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Greengables Handbook 2019 

Acknowledgment of Country 

 

We acknowledge the Aboriginal people the traditional 

custodians of the land on which we are gathered on today. 

We raise our hands to the sky that covers the Aboriginal land. 

We touch the ground in care of the Aboriginal land. 

We place our hands on our hearts in love of the Aboriginal land.  

 

To acknowledge and honour the traditional owners of these lands, at Greengables each 

room conducts an Acknowledgement of country every morning. At Greengables we 

value and embrace each family’s individual culture and heritage.  

 

Welcome to Greengables Children’s Day Nursery! Our Parent 

Handbook explains imperative information relating to our Service. 
 
We are looking forward to you and your child starting in 2019. This handbook contains 

important information about the centre, our policies, procedures and operations. We ask 

that you please take the time to read through all this information and familiarise yourself 

with this to ensure your child a smooth start and transition into care. We strongly 

recommend you read the provided information and ask questions to confirm your 

understanding of how the service operates.  You will be required to sign and return the 

form on the last page of the handbook to confirm you have read and understand the 

information you have been given in your enrolment pack.  If you have any questions or 

queries about any of the information you have read in this handbook, please see either 

Maria, Amber, Megan or Wiebke. Welcome!  

 

We have an open door policy. You and your family are welcome to visit our service at 

any time. 

 
 

https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjM9fPR8tzQAhUGwrwKHf-XB6cQjRwIBw&url=http://www.dantehan.com.au/community-hub/request-a-flag/&bvm=bv.139782543,d.dGc&psig=AFQjCNHE3GKtsqoVUiIKsMjLpKh8jHkvrw&ust=1481021875354633
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GENERAL INFORMATION 
 

Centre Type: Private Long Day Care with a Pre-school program. 

Address: 24 Houston Road, Kingsford, NSW, 2032 

Telephone: (02) 9663 2163, (02) 9663 0840 

Fax: 02 9663 2856 

Email: maria@greengablesdaycare.com.au 

Website: www.greengablesdaycare.com.au 

Service Provider: Anna Cooney 

Service Director: Maria Cooney-Frazis 

Second in Charge: Amber Blake 

Educational Leader: Wiebke Maticka 

Hours of Operation: 8am – 5.30pm 

 

Greengables is a long day care centre in Kingsford, NSW. Greengables is owned and 

operated by Anna Cooney since its opening in 1992. Maria Cooney-Frazis has been the 

Director/Nominated Supervisor since it opened. Greengables is licensed by the 

Department of Education and Communities and has been assessed against the National 

Quality Standards. Greengables is licensed for 58 children per day with ages ranging from 

2-6 years old. We have 3 groups: 

2-3 year old group – Caterpillar 

3-4 year old group-Chrysalis 

4-5 year old group - Butterfly 

 

Greengables is open from 8am and closes at 5:30pm, Monday to Friday. Children must 

arrive no earlier than 8am and be picked up no later than 5:30pm. Greengables is closed 

for approximately three weeks over the Christmas period before reopening for the start of 

the New Year. Greengables is also closed on NSW public holidays. Notice will be given via 

Kinderloop when these days occur. 

 

Greengables is one property containing two buildings. The Caterpillar and Chrysalis Room 

is located closest to Houston Lane with the Office above and the Butterfly Room is closest 

to Houston Road.  

 

Greengables has several parking options for families. For quick drop offs of no more than 

ten minutes, families are able to park in front of the staff car parking in Houston Lane. On 

Houston Road, council have in place a 30 minute parking zone located in front of the 

property for families and a two hour zone located to the left of the centre with all day 

parking on the right. Please observe all parking signs, as council do frequently check and 

mark cars. 

 

mailto:maria@greengablesdaycare.com.au
http://www.greengablesdaycare.com.au/
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Greengables observes and uses the Early Years Learning Framework and the NSW 

Curriculum Framework to develop its educational program. Greengables also works within 

the National Quality Standards and has been assessed and rated as part of this system. 

 

Regulatory Authorities 

Our Service complies with the National Quality Framework (NQF) including the National 

Quality Standard (NQS), the Early Years Learning Framework (or other Approved 

Framework) and the National Regulations (Education and Care Services National 

Regulations).  

 

Our Service is regulated by the new national body for early education and care – the 

Australian Children’s Education and Care Quality Authority (ACECQA) as well as the state 

licensing department in our State/Territory. To contact our Regulatory Authority, please 

refer to the contact details below: 

 

NSW Early Childhood Education and Care Directorate 

Department of Education and Communities www.det.nsw.edu.au 

1800 619 113, ececd@det.nsw.edu.au, Locked Bag 5107 PARRAMATTA NSW 2124 

 

 
 

Confidentiality 

 

We are committed to protecting your privacy. We support and are bound by privacy 

laws to ensure strict confidentiality is maintained. 

 

To plan programs with you we need to collect information from you. This information helps 

us to assess and plan programs in partnership with you. We do not disclose personal 

information about you or your child to other people or organisations without your consent, 

unless we are required to do so by law.  We do not ask for personal information about you 

or your child from other professionals or organisations without your consent. You can look 

at the information in your child’s file at any time, or request a copy of information in the 

file. 
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Greengables Philosophy 
At Greengables we believe that families are the primary, most significant and influential 

educators of young children. We strongly value the role of the parents as a respected 

and supported member of the Greengables community. We invite and encourage 

families to participate and be involved in every aspect of the Centre. We aim to create 

an environment that supports and strengthens family partnerships and collaborations. We 

participate in Community events such as collections, donations and volunteering. 

Greengables hosts family events such as bowling and picnics at community locations. 

