The content of the first aid cabinet is checked regularly by a FASC First Aid Officer for products that need replenishing and for those that may have expired.

ILLNESS
If a child becomes ill while attending the Centre, the child is kept under close adult supervision until he/she recovers or until the child’s parent or other authorised person takes charge of the child. All reasonable attempts will be made to contact and notify the parents of the illness as soon as is practicable.

The Centre does not have facilities for sick children, therefore all sick children will be sent home. 

MEDICAL CONDITIONS

A list of children’s medical conditions and allergies is displayed in the First Aid Room of FASC.  A list of children’s specific food related allergies is displayed in the kitchen. Any children that have Emergency Action Plans are displayed on the craft room door in the FASC staff area.  All staff are familiar with these lists and plans.
Allergies

We aim to provide safe and effective care of children by ensuring that staff are fully aware of reactions to, and management of, any child’s allergies.

PROCEDURE
Parents will be asked to inform the Centre of any allergies the child may have at the time of enrolment.

This information will be recorded on the child’s enrolment form.

For anaphylactic allergies parents will be required to provide an emergency plan including colour photograph of the child.

If a food allergy exists, where ever possible FASC will endeavour to provide the child with a suitable alternative. Parents will only be asked to supply any particular diet if the service is not able to provide food because of severe allergies or an exorbitant cost would be incurred by the service.

All staff are to make themselves aware of this list.

All relief staff will be informed of the list on initial employment.
ANAPHYLAXIS PREVENTION PLAN
 

What is Anaphylaxis?
Anaphylaxis is the most severe form of allergic reaction and is potentially life threatening. It may begin with an allergic reaction to food, insect stings or some medications. Symptoms of an allergic reaction include hives, itching, swelling, watery eyes, runny nose, vomiting, diarrhoea, stomach cramps, coughing, wheezing, throat tightness/closing, difficulty swallowing, difficulty breathing, dizziness, fainting, loss of consciousness or a change of skin colour.  The most dangerous symptoms are breathing difficulties or a drop in blood pressure. This is an anaphylactic reaction. The only effective first aid response is the immediate administration of adrenaline while waiting for medical assistance. 

Anaphylaxis is both preventable and treatable. It is the aim of FASC to follow the schools procedure to establish a ‘community of understanding’ in recognising the signs of an impending anaphylactic reaction and developing ways to avoid the potential triggers. It is recognised that this is a life-long and potentially fatal condition, which will be treated with the highest priority.

What is the responsibility of the student and their family?

The family must advise the school if a student has been medically diagnosed as having anaphylaxis. The family will be responsible for providing the school with an action plan, which will identify known triggers and symptoms where these are advised by a medical practitioner.  An action plan will also include a photograph of the student, the student’s name, emergency contact details, specific allergy, warning signs of reaction and emergency treatment required.  The parents/guardians of the student may choose to provide a Medic Alert bracelet or necklace for identification of the particular allergy concerned.

The parents/guardians should provide appropriate medication for storage at FASC.  The responsibility of providing an action plan and medication is that of the parents/guardians of the student concerned.  It is also their responsibility to ensure their medication is within the prescribed use-by period and the action plan is up to date.

What is the responsibility of FASC?

If FASC is advised that a student has been medically diagnosed with Anaphylaxis, he/she will be identified to staff and emergency action plan procedures developed.  

FASC will provide staff with training in the recognition, prevention and necessary treatment of Anaphylaxis in students under their care.

FASC will provide:

●Training for staff on the use of the Epi-Pen and other medication’s required.

●Resources to increase an understanding of Anaphylaxis for staff and students.

●Display the student’s Action Plan as provided by the parent/guardian on the orange door in the staff area of FASC.
●Provide information on Anaphylaxis to the FASC community.

●Develop an Anaphylaxis Prevention Plan.

●Consider the allergy when preparing the menu for afternoon tea.

●Identify an appropriate place to store the Epi-Pen in a clearly labelled and easily located position in the FASC First Aid room or in the Child’s bag on an identified bag hook – the lower rung the right of the second fire exit door. It will be stored at room temperature away from bright light.  

●Provide information to visitors of the service regarding the Anaphylaxis Prevention Plan.
How can we control exposure to the allergen?
●Encourage no trading or sharing of food, food utensils or food containers at FASC.

●Families will be encouraged to keep foods containing nuts and seafood at home. 

●Staff will be provided appropriate training and of the importance in recognising a potential anaphylactic reaction.  All First Aid qualified staff will be provided with this training to ensure that the appropriate trained staff member is always available when the service is open.
●Students at FASC will be educated on the danger of allergies and Anaphylaxis, both in general interaction and as appropriate in FASC activities.
●FASC will regularly review the contents of the food provided, to ensure that nuts, peanut spreads, and seafood are not contained within items they provide.  

Management of Anaphylaxis

Should accidental exposure to an allergen occur, the emergency action plan should be put into place. It is important to remember that a reaction may be instant or it may take several hours to develop.  If symptoms occur, the student should be treated following their personal action plan.  This may include administering an Epi-pen for the student. An ambulance should be called immediately if the Epi-pen is used. The adrenalin within an Epi-pen will not cause permanent damaging side effects if administered unnecessarily.  Known side effects are increased heart rate, increased blood pressure, nausea or headache. The risk of not giving adrenalin is greater than any potential risk of giving it.  

FASC has a duty of care to ensure the safety of all its students and will continue to support this policy and develop further recommendations as necessary.

MEDICATION

Medication (prescription and non-prescription) is not administered to a child unless the child’s parent/guardian has given written consent authorising administration*.  A medication register providing the details of the time and the dose of medication administered is kept.  The Director will supervise the administration of all medication. 

Medication is to be clearly labelled and stored in the first aid room – unless refrigeration is required.  It is important that medication is not left in a child’s bag as other children may have access to it. 

Pain relieving medication such as Panadol and Aspirin are not administered to children, unless provided by the parent/guardian and advised as above.
* An exception to the above applies to the administration of bronchodilator inhalers for the emergency treatment of an asthma attack or suspected asthma attack. The ACT Department of Health advises that bronchodilator inhalers are safe and should be used without delay in these cases. 

EMERGENCY PROCEDURES

FIRE AND EXPLOSION PROCEDURES
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1. Calmly alert the children without raising alarm. This will be done by either the alarm sounding or the hand held bell if it is a drill.
2. Call the fire brigade (phone number 000).
3. Staff evacuate the children through the junior hall doors and assemble them behind the fence boundaries adjacent to the hall. Initially children will line up at the fence and be counted into lines of ten with a staff member at the front of each line.
a. PLEASE NOTE IF YOU ARE THE OTHERSIDE OF THE YELLOW DOORS PLEASE MAKE YOUR WAY OUTSIDE AND THEN MEET BEHIND THE FENCE BOUNDARIES. IF THE ALARM HAS GONE OFF YOU WILL NOT BE ABLE TO GO THROUGH THE YELLOW DOORS
4. The Director is to collect the attendance roll, enrolment form folders or quick list and mobile phone.
5. The Assistant Director is to check the toilets and corridors.
6. Upon evacuation the attendance roll is to be called to ensure that all children are present.

Emergency drills are to be carried out once per term.  These are to be documented for inspection by Children’s Policy and Regulation Unit.

SEVERE STORMS PROCEDURES

1. Minimise the use of power.
2. Secure any outdoor equipment.

3. Assemble the children in the junior hall.

4. Mark the attendance roll.

5. Calm children by arranging suitable activities.

6. Keep phone use to emergency calls only.

FLOOD PROCEDURES

1.
Alert the children calmly without raising alarm.
2.
Staff evacuate the children to a safe area (another part of the school away from the water).

3.
The Director collects the attendance roll and enrolment form folder.

4.
The Assistant Director checks the toilets and corridor.
5.
Upon evacuation the attendance roll is to be called to ensure that all children are present.

HARASSMENT AND THREATS OF VIOLENCE.

If a person/s known or unknown to the service harasses or makes threats to children or staff at the Centre, or on an excursion, staff will:

●Calmly and politely ask them to leave the Centre or the vicinity of the children.

●Be firm and clear and remember your primary duty is to the children in your care.


●If they refuse to leave, explain that it may be necessary to call the police to remove them.


●If they still do not leave, call the police. 

●If the Director is unable to make the call another staff member should be directed to do so.

●Where possible staff will calmly move the children away from the person.

●No staff member is to try to physically remove the unwelcome person, but try to remain calm and keep the person calm as far as possible and wait for the police.

●Staff should be aware of any unfamiliar person on the premises and find out what they want as quickly as possible and try to contain them outside the Centre.

INVACUATION.

There may be an occasion when it is necessary to perform an invacuation to ensure the safety of children and users of the centre. The following steps will be followed:

· A safe area will be determined by the person calling the invacaution  and all children, staff and anybody else at the centre at the time will be required to move to this area.
· Once the safety of all has been ensured then appropriate action will be followed to remove or diffuse the situation that caused the invacuation.
· Once the situation is over everybody will go back to their regular areas. Children, staff and others at the centre will be provided with information regarding the situation as deemed appropriate. 
ACCIDENTS AND ILLNESS

ACCIDENTS AND EMERGENCIES

· There will always be a minimum of one qualified First Aid Officer in attendance whilst the Centre is open. 
· Each day at After School Care the Staff Duty roster and / or whiteboard will state who the First Aid Officers are and these are the people to carry out first aid duties. For Before School Care and Vacation Care – staff are aware of First Aid Officers.
· If the child is unable to go to the Designated First Aid Officer the staff member on the scene should organise for someone to seek the first aid officer immediately and then comfort the child whilst waiting for the First Aid Officer.
· When blood or bodily fluids are involved the First Aid Officer should always be brought to the child.
· The Centre will ensure that staff keep their First Aid training up to date. 
· First Aid training will be included in the annual budget.
· The Centre will maintain an adequately stocked first aid kit. An additional kit will also be available for excursions.
· A first aid manual will be kept in the first aid room. Appropriate First Aid posters will also be displayed in the first aid area.

1. In the event of an accident or medical emergency the following procedures apply:

a)
Telephone ambulance – 000;
b)
Telephone parents immediately (or emergency contact if parents are not available). The Director shall note attempts they make to contact parents or emergency contacts. Arrange for parent(s) to meet the attending staff member and child at the hospital. 

c)
The Director (or another staff member if the Director is not available) is to accompany the child to the hospital; taking the child’s enrolment form with him/her; and

d)
Complete an accident report.

e)
If a child has an accident that causes a visit to the doctor, hospitalisation or death or dies from non accidental causes whilst at after school care, the Director, Children’s Services must be notified no later than the next working day of the fact and the circumstances of the injury or death.
2. If the injury or condition does not require urgent medical attention:

a)
Administer the necessary and approved first aid; any open wounds will only be cleaned with water and a bandaid or bandage applied if required.
b)
Telephone parents and advise of injury or condition and arrange for collection of the child; and

c)
Complete an accident report.
3. If the injury or condition only requires minor first aid:

a)
Treat as appropriate using first aid supplies;

b)
Complete an accident report; and

c)
Inform parents of injury or condition upon their arrival to collect their child

It is not necessary to inform parents immediately of minor injuries.  However, in  situations when the accident/injury is related to a severe bump on the head, parents should be notified as soon as possible and the child closely monitored for signs of concussion. The Director shall note attempts they make to contact parents or emergency contacts.

· All accidents are reported to the Director immediately. 
· Children are instructed to inform a staff member straight away if they are injured or ill in any way. First aid is only administered by members of staff holding first aid certificates. 
· All accidents that occur are documented in the form of an Accident report and explained to the parent upon their arrival.  
· The report is then signed by both the Director and the parent.  Accident reports are filed and kept at the Centre until the child reaches the age of eighteen years.
· In accordance with the Centre’s policy on confidentiality, accident reports remain the property of Forrest After School Care and may be released to parents at the discretion of the Director or Management Committee.

In the event of an accident or medical emergency whilst on an excursion the following procedure will apply:
· Steps, a, d, and e, Followed as normal.

· Step b, Telephone the Director/Assistant Director at the Centre and have the child’s enrolment form checked for medical conditions or allergies;

· Step c, A staff member is to accompany the child to the hospital; taking the child’s enrolment information with him/her.  If only two staff are attending the excursion, another staff member from the Centre will be sent to the excursion venue to supervise the remaining children

If the injury or condition does not require urgent medical attention but the child needs to be returned to the Centre:
a)
Administer the necessary first aid;
b)
Telephone the Director/Assistant Director and advise of the injury;
c)
The Director/Assistant Director at the Centre is to telephone the child’s parents, advise them of the injury or condition and arrange for the collection of the child from the excursion venue.  If it is necessary for the child to be transported in a staff member’s vehicle it will be ensured that two staff members are present, the car is adequately insured, seat belts are fitted and the vehicle is in road worthy condition.
d)
Complete an accident report.

If the injury or condition does not require medical attention:
a)
Treat as appropriate using first aid supplies;
b)
Complete an accident report
c)
Inform parents of injury or condition upon their arrival to collect their child.
d)
It is not necessary to inform parents immediately of minor injuries.  However, in  situations when the accident/injury is related to a severe bump on the head, parents should be notified as soon as possible and the child closely monitored for signs of concussion. The Director shall note attempts they make to contact parents or emergency contacts

All accidents are reported to the Director immediately.  First aid is to be administered by members of staff holding first aid certificates only.  All accidents that occur are documented in the form of an accident report.  Both the Director and the child’s parent then sign this.  If the parent advises that medical treatment will be sought then the accident report should be faxed to licensing within 48hours.
This document is then filed and kept at the Centre until the child reaches the age of eighteen years.

STORAGE OF CLEANING PRODUCTS AND POISONS

1.
All cleaning products and poisons will be stored in a high cupboard in the kitchen out of reach of children. Cleaning products and poisons will be kept to a minimum.
2.
Cleaning chemicals must be mixed according to the directions on labels.