 

We believe that every child is unique, bringing to the learning environment an individual 

set of capabilities, interests and pre-dispositions. Children will each achieve milestones in 

their learning in their own time, therefore we must cater for individuals. We encourage 

children to foster a positive self-concept and acceptance of others individuality. This 

develops and encourages a child’s sense of belonging to their world. 

 

Through meaningful relationships with families and community we ensure children feel 

safe, secure and supported in the Greengables learning environment. At Greengables 

educators are encouraged to work collaboratively towards best practice. Through open 

communication, mentoring, meetings, teamwork and professional development 

opportunities educators are enabled to strive and grow in their professional role. Our 

learning environments are inviting, stimulating and intentionally organized in order to 

foster positive self-esteem, and catering for the unique needs of each individual child. Our 

routines are balanced between individual, small and large group activities, both indoors 

and out (Reggio Emilia and Maria Montessori approach). As children develop their sense 

of being they will see themselves as powerful, valued and constructive contributors to 

their world. We aspire to respond appropriately, promptly and consistently to the 

children’s individual needs. By fostering positive relationships with the children and their 

families, we build a safe haven and a secure base for exploration and learning. (John 

Bowlby, Attachment theory). 

 

We believe children’s learning and development is gradual, continuous as well as 

dynamic, complex and holistic. Through play, children actively construct their own 

understandings of their world. The main emphasis’ influencing learning are the 

environment and each child’s unique heredity (Urie Bronfenbrenner-Behaviorist).By 

offering choice in the environment, children become active participants and decision 

makers in their learning. 

 

By planning and designing learning experiences and an environment that reflects 

diversity, equality and inclusion children develop and enhance their own self-esteem and 

cultural identity. Through an anti-bias approach children and staff understand and honor 

all people’s similarities, differences and unique backgrounds.  
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Furthermore through embedding cultural learning we value and respect Australia’s rich 

Aboriginal and Torres Strait Islander Culture and heritage, as well as all children’s cultural 

heritages. 

 

By presenting a literacy and numeracy rich environment children’s cognitive 

understandings are enriched and deepened through scaffolding provided by family, 

educators and peers. (Vygotsky). Furthermore, the different age/class groups are tightly 

connected. The children engage in joint play and orientation and transition times 

throughout the year.  

 

Furthermore Greengables embraces the “Kids Matter” framework which fosters children’s 

mental health. Guided by the Framework, educators create, program and plan for 

opportunities for children to grow strong in their social and emotional intelligence. Within 

our daily practice we foster the children’s help seeking behaviour, resilience, confidence 

as well as courage and self-regulation. We believe a healthy mind sets the cornerstone for 

children’s development and learning. 

 

We believe that children’s overall wellbeing is based on a healthy lifestyle, therefore 

Greengables takes part in the NSW Health initiative, “Munch and Move”. Within in all 

aspects of our program, we promote physical activity, healthy eating, adequate rest time 

as well as reduced screen time. 

 

At Greengables our daily practices and procedures are guided by the Early Years Learning 

Framework and The National Quality Standards ensuring high expectations for children, 

educators and service providers, with the rights of the child being paramount. Providing a 

positive framework for children to become successful in life and learning.  

 

“Educators view culture and the content of family as central to children’s sense of being 

and belonging, and to success in lifelong learning.”(Belonging, Being and Becoming Early 

Years Learning Framework page 16). 
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Centre Goals 
“We discovered that education is not something which the teacher does, but that it is a 

natural process which develops spontaneously in the human being.” 

Maria Montessori 

 To create an environment that supports and strengthens family partnerships and 

collaborations. 

 To create a learning environment that encourages children to foster their skills and 

knowledge and develop at their own pace. 

 To develop children s positive self-concept. 

 To build on children’s interests and individual needs through a child centred 

curriculum. 

 To provide balanced routines, as well as stimulating and intentionally organised 

learning environments that support children to make decisions, and solve problems 

and empowers them to grow and learn. 

 To establish secure, respectful and reciprocal relationships allowing children to 

develop a strong sense of being, belonging and becoming. 

 To provide an environment where the rights of the child are paramount 

 To utilise the medium of play as a journey of discovery of learning. 

 To cater for the unique needs of children by creating a happy, safe place, where 

children laugh, learn, play, have fun and can be children. 

 To plan and design learning experiences and an environment that reflects diversity, 

equality and inclusion. 

 To establish a high level of cultural competence within our community to ensure 

meaningful cultural learning and dignity for all. 

 To provide a sequenced learning environment where children progress through 

each group of Greengables in their individual learning journey, preparing them for 

formal schooling. 

 To work within the Early Years Learning Framework and National Quality Standards 

to underpin everyday practice, providing high quality care and education. 

 To provide a positive framework for children to become successful in life learning. 

 To promote social responsibility and respect for the environment through daily 

routines and practices. 

 

 

 

 

https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjPlPKL1qjXAhURNbwKHTspAA0QjRwIBw&url=https://www.pinterest.com/pin/143693044336749698/&psig=AOvVaw1inGEPYNpMVwvdjlYEZar4&ust=1510013790191386
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Curriculum Statement 
AIM: 

The Greengables Curriculum is designed to outline how our philosophy and centre goals 

are implemented in our educational program and pedagogical practices to enhance 

the children’s learning and development. The Curriculum is intertwined with all our daily 

practices and procedures.   

 

IMPLEMENTATION: 

The Greengables Curriculum is an extension of our Philosophy and Centre Goals 

incorporating the National Quality Standards, the National Law and National Regulations 

as well as Belonging, Being and Becoming: The Early Years Learning Framework for Australia 

(EYLF) with the rights of the child being paramount. 