3.
Cleaning preparations must be kept in correctly labelled containers.

Staff are required to be aware of first aid procedures and the contact number of the 
Poison Information Line – 13 11 26

Material Safety Data sheets are available for all hazardous products in the kitchen cupboard to the left hand side of the sink. 

PROTECTION FROM HAZARDS

Due to the open nature of Forrest School it is a regular occurrence to find other people present on the premises, some of whom may be unwelcome or causing concern.

Under the ACT Crimes Offences Act 1989, it is an offence to be on school premises without a reasonable excuse, or to use threats or intimidation of any kind against a person performing a service or function on behalf of the Territory.

In the event that a person or group of people, known or unknown are causing concern for the safety of the Centre’s children or staff, the following procedure will apply.

1.
The staff present will ask the person or group of people to leave.

2.
If they refuse, or if the incident is violent or threatening in nature, all children will be evacuated from the area immediately.

3.
The Director (or his/her equivalent) is then informed and the police contacted immediately.

Staff must be aware of any custodial issues arising amongst the families attending the Centre.  It is the parent’s responsibility to inform the Director if any such situation occurs.  No parent will be refused access to his or her child without the relevant legal documentation.

TOILETING

Children access the male kindergarten toilets and the females use the Junior school toilets during after school care both located in the hallway. Older children may access the adult toilet within the after school care boundary with permission from a senior staff member. 
The toilets are checked prior to use and throughout the care session.
Children that are concerned about going to the toilet alone may take another child of the same sex or a staff member with them. 
Any incident where a child has soiled his or herself will be dealt with discretely by an appropriate member of staff.  Spare underpants and trousers are kept in the first aid area or can be accessed from the clothing pool.
SMOKING FOR STAFF AND CLIENTS

The Smoke Free Workplace Policy
 was introduced in January 2008 to secure the health, safety and welfare of employees at work and to promote an occupational environment for employees and facility users that is adapted to their health and safety needs.

Forrest After School Care Centre supports the promotion of a smoke-free work environment.

Smoking is not permitted in the work place or on Forrest Primary School premises at any time.
If smoking before work staff must wash their hands on arrival and ensure they have taken steps to avoid smelling like smoke, ie. Change their shirt, brush teeth or use breath freshener.
Clients of the program should be informed that the Centre supports a smoke free environment and will not be permitted to smoke on the premises.
SUN PROTECTION

Aim:

●To ensure that all children and staff are protected against the harmful ultraviolet rays of the sun that are known to cause damage to the skin and eyes.

This is achieved by the following:

●Creating awareness of sun safe procedures for all outside activities during daylight hours;

●All Children and staff will wear hats which protect their face, ears and neck whenever they are outside. Hats will be broad brim with 8-10cm brim, legionnaire style or bucket style with angled brim of at least 6cm
. If children do not have the approved Sunsmart hat they will be encouraged to provide one in future or to have a permission note from their parents that the hat they wear is suitable.

●Children and staff are required to wear shirts that cover their shoulders and necks.

●Ensuring that children who do not have suitable hats are directed to play in shaded areas, encouraged to bring a hat in future and offered other suitable activities.

●Outdoor activities are set up in shaded areas where possible;

●Staff are required to wear hats outdoors, both for their own protection and in acting as good role models for the children; 

●All sun protection practices will be maintained during any FASC activities, including excursions. When participating in water based activities: sun cream will be applied prior and during excursion. All children and staff will also be required to wear sunsmart swimmers, a rashie or t-shirt.
It is the responsibility of the parent to provide a suitable, labelled hat for their child. Children who do not have a hat are not permitted to play outside during daylight hours, unless a suitable shaded area has been negotiated. 

Reviewed 2005, February 2008, with committee, staff and parent input.
REPAIRS AND MAINTENANCE

The venue, grounds and all equipment and furnishings used by FASC must be maintained in a safe, clean, hygienic condition and in good repair at all times. If an area is determined unsafe it will be reported immediately and actions taken to ensure that children, staff and other users of the service are aware of the issue.
BUILDING AND FIXTURES

The maintenance of the building and fixtures and the surrounding grounds is the direct responsibility of Forrest School.

Any maintenance that is required is to be reported immediately to the Director who will advise the Front Office Manager of Forrest Primary School. Once a report has been made then the Director will ensure that the repair is completed in a timely manner by ensuring a follow-up date is recorded in the daily after school care diary or in the email in box.
Children and other users of the Centre will be removed from any area that is deemed to be unsafe.

EQUIPMENT AND FURNISHINGS

The maintenance of all equipment and furnishings owned by Forrest After School Care is the responsibility of the Centre.

Any staff member who becomes aware of faulty or broken equipment will remove the equipment from use and advise the Director of the need for its replacement or repair. This report should be made immediately if there is any danger to children, parents or staff or as soon as possible. 
OUTDOOR EQUIPMENT

All outdoor equipment used must be in compliance with Australian Standards as well as any ACT Standards for external equipment.

All outdoor equipment must not constitute a hazard to the children because of:

●The lack of adequate soft surface under and around the equipment;

●The height from which a child may fall;

●The likelihood that a child may be trapped, pinched, or crushed in the equipment;

●The likelihood that a child may be struck by the equipment;

●Sharp or rough edges or projections; or

●Damage by rust or corrosion.

The sandpit must be maintained in a clean and safe condition at all times.  To prevent contamination of the sand, the sandpit must be covered when not in use and raked prior to each use.
As above report any maintenance requests to the Director.

FOOD PRACTICES
FASC aims to provide children with a variety of enjoyable afternoon teas throughout the week. The food is generally prepared by the Kitchen Co-ordinator who has completed appropriate Food Handling training and other staff who are directed by the Director. Any children or staff involved in food handling will follow appropriate hygiene and food handling techniques.
Food and Nutrition

FASC aims to provide nutritious and varied food of good quality in the Centre. Children will be encouraged to develop good eating habits to enhance physical well being through good examples and education. Parents will be encouraged to share family and multicultural values and ideas to enrich the variety and enjoyment of food by the children. The anaphylaxis prevention policy also needs to be considered when selecting food and preparing menus.
High standards of hygiene will be maintained throughout all food preparation.
● Both FASC breakfast & afternoon teas
 include:
(A Dairy or High Calcium Food








(A Cereal Based Food








(A Fruit or Vegetable

(A Drink-Water 
● Breakfast is provided at Before School Care. Afternoon tea will be provided daily at After School Care and Vacation Care. The menu is displayed on the kitchen door, emailed to parents and on the Forrest Children’s Services website. 
●A late afternoon snack is provided for children that arrive at After School Care after completing activities.

●FASC will provide an afternoon snack to each child who participates in a FASA (Forrest After School Activity) which is greater than 1.5hours in duration.
●FASC has installed a cold water fountain in the junior hall for children to have ready access to fresh drinking water at all times. Children may also access the water bubblers in the school playground. Children are also encouraged to use their drink bottles at FASC.

●All food provided at the Centre will be nutritious and varied.

●Where possible local fresh produce will be used.

●All food will be prepared and stored in a hygienic manner.