 

Ways of learning within the elements of the Early Years Learning Framework 

“Educators view culture and the context of family as central to children’s sense of being 

and belonging, and to success in lifelong learning.” (Belonging, Being and Becoming Early 

Learning Framework page 16) 

 

Belonging, being and becoming are integral parts of identity. At Greengables we aim to 

create a learning environment which enables the children to reach their individual 

milestones and become successful in life and learning. Utilising the Early Years Learning 

Framework (EYLF) Learning Outcomes, we convey the highest expectations for all children’s 

learning. We acknowledge that children learn in a variety of ways and vary in their 

capabilities and pace of learning. Therefore we cater for the individual. We plan, program 

for and implement as well as observe and assess the children’s individual development and 

learning employing the EYLF Learning Outcomes. The uniqueness of every child and their 

families as well as the significance of their culture, customs, language, religious beliefs and 

additional needs are paramount. Through our learning environment, small and large group 

times as well as one-on-one interactions, we aspire for the children to: 

- Feel safe, secure and supported 

- Develop their emerging autonomy, inter-dependence, resilience and sense of 

agency  

- Develop knowledgeable and confident self-identities  

- Learn to interact in relation to others with care, empathy and respect     

- Develop a sense of belonging to groups and communities and an understanding of 

the reciprocal rights and responsibilities necessary for active community participation  

- Respond to diversity with respect  

- Become aware of fairness  

- Become socially responsible and show respect for the environment 

- Become strong in their social and emotional wellbeing  

- Take increasing responsibility for their own health and physical wellbeing 

- Develop dispositions for learning such as curiosity, cooperation, confidence, 

creativity, commitment, enthusiasm, persistence, imagination and reflexivity  
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- Develop a range of skills and processes such as problem solving, enquiry, 

experimentation, hypothesising, researching and investigating  

- Transfer and adapt what they have learnt from one context to another  

- Resource their own learning through connecting with people, place, technologies 

and natural and processed materials 

- Interact verbally and non-verbally with others for a range of purposes  

- Engage with a range of texts and gain meaning from these texts  

- Express ideas and make meaning using a range of media  

- Begin to understand how symbols and pattern systems work  

- Use information and communication technologies to access information, investigate 

ideas and represent their thinking 

 

Planning for and documentation of learning  

We strive to establish a comprehensive picture of each child’s unique learning and 

development.  We cater for the individual through regular observations (physical, social, 

emotional, language development), developmental milestone checklists, interest-based 

projects, and assessments of learning, room specific curriculum planners, daily stories, 

outdoor programs as well as snapshots and picture chats. Using our documentations as a 

basis, we plan educational and meaningful programs, activities, experiences, incursions 

and follow-ups. All aspects are documented on Kinderloop (online format).  

 

Theorists 

The Greengables educational program is based on and enhanced by theories of child 

development. Our programs are strongly influenced by Urie Bronfenbrenner’s ecological 

systems theory as we believe that the main emphasis’ influencing learning are the 

environment and each child’s unique heredity.   

 

Our learning environments and routines are inviting, stimulating and intentionally organized 

based on the theories of Reggio Emilia and Maria Montessori.  

 

In line with John Bowlby’s attachment theory, we aspire to build positive relationships with 

children and their families and to respond appropriately, promptly and consistently to the 

children’s individual needs.   

 

Unique and purpose built classrooms  

At Greengables we have three groups within two classrooms.  

 

The Caterpillar group (2 -3 years old) and Chrysalis group (3 -4 years old) share a purpose 

built classroom. The learning environment reflects and caters for the children’s ages, 

abilities, interests and skills. Age-appropriate furniture, play spaces and learning 

experiences allow children to move freely within the room fostering their individual learning 

and development.  

 

The classroom accommodating the Butterfly group (4 -6 years old), reflects the preschool-

program and is based on choice, independence and school-readiness. The equipment, 

layout and progressive classroom allows children to become autonomous.  

 

All groups are closely connected as the teams work in collaboration and we provide ‘family 

grouping’ between 8am- 9am and from 4pm – 5.30pm.  During ‘Family grouping’ the 

children from all groups play together in the Caterpillar and Chrysalis classroom or the 

outdoor yards.  

https://www.wordhippo.com/what-is/another-word-for/autonomous.html
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Numeracy, Literacy and School-readiness 

We aim to foster the children’s numeracy, literacy and school-readiness skills within all 

aspects of our program. Our numeracy and literacy-rich environment emphasizes the 

importance (amongst others) of speaking, reading, and writing as well as sequencing, 

counting and problem-solving in the learning of all children. We present a play-based 

approach to numeracy and literacy which allows children to organise and make sense of 

their social worlds, as they engage actively with people, objects and representations. 

School-readiness begins in the Caterpillar group, evolves in the Chrysalis group and funnels 

into a comprehensive pre-school program in the Butterfly Room.  

 

Family and Community  

At Greengables we believe that families are the primary, most significant and influential 

educators of young children and when you enrol your child at Greengables you become 

part of our family. We invite and encourage Families to participate and be involved in all 

aspects of the Centre. We welcome Family comments and suggestions regarding the 

program and there are many opportunities to make these on the communication wall, via 

email and in portfolios. All comments are greatly appreciated. 

 

There are also many other opportunities throughout the year to be involved in the Centre 

including: 

- Attending concerts & events  

- Provide comments and feedback via kinderloop posts, curriculum planner, email, 

outdoor program 

- Comment on Kinderloop weekly update  

- Provide feedback on Policies and Procedures  

- Provide family photo 

- Share your culture  

- Volunteering (reading stories, art & craft activities, cooking, gardening, etc.)  

- Speaking with educators (call, email, drop off & pick up)  

- Adopt a pet program  

- Like us on Facebook 

 

Health and Safety 

To foster the children’s sense of wellbeing, including mental and physical health, we are 

embracing the “Kids matter” Mental Health initiative as well as the NSW Health initiative 

‘Munch & Move”, the Cancer Council NSW SunSmart program, STEPs vison screening, 

Speech development assessments, dental health program, Kids and Traffic Education 

Program, SLEEP healthy for School, First Aid 4 You, and other healthy lifestyle promoting 

incursions. Furthermore, we promote the children’s physical wellbeing through healthy 

handwashing education and WHS appropriate work practises (including but not limited to 

cleaning, nappy changing and food preparation procedures).    

 

Inclusion and additional needs 

At Greengables educators work in collaboration with Inclusion Support and Therapists, 

including but not limited to, Speech therapists and Occupational therapy providers to 

ensure the individual children’s needs are met and supported. Our classrooms are 

equipped with inclusion in mind.   

 

Culture  

To acknowledge and honour the traditional owners of these lands, the children conduct 

an Acknowledgment of country every morning. At Greengables we value and embrace 
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each family’s individual culture and heritage. We implement cultural learning within our 

program through special day celebrations (NAIDOC week, Harmony day, Chinese New 

Year), displays and conversations as well as materials. Through an anti-bias approach 

children and staff understand and honour all people’s similarities, differences and unique 

backgrounds. Furthermore, the Greengables educators embrace and share their own 

diverse language and cultural backgrounds through songs and key words. In the Butterfly 

Room the children conduct the Early Learning Languages Australia program (ELLA). ELLA is 

a digital, play-based program which includes a series of interactive applications (apps), 

aimed at making language learning engaging and interesting to pre-schoolers. 

 

Sustainability  

To reduce our impact on the environment, Greengables has adapted a variety of 

sustainable practices. The children regularly engage in gardening activities and learning 

experiences evolving around the natural environment. The children are encouraged to 

care for our classroom pets, use the compost bin for scraps and garden waste and look 

after the worm farm to foster their respect for living and non-living things. We use recycled 

materials for art and craft activities and provide recycled materials within play. 

Furthermore, we aim to reduce, reuse and recycle as we role model environmental friendly 

practices such as reducing energy use (turning off lights, etc.), considering water (water 

saving taps, rainwater to water plans, etc.) and using the paper bins. Additionally we 

engage the children in planned programs and activities regarding recycling and 

sustainability. The children take responsibility for their environments and develop a sense of 

ownership by packing away their play spaces.  We aim to foster the children’s knowledge 

and skills required to become environmentally responsible.  
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Greengables Staff and 

Groupings 
We meet all legal requirements in relation to child to educator ratios and the 

qualifications of our educators. All Educators hold First Aid qualifications, have Working 

with Children Checks completed and attend monthly Educators’ meetings.   

 

Our Educators are continually evaluating how our curriculum meets the education needs 

of our children and reflecting on ways to improve children’s learning and development. 

They are encouraged to attend further professional training and development.  

 

The Centre is licensed by and under the supervision of the Department of Education and 

Communities and in accordance with its regulations is staffed by: 

 

Centre Owners: 

Anna Cooney grew up and then raised her own family with her husband George in the 

Kingsford area. George and Anna continue to be active members of the Kingsford 

community. In 1992, George and Anna were proud to open Greengables to provide high 

quality education and care within their local community. George and Anna Cooney 

have been a part of early childhood industry since 1989 and were excited for the 

opportunity to open Greengables in Kingsford and have their daughter Maria become 

the Director and Nominated Supervisor.  

 

The Caterpillar/Chrysalis Room: 

The Caterpillar and Chrysalis Room is a purpose built room designed to optimise the 

learning potential of the 2-4 year olds. There are six staff members in this room with twenty-

eight children.  

 

The Caterpillar Group:  

The Caterpillar group is the youngest group at Greengables. The children 

form secure attachments with their educators who act as a base of 

security from which the children can explore their surroundings. The children 

are encouraged and supported whilst developing their early independence skills such as 

self-feeding, toileting and choice. In the Caterpillar and Chrysalis Room, the children 

begin the School Readiness Journey in the Caterpillar group drawing pictures in their 

workbooks at the beginning of the year before transitioning to tracing down strokes at the 

end of the year. The children are encouraged to locate their books by finding their 

photos. 
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The Chrysalis Group: 

Chrysalis group (3-4 years old) is closely connected to the Caterpillar group. As the 

children are growing more independent, the expectations and milestones of the 

individual child change. The children become aware of themselves 

within a group, learning amongst their peers to share, take turns and 

work together. In the Chrysalis group the children trace vertical, 

horizontal, waves, zig zags and shapes preparing them for writing letters in 

the Preschool room. The children are encouraged to locate their books by 

recognising their names. 

 

The Butterfly Room:     

The Butterfly Room is a preschool room designed for children aged 4-5 

years old who are transitioning to school within the following two years. 

We offer a prep and a preschool program to ensure the children’s 

individual needs, abilities and interest are met and developed. The prep 

program allows children to experience the preschool program in a supported manner whilst 

the preschool program is designed to provide an attainable transition to formal schooling. 

Our room set up reflects the preschool-program and is based on choice, independence 

and school-readiness. The equipment, layout and progressive classroom allows children 

become autonomous.  

   

Director: Maria 

Assistant Director, Caterpillar and 

Chrysalis Room Leader, Social 

Media Assistant, Centre Visits 

and Special Days Coordinator: 

Amber  

Educational Leader and Butterfly 

Room Leader: Wiebke 

   

Caterpillar Coordinator and 

Head Of Community Relations: 

Megan 

Butterfly Room Early Childhood 

Teacher: Mia 

Caterpillar and Chrysalis Room Trainee: 

Sunny 

https://www.wordhippo.com/what-is/another-word-for/autonomous.html
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Butterfly Room Educator and 

Greengables Food Handler: 

Echo 

Butterfly Room Educator: Gessica 
Caterpillar and Chrysalis Room 

Educator: Monica 

 

  

Our Team of 

Educators 

 

Caterpillar and Chrysalis Room 

Educator and Greengables Food 

Handler: Angela 

Book Keeper: Kathy  
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Greengables Fees and 

Enrollments 
Fees are payable two weeks in advance of the current week or on your child’s first day of 

attendance each week. However, monthly statements are issued prior to the start of 

each month and can be paid in full within two weeks of this statement being issued. 