●Throughout the afternoon children will have access to fruit, vegetables and/or other snacks as available. There will be tongs for each item served and children are reminded/encouraged to wash/sanitise their hands prior to snacking.

●Where children are involved in food preparation they will always be supervised and reminded of safe food handling standards as required.
●Opened food will be stored appropriately in airtight containers.

●Food requiring refrigeration will be stored in the refrigerator.

●Snack times are seen as a social event where children and staff can relax, talk about their day and experience a variety of foods. 
●Staff will demonstrate healthy and hygienic eating habits while with the children.

●Children should be encouraged to sit down whilst eating or drinking.

●Children and parents are encouraged to contribute to the menu ideas considering the food and nutrition policy of the Centre.

●Parents will be encouraged to share family and multicultural values, ideas and recipes.

●All family and multicultural practices will be acknowledged and addressed in the provision of food.

●All children’s individual needs such as allergies will be considered and addressed as required. A list of children’s allergies or food restrictions will be kept near the food preparation area to ensure all staff follow these.

●Education of healthy eating habits will be developed through ongoing example, specific activities, notices, posters and information sheets to parents.

●Containers are to be cleaned and stored appropriately.

●Children’s cooking activities will be encouraged to develop life skills.  At all times safe and hygienic practices will be followed.

Revised May 2005, Feb 2008, August 2010 by Parents, Staff and Committee
PREPARATION AND SERVING OF FOOD

1. Food prepared for the children at FASC is nutritious, adequate in quantity, varied and offered at frequent intervals.

2. Benches and food serving areas are cleaned and sanitised before and after food preparation. This process is:
a. any food or items are removed from the surface

b. spray surface with Useall – Neutral All Purpose Cleaner, wipe surface with paper towel. For stubborn marks use Gumption
c. spray surface with Wipeout – Food Grade Cleaner Sanitiser wipe surface with paper towel
3. Before preparing food both staff and children wash their hands using appropriate hand washing techniques.

4. Staff wear gloves during food preparation as required.  

5. Tongs are used when serving food from a communal plate.

6. Any food not eaten by the children is stored appropriately or disposed of immediately.
7. A list of children with special dietary needs due to allergies or cultural requirements is displayed in the kitchen for all staff to read.

8. A menu outlining the daily food provision is displayed where both the children and parents can read it.

Afternoon tea is generally served outside – unless it is too wet, cold or hot. This gives children the opportunity to sit on the park or wooden benches provided. Children are given the opportunity to participate in the final preparation and serving of food when time allows. 
PREPARATION AND SERVING OF HOT FOOD

Programming at the Centre sometimes includes the preparation and serving of hot food in front of the children. When electrical appliances such as fry pans are being used, extra precautions are taken to ensure that children do not get too close to the appliance.  Food is not handed out to the children until it has cooled sufficiently.
FOOD STORAGE

1.
Unused food is disposed of according to the use by date.

2.
All bulk food is stored hygienically.

3.
Food that requires refrigeration is stored accordingly.
DRINKING WATER

1.
Cold drinking water is available from inside the Centre at all times from a refrigerated water cooler.

2.
This cooler is cleaned and sanitised both at the beginning and the end of each After School Care Session and each day of Vacation Care and as required.
3.
The water cooler is serviced professionally every 6 months.
RUBBISH DISPOSAL

1.
Rubbish bins are provided for the disposal of waste.

2.
Bins are emptied and liners replaced on a daily basis.
3.
Bin liners are used at all times and bins are cleaned regularly.

RECYLCING WASTE WISE INITIATIVE
In 2008 the school became part of the Wastewise program. Forrest After School Care actively participates in this program. Staff and children are encouraged to put paper into the blue bins, recycling into the red bins, cardboard into the trash pak and everything else into the waste to landfill bins. For more information on the scheme please visit http://www.sustainableschools.act.gov.au/waste. 
MANDATORY REPORTING OF CHILD ABUSE

Under the “Children and Young People Act 2000
” it is compulsory to report all non-accidental physical injury and/or sexual abuse of children and young people.

If a staff member suspects on reasonable grounds that a child has suffered physical, sexual, emotional abuse or neglect the director should be informed immediately.
INFORMATION REQUIRED WHEN MAKING A REPORT
· Name and date of birth of the child(ren) or young person(s)
· Home address of the child(ren) or young person(s)
· Current whereabouts of the child\(ren) or young person(s)
· Names of parents/aliases and contact details

· Name of known siblings

· Nature of abuse or neglect

· When the alleged abuse/neglect is said to have occurred

· Details about when and how you became aware of the information

· Names of others who may have witnessed the abuse/neglect

· Details of any disclosure made to you or others

· Description of any injuries seen

· Descriptions of the behaviour the child(ren) or young person(s)

· Attitude of the carers of the child or young person to the injury/incident Known supports to the child, young person and family
YOU CAN SHOW YOUR CARE AND CONCERN BY:

· Listening carefully to what the child or young person is saying.
· Controlling expressions of panic of shock.
· Telling the child or young person that you believe him or her.
· Reassuring the child or young person that to disclose is the right thing to do.
· Telling the child or young person that what happened was not their fault.

· Acknowledging that is hard to talk about such things.

· Indicating what you will do, i.e. that you will talk to someone who can give you some advice about what should happen next.

YOU WILL NOT BE HELPING THE CHILD IF YOU:

· Express anger of disgust about what has happened

· Make any promises you cannot keep, such as promising that you will not tell anyone; or

· Seek further details beyond those that the child or young person freely wants to discuss. Remember that quizzing children about details may be interpreted as disbelief.
IMPORTANT CONTACT NUMBERS
Care and Protection Services Centralised Intake Services

1300 556 729 General Public Line

1300 556 728 Mandated Persons Line

02 6205 0641 Mandated Persons Fax Number

Police 000 for urgent and immediate assistance

For more information http://www.dhcs.act.gov.au/ocyfs/services/care_and_protection#CIS 
Reviewed February 2008, February 2009, October 2010
THE PROGRAM

PROGRAMMING

Programming should take into account that some children spend a substantial amount of their day attending After School Care.  Children need a variety of activities and a sense of ownership over the program so that they make effective choices in the way they choose to spend their leisure and recreation time. We aim to provide daily routines that meet the needs of individual children in relation to each child’s social, physical, intellectual, creative and emotional development.

The program must reflect:

● The needs of children in different age groups and developmental stages;

● A balance of opportunities for activity and rest, indoor and outdoor play; and

● A variety of play materials and experiences.

This is implemented in the following ways:

● Five structured activities are planned for each afternoon between 3.30 and 5pm.  These activities are selected from the areas of art and craft, sport, inside games, outside games, music, drama, cooking or gardening.  Three further activities are planned for after 5pm. 

● A range of non-structured free play activities are also available from which children may select.  These include resources like: board games, Lego, sports equipment, soft equipment, computer games, pool table, play ground apparatus, sound equipment, puppets and puppet theatre.

● Children will be advised of the daily program via the whiteboard which hangs up at the entrance to after school care at the beginning of the day and then is moved to the office area once group times commences. At group time children will be advised which staff will be conducting each activity and where the activity will occur.

● Children who are not engaged in activities will be advised what activities are being conducted throughout the afternoon and guided to an activity that they are interested.  For children who choose not to do an organised activity or their own chosen activity they will have the opportunity to chat with a staff member about what they would like to do. If the activity can be implemented on the day it will, otherwise it will be included in future programming. Children can also use the “what can I do at after school care today?” resource if they are having trouble deciding what to do. 

● When required children and groups of children are individually profiled so that activities can be developed for these children.

● Programming is completed by senior staff on either a weekly or daily basis, the seniors program is usually completed on a term basis.  The program is recorded onto weekly programming sheets and filed after use. Children have the opportunity to have input into the program in several ways; they often help do the program, they are provided with resource material and asked to choose an activity that they would like to do at after school care, by completing surveys and by putting ideas into the suggestion box. When children are involved in the programming this is also included on the weekly program sheet.

WET DAY PROGRAMMING

If the weather is wet, all outside activities are replaced with inside activities.  These activities could include Hama beads, drama, board games, indoor soccer table, pool table etc.  A video and/ or game station may also be used. 
SENIORS’ CLUB

Seniors’ Club is a special club for children in years 4, 5 and 6.  Membership to this club allows children to participate in exclusive activities, use exclusive equipment and attend excursions and other special events.

There are opportunities for seniors to negotiate areas that they would like to utilise during their time at after school care. This can include the general corridor area on an afternoon when it does not open until later, the computer area, past the yellow doors and the quiet area outside the kindergarten class rooms.
Year 6 also have the opportunity to negotiate a different area for their afternoon tea.

HOMEWORK AREA

There has been little interest in homework at FASC but if children are interested they are encouraged to do their homework. Generally this occurs in the quiet area past the FASC office and outside the kindergarten class rooms. Children have access to a homework station that contains, pens, pencils, eraser and other stationery items and a dictionary. 
PROGRAM EVALUATION

Each day three activities are randomly selected and an activity evaluation completed. the evaluation can either be done on the prescribed form, written directly into the communication book or emailed to the FASC email address. Typically the evaluation includes number of children doing the activity and their age, the success or otherwise and how the activity could be improved in the future. If staff choose to do an activity evaluation for another activity this is also encouraged. These evaluations are then used for future programming. Staff may also feedback that the activity was really popular and needs to be done on another occasion in the immediate future. When children run activities for a group they are also invited to complete an evaluation.
EXCURSIONS

Excursions are offered to children in Years 4 to 6 approximately once per term.  Parents are given at least five days notice prior to an excursion.  Parents are provided with the details of the excursion and required to return the permission note to the Centre before the excursion commences. The permission note will include a request for emergency contact for the excursion day so that staff can take permission notes and have all contact numbers at hand. Excursion fees will be added to your account.

Children are only taken out of the Centre with the written permission of their parent/guardian or approved person for that specific excursion. 

The staff to child ratio for excursions conforms to the ACT Children’s Services Standards and states that a ratio of 1:8 will be used when “regular” activities are to be carried out. Where swimming will be part of an excursion the ratio is further reduced to 1:5. A senior staff member will participate in each excursion.  One member of staff attending the excursion holds a current first aid certificate.

A first aid kit, mobile phone, list of all the children attending the excursion and all the appropriate emergency telephone numbers is taken on each excursion.  A list of the children and staff attending the excursion is also held at the Centre.

The cost of excursions is payable by parents except when special funding is agreed to by the Management Committee, or included in the budget.  

 PURCHASING EQUIPMENT

The following guidelines apply when purchasing equipment:

● 
Equipment is purchased according to the amount of money allocated in the budget at the   beginning of each year.

●  All purchases outside of this allocation require approval from the Management Committee. 
● 
Any purchases that exceed $300.00, not previously budgeted for, and are not replacing existing equipment require approval from the Management Committee.

BEHAVIOUR MANAGEMENT

FASC staff are expected to adopt the attitude that there are no bad children, just bad behaviours.  Behaviour management is taken very seriously at FASC as we have a very good behaviour record and try to avoid serious problems through early intervention.  Staff are expected to take their role seriously in discouraging unwanted behaviour and encouraging desired ones by maintaining a consistent approach toward the children which makes it easy for children to know exactly what is OK and what isn’t and, providing a united front to the children by supporting other staff.  

 

BEHAVIOUR MANAGEMENT POLICY

The relationship between staff and children, and between children, needs to be based on mutual respect.  This encourages an environment in which children feel comfortable, are able to accept responsibility for their own behaviour, develop a high self esteem and interact positively with staff.

It is the aim of the program to provide activities that will appeal to a variety of age groups and individual interests.

Forrest After School Care Centre’s behaviour management policy aims to reflect the features of the Forrest School behaviour management policy in order to maintain consistency with the school.

The following strategies are therefore implemented:

Preventative strategies: Staff should consider the following:

●
Are we creating an environment that is conducive to the positive behaviour that we are seeking?

●
Are the activities provided aimed at avoiding boredom that can lead to behavioural problems?

●
Do both the children and staff know the Centre’s rules?

●
Can we anticipate what will cause problems and avoid these situations?

Ignoring and Redirection:
●
Problems which arise between individual children and/or children and staff should be addressed using appropriate discipline e.g. If the disruption is relatively minor, then try to distract, redirect or ignore the child.

●
Positive Reinforcements and Reinforcers

●
Staff should look at options for providing positive reinforcement.  These would be in the form of verbal reinforcers (verbal praise when a child exhibits positive behaviour) or tangible reinforcers (stickers, stars etc.)

The Consequence Hierarchy

The consequence hierarchy may be used after simpler methods of behaviour management have been unsuccessful.  For major incidences (violence, aggression or breach of safety) steps one and two will be omitted. For many minor incidents, warnings and time-outs are to used appropriately for the context, such as asking and angry emotional child to have a little ‘calm down time’ with you on the edge of the group
WARNING

A warning is issued to the child stating the consequences for repeat unacceptable behaviour.  Natural consequences may also follow at this stage.  For example a child writes on the wall, the child is then required to clean the wall.

TIME OUT

Time out of the situation for up to 10 minutes.  During this time the child must be separated from the group (in a place such as outside of the office) and asked questions such as:

 What is the problem?

 What have you already done to solve the problem?

 What can you do now to solve the problem?

 What should you do next time the problem arises?

DISCUSSION WITH DIRECTOR

If the behaviour continues or an incident occurs in the form of aggression, violence or breach of safety, a discussion will take place between the child and the Director.  The issue will be discussed and a solution put into place.

CONTACT PARENTS

For a major problem, violence, aggression or continuous disregard of the rules, the child’s parent will be contacted.  The issue will be discussed and a solution put into place.

BEHAVIOUR CONTRACT

If the above strategies prove to be unsuccessful, then a contract will be negotiated between the child and the Director in consultation with the child’s parents.

It is not always appropriate to implement this strategy with younger children.