 

If you are leaving the service, a total of four full weeks’ notice will need to be given in writing 

to the Director or by email at maria@greengablesdaycare.com.au. Upon receiving the 

notice, a letter will be given to you stating the agreed final day and a date in which to 

finalise your fees. If you need to change your child’s days of attendance, a two week notice 

is required in writing. 

 

Failure to maintain your fees two weeks in advance, may result in your child’s position being 

compromised. The centre management has the authority to terminate enrolment where 

fees remain outstanding and no arrangement to pay is in place. Continual lateness of 

payments of fees can jeopardise your child’s position at Greengables and may incur a late 

payment admin charge of $50. 

 

CURRENT FEES AND STRUCTURING: 

 

Enrolment Fee: 

A non-refundable enrolment fee of $150 is charged upon the confirmation of enrolment for 

each child. This fee must be paid prior to commencement at the service. 

 

General Fees: 

 Fees are charged from the opening date of Greengables for each year or the 

arranged start date for new enrolments which is specified on your acceptance letter.  

 Fees for 2019 are $102 per day, $510 per week. Fees are payable if your child is absent 

due to illness or holidays (except during Christmas closure). All public holidays are 

payable.  Public holidays and absentee days are non-transferable. 

 Fees are charged at full days (no matter what the attendance hours are) 

 Casual days may be offered to families if available within the Services license. On 

confirmation of an extra day placement, fees are payable for this day. Acceptance 

of this day is payable as per a regular day. Absentees on this day are still payable. 

 Families are emailed a monthly fee statement to the nominated Billing Master’s email 

address. 

 

Note: Changes made to enrolments four weeks before closing in December for enrolments 

the following year, will incur a two week notice from the opening date in January. 

MAKING A PAYMENT: 

Payments can be made by direct deposit, cash, cheque or EASY PAY. 
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The Direct Deposit details are: 

BSB: 032 157 

Account Number: 36 11 18 

When making a direct deposit, please ensure you use your child’s name as a reference or 

provide Maria with a reference number if a name cannot be entered. 

 

Cheques are payable to: Greengables Children’s Day Nursery. 

Easy Pay: Fees are set up using the Services direct debit system. Please complete the form 

attached. 

 

RECEIPTING OF PAYMENTS: 

Receipts are issued for all payments made via email to the Billing Master. 

 

Please pay fees to Maria Cooney-Frazis in the office located above the 

Caterpillar/Chrysalis room between 8.30am and 4.30pm. 

 

CHILD CARE Subsidy (CCS): 

Child Care Subsidy is available at our centre. Families are required to complete the online 

Child Care Subsidy assessment via myGov website prior to starting at the Service. This will 

determine your eligibility and level of Child Care Subsidy entitlement. For more information 

call the Family Assistance Office on 13 61 50. On enrolment we will need the CRN of the 

person linked with the child, along with the child’s CRN so we can confirm and register 

attendance and ensure that you are receiving the appropriate subsidy.  

 

Child Care Subsidy is a means-tested subsidy paid directly to the Service as a fee 

reduction. There are 3 factors that will determine a family’s level of Child Care Subsidy, 

which include:  

1. Combined Family Income  

2. Activity Test for both parents  

3. Service Type  

Transitioning to Child Care Subsidy requires families to provide information and confirm 

current details by using your Centrelink online account through myGov. Here you will be 

asked to provide your combined family income estimate for the financial year, hours of 

recognised activity including work, training, study and volunteering and the type of child 

care your family uses.  

 

Allowable Absences 

You can be paid for any absence from approved care your child attends for up to 42 

days per child per financial year. Additional absences beyond 42 days for certain reasons 

may be approved and paid. Please talk to us about the additional absences. 

 

Public holidays will be counted as an absence if the child would normally have attended 

the Service on that week day, and fees have been charged for that day for the child. 

You can access your child’s absence record on your online statement by selecting 'View 

Child Care Details and Payments' on your Centrelink online account. You can also do this 

using the Express plus Families mobile app 

 

 

https://my.gov.au/LoginServices/main/login?execution=e2s1
https://my.gov.au/LoginServices/main/login?execution=e2s1
http://www.humanservices.gov.au/customer/subjects/self-service
http://www.humanservices.gov.au/customer/services/express-plus-mobile-apps
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FINANCIAL DIFFICULTIES: 

If a family is experiencing financial difficulties, a suitable payment plan may be arranged 

with the Authorisation of the Director. 

 

FAILURE TO PAY: 

In order to run a high quality childcare setting it is essential that fees are paid in full and on 

time. Childcare should be paid in advance to secure the child’s place and allow for staff 

planning in accordance with regulations.  

Any account falling into arrears will trigger the following procedure: 

 If an account falls into arrears a reminder invoice will be issued to bring the account 

up to date within seven days. 

 If this fails, a letter will be issued informing that if an account is not paid in full by 

month ending an admin charge of $50 will be charged and the account arrears will 

be passed to a Debt Collection Agency and the child will be unable to attend 

Greengables. 

Any child leaving the setting with outstanding fees will trigger the following procedure: 

 In order to give a last opportunity to settle an account the parent/ carer will be 

informed of the date that information will be passed to the Debt Collection 

Agency. 

 If the account is not settled it is out of the hands of the settling and all payment, 

plus any additional charges by us and the Debt Collection Agency will have to be 

paid to them. 

  

LATE FEES: 

Please be aware the Centre closes at 5:30pm and it is unacceptable to pick children up 

late from the service. In accordance with National Regulations and licensing, we are not 

permitted to have children in the service after 5:30pm. A late fee is incurred for children 

collected after 5.30pm. A late fee of $5 per minute or will be charged for children not 

picked up by 5:30. The late fee is strictly adhered to, as two staff members are required to 

remain at the program until all children are collected. 

 

If we are unable to contact either the parent or a person nominated by the parent on the 

enrolment form to arrange collection of the child/children within an hour of the Service 

closing, then we will contact Department of Education and Communities and the Police 

to take responsibility of your child. 

 

A review of the child’s enrolment will occur where families are consistently late. 

 

TERMINATION OF ENROLLMENT: 

Parents are to provide four weeks written notice of their intention to withdraw a child from 

the centre. If you would like to change days of care parents are to provide two weeks 

written notice stating the change. 

 

ENROLMENT AND ORIENTATION PROCESS 

Upon confirmation of enrolment, your child can start the orientation process. Here at 

Greengables, we have an individualised program for orientation. We encourage children 

to attend the centre with their family on several occasions to familiarise themselves with 

the centre prior to starting. During this time they will see “a normal day at kindy” with the 

security of their family. Staff will provide you with any information you require and together 

with your child you can become familiar with the Centre, its program, routines, 

procedures and policies, on a day that is suitable for you. 
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On being offered a position at Greengables, we ask that you follow these steps. 

1. Arrange an appointment at the centre. This is to provide you with information on the 

Centre routines, policies, program and procedures. You will be taken for a tour of the 

Centre and introduced to staff. 

2. Arrange orientation visits with the room leader. Select a morning/s that will suit you and 

your child to come into the Centre and spend some time in your child’s room. We ask that 

you come in at approximately 10am – 11am. 

 

Included in this handbook in the Appendix, is the enrolment procedure and the 

orientation process. 

 

 
 
SETTLING PROCESS 

At Greengables, we have an individualised program for orientation and settling of 

children. Children and their families are encouraged to visit the centre for orientation 

mornings prior to their first day at the centre. This can be arranged either over the phone, 

via email or when you bring in your enrolment information. 

 

During this orientation time, children will see a ‘normal day at kindy’ with the security of 

knowing they have a member of their family with them. It is important to talk to your child 

about the centre and who will be their educators. Educators are also more than happy to 

discuss with you anything you will need and answer any questions you might have. 

 

We recommend that you attend the centre for at least two orientation visits before your 

child’s commencement. Staff will always discuss with you their ideas for settling each 

individual child, so it is important to communicate with us about your child’s needs. 

 

Once your child has started, for ease of settling, staff recommends that your child attends 

half days. It is helpful that children attend at least two half days so they become 

accustomed to the new routine and the idea of being away from their primary caregiver 

for long periods of time. It also allows the children time to feel comfortable with staff and 

prepares them for attending a full day at Greengables. 

 

If your child requires a comforter, please let us know what it is and when your child needs 

it so we can help them settle into the day. If you would like to call or email during the day 

to find out how your child is going, please give us a call or email and we will be more than 

happy to answer your questions. We hope you and your child enjoy your time here at 

Greengables!  

 

If you have any questions do not hesitate to speak to a staff member. 
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Saying goodbye 

Ideally, your child will be settled at an activity before you leave, however some children 

find it hard to settle until their parents have gone. What works best is a set routine so try to 

establish the care routine from the orientation process. Being well organised and avoiding 

a rush usually results in a calm start to the day.  

 

Most children will want to have a look around first to see who else has arrived and to look 

at what experiences are available. Please tell your child when you are leaving as they 

may become upset if they haven’t had the opportunity to say goodbye. This will gain trust 

from the child, not only in you but in the Educator who is reassuring your child about their 

day and when you will return. Rest assured, we’ll contact you if your child becomes 

distressed. 

 

  
 

IMMUNISATION CERTIFICATE AND BIRTH CERTIFICATE 

The changes to the NSW Public Health Act 2010 now require families to provide services 

with an Australian Childhood Immunisation Register Immunisation History Statement. 

Greengables is unable to enrol children to the service without one of several forms 

outlined in the Immunisation and Exclusion Policy. On the direction of the Public Health 

unit, non-immunised children may be excluded if there is any case of a vaccine-

preventable disease. 

 

Please provide the Centre with your child’s date of birth, by providing your child’s birth 

certificate, Australian citizenship certificate or passport. 

 

Information on Greengables Immunisation and Exclusion Policy can be found in the 

appendix of this handbook. 

 
CHILD PROTECTION: 

Greengables Educators are active in ensuring the rights and needs of every child whilst in 

their care. Greengables has a comprehensive policy relating to child protection to ensure 

it is meeting its requirements and responsibility to all children attending the centre. 

Greengables defends the rights of the child adhering and observing a code of ethics and 

the United Nations Convention on the rights of the child. 

To read more about Greengables Child Protection Policy please read the appendix. 
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Educational Program 

 

The Greengables Educational Program outlines the practical approach, practices and 

daily programs within our Curriculum, Philosophy and Centre Goals incorporating the 

National Quality Standards, the National Law and National Regulations as well as 

Belonging, Being and Becoming: The Early Years Learning Framework for Australia (EYLF) 

with the rights of the child being paramount. 

 

National Quality Standards  

Utilizing the National Quality Standards (NQS), Greengables strives for exceeding child care 

practices. Our educational program and practices are child-centered, stimulating and 

maximize opportunities for enhancing and extending each child’s learning and 

development. We aim to build our program on the children’s individual knowledge, 

strengths, ideas, culture, abilities, needs and interests. The following National Quality 

Standards are crucial to delivering quality outcomes for children as they guide educators 

in planning for, implementing and assessing the children’s learning and development: 

1.1 Program – The educational program enhances each child’s learning and 

development. 