EXCLUSION

Should the child’s inappropriate behaviour continue and all other possible options exhausted, the parents will be required to place their child in alternative care.

Forrest After School Care retains the right to exclude any child whose behaviour is deemed to be ‘dangerous’, as this behaviour places the safety of others at risk.

Staff are expected to work within FASC policy at all times, and use suggested tactics like redirection, and are expected to attempt to solve the behavioural challenges they come across. Generally children exhibit difficult and challenging behaviour when they are unhappy about something. Sometimes the best thing that staff can do is to talk to the child to sort out some kind of resolution to the problem.  Sometimes simply changing the context of the behaviour or the surroundings of the child can change the behaviour from being a problem to being entirely appropriate eg.  A child who keeps yelling and running inside can be moved outside, where their behaviour is appropriate; A child who is throwing sandpit toys around for fun can be given a ball and target to aim at, or offered the safe dart set etc.  

Most often the best staff member to solve the situation is the one closest at the time, who has most likely witnessed the lead up, and surfacing of any behavioural problems, but if staff tried to resolve the situation without success then a senior staff member should be called upon.  Senior staff also enjoy hearing about staff successes with problem behaviours so when possible, share the positive information.

When staff put in place a consequence it is important that they follow through with it, that is why staff must always choose a reasonable consequence for the Childs actions, and one that is possible for that staff member to perform.  Time out is a good example of achievable consequences for staff to impose on children who are not being cooperative, and not heeding staff warnings, or attempts to work ‘with’ the child.  

Punishment is not a term used at FASC.  Natural Justice is the term which refers to individuals rectifying problems of their own making, eg. When a child writes or draws on the wall, they have to clean it off.  Other consequences available to staff are to have the child refer to the rule posters and discuss with staff which rule they broke and how they should behave in the future, for older children a written account of what happened, how they acted and what they should have done instead can be appropriate.  Any incident which leads to a consequence should be recounted to a senior staff at an opportune moment.

Staff should report any incidents they witness or hear about to a senior staff member if they involved violence, bullying, or something that concerns you immediately.
STAFFING

STAFF SELECTION

The quality of service provided by Forrest After School Care is a direct reflection of the commitment and vision of the employees.  When recruiting staff, it is important to establish if they have the qualities that will allow the Centre to provide an efficient service.

Potential employees are to be assessed against the following criteria:

a)
Illustrate a commitment to the children for whom they care.

b)
Possess the essential base skill necessary to the area of employment and are capable of implementing such skills in a common sense manner to the benefit of whom they care.

c)
Indicate a capacity to be loyal and conscientious in their work on behalf of the Centre.

d)
Show a willingness and capacity to undertake further training.

e)
Possess a satisfactory work experience, be able to provide a suitable referee and complete a Australian Federal Police National Police Check (NPC) Application Form. 

.
RECRUITMENT OF EMPLOYEES

DIRECTOR LEVEL 3:

The position of Director is to be filled at the direction of the Management Committee.

ASSISTANT DIRECTOR (CHILDCARE WORKER LEVEL 5):

The position of the Assistant Director is to be filled at the direction of the Director and in consultation with the Management Committee.

CASUAL CHILDCARE WORKERS LEVEL 1, 2, 3 (AND 4 currently vacant):

When a casual position becomes available the Director should check the “Relief Staff List or Employment Active File” and if a suitable person is available, contact the person and invite the individual to apply.

If no suitable person is on file then the position is to be advertised.

The Director will short list applications for interview.

The Director will arrange for the applicants to be interviewed.  Interview sessions are to include the following information:

●
Philosophy of the Centre
●
Organisational structure

●
Aims and objectives of the Centre
●
Where the position fits within the structure

●
Duties and responsibilities of the position

●
Conditions of employment
●
In line with Equal Opportunity Legislation all applicants and referees will be asked the same questions.
●
All applicants will be selected according to equal opportunity guidelines.

An ‘interview information’ form will be filled in upon completion of the interview.

The final choice of appointment rests with the Director.

If an unsuccessful applicant is considered suitable, he or she will be added to the “Employment Active File” for consideration for future available positions.  He or she may also be added onto the relief list.

REFEREE CHECKS
All referee checks are to be carried out by the Director on all proposed successful candidates prior to them being offered a position at the Centre.
AUSTRALIAN FEDERAN POLICE NATIONAL POLICE CHECK (NPC) APPLICATION FORM
It is a requirement of employment at FASC that employees complete a above mentioned form on commencement. This is then submitted by Forrest After School Care and the report returned directly to the organisation.
CASUAL RELIEF STAFF
Successful applicant’s names may be placed on the Centre’s Casual Relief List.  This list is to be reviewed monthly by the Director and applications invited as required.

If a person is to be found ‘unsuitable’ then the person’s name is to be deleted from the list.  The person is to be notified in writing of their deletion from the list.

STAFF MEETINGS

Forrest After School Care Centre encourages active participation of all employees in the establishment and ongoing effectiveness of the program.

To ensure a cooperative culture within the workplace formal staff meetings will be scheduled under the following guidelines: 

●
Staff will meet as determined by the Director;

●
Meetings will be held once or twice per term unless otherwise required;

●
The agenda will be set by the Director;

●
The Director will chair the meeting;

●
A nominated staff person will take minutes;

●
The minutes of each meeting will be filed and

●
All staff will receive a copy of the minutes.

●
Staff will be given a choice of when meetings will be held and the majority vote will be used to determine time.

STAFF APPRAISAL, TRAINING AND DEVELOPMENT

Forrest After School Care ensures the highest quality of childcare through its support systems for staff which allow staff to determine their work performance and gain opportunities for advancement, further training and development.

Staff are provided with performance feedback at regular intervals during the course of their employment.  They are also offered opportunities to attend in-service training.  It is recognised that with a limited training and development budget the Centre must prioritise training to allow for the following:

●
that safety procedure training is accessible;

●
that senior staff have access to attend conferences/ training to allow them to keep up with 
the latest developments and trends within the industry.
●
staff are also encouraged to complete traineeships and other relevant industry training.
Procedures

1.
Annual funds are allocated for training
2.
Staff are required to complete a training needs analysis form at the completion of their induction period and on an annual basis, so that training needs can be met.

3.
All applications will be directed to the Director for approval.

STAFF MANAGEMENT

In any grievance situation that occurs it is important that:

●
The problem to be clear to all staff members involved;

●
The cause(s) of the problem to be clearly defined;

●
Staff members are able to honestly and unemotionally discuss the problem that it causes.  
●
Staff must feel that each opinion is valued and there is no retribution at a later date;

●
Staff members are able discuss what action can be taken to resolve the problem, including any acceptable alternatives;

●
Each suggested action or alternative is to be discussed in detail to determine which would be the most acceptable/ suitable method for resolving the problem;

●
Any solution, once implemented, is to be regularly evaluated and adjustments made where necessary and/ or appropriate.

It is also important to recognise that the outcome should:

●
Be a ‘win/win’ situation, where neither party feels it has lost;

●
Be acceptable to both parties;

●
Result in both parties being able to resume their duties without any ill feeling;

●
Enable the service program to continue to function efficiently.