1.2 Practice – Educators facilitate and extend each child’s learning and development. 

1.3 Assessment and planning – Educators and coordinators take a planned and 

reflective approach to implementing the program for each child.  

 

Early Years Learning Framework  

The Early Years Learning Framework (EYLF) was introduced by the Australian Government 

and guides the Greengables educators to provide quality teaching and learning. Within 

the EYLF, the Greengables Educational Program has a specific emphasis on play-based 

learning, recognizes the importance of communication and language (including early 

literacy and numeracy) as well as physical, social and emotional development. We aspire 

for the children to:  

 

Outcome 1: Children have a strong sense of identity 

 Children feel safe, secure, and supported 

 Children develop their emerging autonomy, inter-dependence, resilience and sense of 

agency 

 Children develop knowledgeable and confident self-identities 

 Children learn to interact in relation to others with care, empathy and respect 

 

Outcome 2: Children are connected with and contribute to their world  

 Children develop a sense of belonging to groups and communities and an 

understanding of the reciprocal rights and responsibilities necessary for active 

community participation 

 Children respond to diversity with respect 
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 Children become aware of fairness 

 Children become socially responsible and show respect for the environment            

 

Outcome 3: Children have a strong sense of wellbeing 

 Children become strong in their social and emotional wellbeing 

 Children take increasing responsibility for their own health and physical wellbeing 

 

Outcome 4: Children are confident and involved learners  

 Children develop dispositions for learning such as curiosity, cooperation, confidence, 

creativity, commitment, enthusiasm, persistence, imagination and reflexivity       

 Children develop a range of skills and processes such as problem solving, enquiry, 

experimentation, hypothesizing, researching and investigating 

 Children transfer and adapt what they have learnt from one context to another 

 Children resource their own learning through connecting with people, place, 

technologies and natural and processed materials 

 

Outcome 5: Children are effective communicators 

 Children interact verbally and non-verbally with others for a range of purposes 

 Children engage with a range of texts and gain meaning from these texts 

 Children express ideas and make meaning using a range of media 

 Children begin to understand how symbols and pattern systems work 

 Children use information and communication technologies to access information, 

investigate ideas and represent their thinking 

 

“All children experience learning that is engaging and builds success for life.” (EYLF p.7 – 

A vision for children’s learning.) 

 

Belonging 

Experiencing belonging – knowing where and with whom you belong – is integral to 

human existence.  

 

At Greengables we establish a sense of belonging through strong family and community 

connections. By fostering positive relationships with the children and their families, we 

build a safe haven and a secure base for exploration and learning. Through orientations, 

the enrollment process, positive interactions and responding appropriately, promptly and 

consistently to the children’s individual needs we embrace each child’s unique heredity 

as well as nurture and foster the children’s sense of belonging.  

 

Being 

Childhood is a time to be, to seek and make meaning of the world.  Being recognizes the 

significance of the here and now in children’s lives.  

 

At Greengables children have a place to be children. We laugh, play, talk, investigate, 

share, problem-solve, research, read, count, sing, dance and so much more with the 

children every day. Our learning environments are designed to be inviting, age-

appropriate, stimulating and intentionally organized in order to foster positive self-esteem, 

and catering for the unique needs of each individual child.  
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Becoming 

Children’s identities, knowledge, understandings, capabilities, skills and relationships 

change during childhood. Becoming reflects this process of rapid and significant change 

that occurs in the early years as young children learn and grow.  

 

At Greengables we aim to create a learning environment which enables the children to 

reach their individual milestones and become successful in life and learning. We are 

committed to implementing an educational program which is based on the EYLF, is child-

centred and maximises learning opportunities that strongly contribute to the children’s 

development as competent and engaged learners. 

 

Planning for and documentation of learning  

On the basis of the above outlined EYLF and NQS, we establish our Educational Program 

and Programming Cycle. The principles of early childhood pedagogy underpin our 

everyday practice.  Greengables educators draw on a rich repertoire of pedagogical 

practices to promote children’s learning by: 

- adopting holistic approaches  

- being responsive to children  

- planning and implementing learning through play  

- intentional teaching 

- creating physical and social learning environments that have a positive impact on 

children’s learning  

- valuing the cultural and social contexts of children and their families  

- providing for continuity in experiences and enabling children to have successful 

transition  

- assessing and monitoring children’s learning to inform provision and to support 

children in achieving learning outcomes. (EYLF p.14) 

 

We cater for the individual through regular observations (physical, social, emotional, 

language development), developmental milestone checklists, interest-based projects, 

and assessments of learning, room specific curriculum planners, daily stories, outdoor 

programs as well as snapshots and picture chats. Using our documentations as a basis, we 

plan, implement and critically reflect on educational and meaningful programs, activities, 

experiences, incursions and follow-ups. We strive to establish a comprehensive picture of 

each child’s unique learning and development. All aspects are documented on 

Kinderloop (online format).  

 

Theorists 

The Greengables educational program is based on and enhanced by theories of child 

development. Our programs are strongly influenced by Urie Bronfenbrenner’s ecological 

systems theory as we believe that the main emphasis’ influencing learning are the 

environment and each child’s unique heredity. Bronfenbrenner’s theory is tightly 

intertwined with the Early Years Learning Framework and therefor guides our practice 

every day.    