In relation to Forrest After School Care the following procedures will apply when staff management problems occur;

1.
Discussion takes place between the Director and the staff member.  The conversation is recorded and then filed.

2.
If no improvements have occurred further discussion with the Director takes place.  A specified time period is allocated for changes/ improvements.  A Committee Member is present throughout this meeting.  The discussion is documented and all three parties sign the documentation.

3.
If improvements have not occurred within the specified period a letter of warning is issued. A time period is again allocated for improvements/ changes to occur.  This letter is signed by both the Director and a Committee Member.

4.
If the Director feels that the staff member is still not meeting the requirements of his or her duty statement after the specified period the Committee is informed and a letter of dismissal is issued. This letter is signed by both the Director and a Committee Member.

* If the Director regards a staff member’s actions towards a child as either harmful or abusive the staff member will be suspended from employment immediately pending further investigation.  

Policy Development and Review

We aim to provide effective management and a quality service through the ongoing development and review of policies, which are required to run the service efficiently.

Management will ensure that all individuals are aware of relevant policies and have free access to the policy booklet.

Management will ensure the development of all required policies under the National Standards, Licensing and Quality Assurance.
Other policies are to be developed as deemed necessary by the management.

This will be based on the following criteria:

●
An issue or problem arises that is not addressed in a current policy.

●
A current policy is not meeting the current need.

●
Daily operations of the Centre are unclear to staff, parents or management.

●
Staff, parents or management are unsure what to do in a certain situation.

●
There have been changes due to outside influences.
All policies must reflect the current philosophy of the Centre.

Policies will be recorded in a loose-leaf policy booklet along with the Centre’s philosophy, date of endorsement and date of review. This booklet is to be kept in the specified place and made available to those who wish to see it.

Management will ensure that any new management members, staff and families entering the service are made aware of the policy booklet and any specific policies relevant to them.

Any persons involved in the Centre are to feel welcome to make suggestions and discuss any concerns they may have regarding current policies. Parents and staff will be informed of this policy on enrolment/employment and through the Centre’s information booklet.

Staff and parents and any other relevant persons will be encouraged to have input into the development, review or changes to any policies and where appropriate be involved in the development of these policies.

Policies will be reviewed on an annual basis and more frequently if the need arises.

The review of policies will be based on the following criteria.

●
Is the policy operating effectively?

●
Does it include appropriate responses to individual incidents?

●
Does it meet the needs of all involved in the Centre?

●
Does it meet the aims and objectives as outlined?

●
Is it consistent with current philosophy?

●
Is it consistent with current legislation, acts and standards?

Any changes to existing policies will be circulated immediately to all involved in the service through individual notes, notice boards, personal contact and if felt necessary through a group meeting. The date the changes will become effective will be noted.

All changes are to be recorded in the policy booklet with the date of endorsement and review.

As an ongoing practice specific policies may be mentioned again through notice boards, letters or personal contact to highlight any relevant issues. This may be required if there is a recurrent problem arising or to highlight any specific current issues in the running of the Centre.
Complaints and Grievance Procedure

FASC believes that children, parents and staff have an important role in the Centre and we value their comments.  FASC aims to ensure that children, parents and staff feel free to communicate any concerns they have in relation to the Centre, staff, management, programs or policies without fearing negative consequences.  Our priority is to do everything possible to improve the quality of our service and to resolve any complaint or grievance promptly.

●
We will support a child’s, parents or staff’s right to complain and will help them to make their complaints clear and try to resolve them.
●
A complaint can be informal or formal.  It can be anything which a child, parent or staff thinks is unfair or which makes them unhappy with the service.

●
Every family and staff member will be provided with clear written guidelines detailing the grievance procedure, in the relevant handbook.
●
All confidential conversations with a child, parent or staff will take place in a quiet place away from children, other parents or staff not involved.

●
If a child, parent or staff member has a complaint or comment about the service, they are encouraged to talk to the Director who will arrange a time to discuss their concern and come to a resolution to address the issue.

●
If the complaint is not handled to the complainant’s satisfaction at this level they should discuss the issue with the Management committee, either in writing or verbally.

●
The Management will discuss the issue with the Director and develop a strategy for resolving the problem, this would be discussed further with the complainant  or if necessary a meeting will be organised with the Director and complainant to resolve the problem.

●
The complaint is to be recorded and dated indicating the issue of concern and how it was resolved.

●
The Director or Management will inform the complainant of what has been decided regarding the issue.  All other relevant parties will also be informed of any relevant issues that they need to address or be aware of.  

●
This could be done verbally or if the issue has been dealt with on a more formal basis then the Management or Director will write personally to the complainant.

●
If any complaint cannot be resolved internally to the consumer’s satisfaction, external options will be offered such as an unbiased third party.

Volunteers/Students/Visitors
.
FASC aims to ensure the safe and proper care of the children in the Centre by having clear guidelines for any person who enters the Centre or is involved with the children in any way. Specific guidelines for all volunteers, students and visitors in the Centre will be part of this process.

Volunteers
All volunteers must be interviewed by the Director and provide suitable referees and before they will be able to work in the Centre.

A job description will be drawn up for volunteers, clearly outlining their duties.

A modified induction to the Centre will be provided on the commencement, which will include a tour of the Centre, introductions to staff, FASC will ensure that volunteers are fully aware of their duties and the Centres expectations.

All volunteers will be required to sign in and out.

Volunteers will be given a copy of relevant policies including behaviour management, diversity and inclusion, confidentiality statement, food policy and anaphylaxis prevention plan.

Volunteers are not to discuss children’s development or other issues with parents.

Volunteers should never be left alone with or in charge of any children.

Volunteers will not be counted when calculating basic staff: child ratios, except on excursions.

Volunteers will be invited to take part in social activities of the Centre.
Students
Placements will be offered to:

High school students who wish to gain work experience as part of a school program
The participating school must initiate the work experience, identify the students suitability and work with the Director in relation to times and expectations.
The school must provide written authorisation for the student and a copy of their insurance. This will be kept on file.

Students attending other registered training organisations and studying a relevant field, such as childcare, teaching, recreation or community services
The training organisation must initiate the placement, identify the students suitability and work with the Director in relation to times and expectations. 
The training organisation must provide written authorisation for the student and a copy of their insurance. This will be kept on file.

All placements will be negotiated through the Director and placement be only accepted on the discretion of the Director based on issues such as staff ability to supervise and be available to help the students.

After the Director sees the placement as worthy they will seek approval for the placement from the committee.

Students will be provided with guidelines identifying their responsibilities, expectations and code of conduct while at the Centre.

Students will be given a copy of relevant policies including behaviour management, diversity and inclusion, confidentiality statement, food policy and anaphylaxis prevention plan.

Students are not to discuss a child’s development or other issues with the parents.

Students should never be left alone with or in charge of any children.

Visitors.

Visitors may be invited to the Centre to stimulate the children’s program. 

Visitors could include local people or parents with a skill or ability to share with the children or staff or local community resources such as police, fire brigade etc.

All other visitors, who will have direct contact with the children, must make an appointment to see the Director at a convenient time. At this time they will be advised of relevant policies such as behaviour management, diversity and inclusion confidentiality statement, food policy and anaphylaxis prevention plan.

Professional access to the Centre will be at the discretion of the Director or Management or when required by law to do so.

Professionals include, union representatives, State and Federal Government Departmental Officers, Occupational Health and Safety inspectors, building inspectors and police officers.

A Staff Member will always be present when visitors are in attendance.
Major Changes to Policies
September 2010

· Food and Nutrition Policy updated included Before School Care, updated cleaning and sanitizing process

· Confidentiality Policy updated to consider authenticity of requests from external agencies
May 2010

· Emergency Procedures updated to include changes to procedure

February 2009

· Mandatory Reporting updated

October 2007 - February 2008

· Philosophy amended with feedback from parents.

· Fees changed and were updated.

· Diversity and Inclusion updated

· Germstar Touchless Sanitation System added under hygiene section.

· Anaphylaxis policy changed to match changes in school policy. Also updated to included changes for storage of Epipens.
· Invacauation added to Emergency Procedures

· Medical added Licensing requirements

· Food and Nutrition Policy changed with feedback from parents adding in Before School Care and Vacation Care.
· Recycling Waste Wise Initiative added.

· Sun Protection – water based activities added

· Mandatory Reporting information updated to latest information: August 2006.

November 2005
· Combined gender equity, multiculturalism and special needs policy to make Diversity and Inclusion policy

· Priority of access guidelines added to Priority of access policy

· Payment of fees: Credit card automatic deductions added. Electronic accounts added. Payment due date changed to first Monday of the school year and then fortnightly thereafter during school terms.
· Medication – use of asthma reliever information updated, 
· Accidents and emergencies – added who will do the first aid

· Programming – extra information added

· Mandatory reporting of child abuse – updated to include recent changes

· Accident Illness – updated to include recent license conditions change
· Enrolment procedure updated to include parent feedback regarding re enrolment process

· Child Care Benefit information updated

· Booked places holding fee changed to $50 per child for permanent bookings only

March 2005

· Anaphylaxis prevention policy added

· Food policy

July 2003

· Operation details changed to reflect current practice

· Behaviour Management updated with parent and staff feedback

November 2000

· Booked places changed holding fee changed to $50 per family instead of two weeks fees

· Child Care Benefit information updated

August 2000

· Accident Illness – updated after feedback from a parent[image: image1][image: image2][image: image3]
 �  OSHC National Standards, section 5.3 (Maintenance of Records, Insurance requirements)


The National Privacy Principles in the Privacy Amendment (Private Sector) Act 2000


� HYPERLINK "http://www.deewr.gov.au/Earlychildhood/Programs/ChildCareforServices/Operation/Documents/CCMSPublications/CCHandbook1011.pdf" �http://www.deewr.gov.au/Earlychildhood/Programs/ChildCareforServices/Operation/Documents/CCMSPublications/CCHandbook1011.pdf� accessed September 2010


� OSHC National Standards, section 4.3 (Hours of operation).


� OSHC National Standards, section 4.6.1 (Access)


�  � HYPERLINK "http://www.deewr.gov.au/EarlyChildhood/programs/ChildCareforServices/Operation/Pages/Priorityforallocatingplacesinchildcareservices.aspx" �http://www.deewr.gov.au/EarlyChildhood/programs/ChildCareforServices/Operation/Pages/Priorityforallocatingplacesinchildcareservices.aspx� 


� � HYPERLINK "http://www.dhcs.act.gov.au/__data/assets/pdf_file/0011/49826/ACT_Childcare_Services_Standards_2009_PDF.pdf" �http://www.dhcs.act.gov.au/__data/assets/pdf_file/0011/49826/ACT_Childcare_Services_Standards_2009_PDF.pdf� accessed September 2010


� OSHC National Standards Section 5.3 (Maintenance of records)


� OSHC National Standards Section 5.3.4 (Advising of child’s absence)


� OSHC National Standards Section 5.1 (Participation and access)


� OSHC National Standards Section 1.3 (Toilets and hand basins)


OSHC National Standards Section 2.3 (Infectious diseases)


OSHC National Standards Section 2.10 (Health of staff and children)


ACT Health Protection Service


� � HYPERLINK "http://www.soaptronic.com.au" �www.soaptronic.com.au� Soaptronic Oceania “Be Well” Pamphlet on Germstar Touchless Sanitation System accessed August 2010


� ACT Health Protection Service


�  Periods of exclusion for School and Childcare for children with infectious conditions.


� Based on the Forrest Primary School Anaphylaxis Prevention Plan


� OSHC National Standards Section 2.6 (Medication)


� OSHC National Standards Section 2.12 (Emergency procedures/fire drills) � HYPERLINK "http://www.netoosh.org.au/pdf/natstandards.pdf" �http://www.netoosh.org.au/pdf/natstandards.pdf� 





� � HYPERLINK "http://www.det.act.gov.au/__data/assets/pdf_file/0018/19512/SmokeFreeWorkplacePolicy.pdf" �http://www.det.act.gov.au/__data/assets/pdf_file/0018/19512/SmokeFreeWorkplacePolicy.pdf�





� � HYPERLINK "http://www.actcancer.org/downloads/File/Hats%20Nov%2009.%20pdf.pdf" �http://www.actcancer.org/downloads/File/Hats%20Nov%2009.%20pdf.pdf� 


� OSHC National Standards Section 2.9 (Building cleanliness, maintenance and repairs).


Occupational Health and Safety Act.


� HYPERLINK "http://www.kidsafewa.com.au/australiantstandardsforplaygrounds.htm" �http://www.kidsafewa.com.au/australiantstandardsforplaygrounds.htm� 


� OSHC National Standards Section 2.7 (Food)


OSHC National Standards Section 2.8 (Drinking water)


OSHC National Standards Section 2.9.3 (Building cleanliness, maintenance and repair)


Public Health Act.





� Nutrition Ready to Go at OOSH & Quality Assurance, Health Promotion Service, South East Health, April 2004 page 8&10


� � HYPERLINK "http://www.foodstandards.gov.au" �http://www.foodstandards.gov.au� accessed September 2010


� Keeping Children and Young People Safe  January 2009 – The Office for Children, Youth and Family Support Canberra 2009


� OSHC National Standards Section 4.2 (Written programs)


� OSHC National Standards Section, 3.2 (Staff qualifications and training)


OSHC  National Standard Section 3.4 (Fit and proper persons)


OSHC  National Standard Section 2.5.2 (First aid facilities and qualifications)


Equal Opportunities Act.


Anti Discrimination Laws.


ACT Childcare Services Standards February 2009





� OSHC National Standards Section 3.2. (Staff qualifications/training)


ACT Childcare Services Standards February 2009





� OSHC National Standards section 4.1 (Policy)


ACT Childcare Services Standards February 2009


� OSHC National Standards Section 3.4 (Fit and proper persons)


ACT Childcare Services Standards February 2009
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