 

Our learning environments and routines are inviting, stimulating and intentionally 

organized based on the theories of Reggio Emilia and Maria Montessori. The learning 

environment reflects and caters for the children’s ages, abilities, interests and skills. Age-

appropriate furniture, play spaces and learning experiences allow children to move freely 

within the room fostering their individual learning and development. Learning activities, 

experiences and play spaces are set-up with intent and meaning.    
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In line with John Bowlby’s attachment theory, we aspire to build positive relationships with 

children and their families and to respond appropriately, promptly and consistently to the 

children’s individual needs. We place a strong emphasis on building secure, respectful 

and reciprocal relationships with children, their families and the community. At 

Greengables we believe that families are the primary, most significant and influential 

educators of young children. We invite and encourage families to participate and be 

involved in every aspect of the Centre.  

 

Staffing 

Greengables educators regularly critically reflect on their implementation of the 

Educational Program and individual pedagogical practice. This is done through 

reflections (personal, room and group), activities, surveys and quizzes as well as 

Educational Leader Meetings and performance reviews. Each educator is supported to 

strive for best practice through professional development opportunities, role commitments 

and teamwork. “The strength of the team is every individual member. The strength of 

each member is the team.” – Phil Jackson 
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EVENTS CALENDER 

 

At Greengables we celebrate many special days with many being cultural or community 

based. We aim to provide children with a stimulating program, providing intentional 

teaching experiences that provides children and Educators more opportunities to 

connect and contribute within their community. To meet these needs within the centre, 

we invite in a variety of companies, community groups and emergency services to come 

to Greengables and present their information. This eliminates the need for children to be 

taken outside the centre on excursions. We hold Mother’s Day, Father’s Day, 

Grandparents Day and special Christmas celebrations. We feel these days add a special 

element to the program. We also have an Incursion once or twice a month extending on 

the children’s learning in the classroom. Every day is covered across the year. 

  

Each year we have a calendar of events for the year.  

  

Incursions 

An incursion is a planned experience which is 

conducted within Greengables and may involve 

members of the community attending the Centre to 

educate, preform or participate in learning 

experiences. Parent/guardian consent may need to 

be given prior to a child’s participation in an 

incursion and there may be a small cost associated 

which are charged to children's accounts.  
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Parent and Family 

Communication 
Any important messages are emailed directly to families, posted on Kinderloop and 

displayed in our dedicated Parent Information Areas.  Please remember to check on 

arrival or departure from the centre. Each room posts a weekly reminder post and a 

curriculum post on Kinderloop of the learning occurring within the room on a Friday 

afternoon. Above the children’s bag hooks are communication pockets, these are 

individually labelled and are an important means of communication, please check these 

daily and collect all information. The children each have a Greengables folder, which is 

located in the classrooms. Educators update these regularly with work samples. In each 

room the Centre program and stories about the children’s day are displayed. 

 

At Greengables we have introduced the ‘Kinderloop’ app as our main form of 

documentation and communication with families. Kinderloop provides a secure way for 

Greengables to share information with parents, through real-time updates. Each 

Kinderloop is a private closed loop, posts are only shared with invited family members and 

staff. It cannot be shared across the web (content is owned by Greengables).  

 

There are many benefits for families using Kinderloop: 

 Secure and private. Child’s data will be accessible only by the families invited 

 Use the free Kinderloop Plus app, to see events, photos, daily stories, observations 

and reminders as they happen on your device or via the web 

 Helps develop and maintain a positive and constructive relationship with your 

child’s educator. We love reading your comments and appreciate your input. 

 Parents can continue the learning with their children at home 

 

 

 

 

 

 

 

 

For more information relating to parent and staff communication, please see the 

Appendix for the Parent and Staff Communication Policy. 

 

COMING AND GOING FROM THE CENTRE 

At Greengables, our main concern is the safety and wellbeing of the children in our care. 

Children must be brought inside the gate and handed over to an educator. On arrival 

and departure please sign your child in and out; we need to know if your child has been 

taken.  For your child’s safety we only allow authorised persons to collect them from the 
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centre.  Please notify staff in person, via the phone or email when authorised persons 

other than the regular pick-up will collect your child. Persons collecting children from the 

Centre will be required to produce some means of photo identification, such as a driver’s 

licence and this may be photocopied with their permission and placed on your child’s 

file.  

 

Please ensure that when arriving or departing from the centre that you close all gates and 

doors behind you, also making sure that no other children are being let out of the gates 

apart from the child/children in your care. 

 

Please refer to the Appendix for the full policy relation to arrival and collection of children 

from Greengables. 

 
 

COMMUNITY INVOLVEMENT 

 

At Greengables, we strive to build and work with our community. Throughout the year we 

host several community events that are optional to attend, these events include, 

welcoming sausage sizzles, movie nights at Greengables, End of year family disco, family 

picnics at local parks, trivia and games nights, bowling nights held at Manhattan 

Superbowl and lots more. 

  

One of our recent large successes was winning the Randwick City Council Business 

Awards, for Outstanding Child Care Services. 

  

We also try and engage with our community by assisting others,  including being a drop 

off location for ‘The Nappy Collective’, collecting unwanted and unused nappies for 

families in crisis. When the children participate in fun dress up days or special days, we 

often fundraise by asking for food collections, to drop off to the children’s hospital, for 

families waiting to enjoy. 

 

 
  

INCIDENT, INJURY, ILLNESS AND TRAUMA MANAGEMENT 

At Greengables, we aim to ensure the safety and wellbeing of all children whilst attending 

the service. However, we do understand that whilst attending, children may fall ill or injure 

themselves. We have comprehensive policies and procedures we have to follow in 
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relation to an incident, injury, illness or trauma occurring to a child in the care of 

Greengables staff. 

 

If a child has an accident whilst at the centre, an accident form on Kinderloop will be filled 

out by a staff member and is to be signed by a parent or guardian. If your child has 

sustained a head injury of any kind or sustained a serious injury requiring extended first aid, 

an educator will call you before sending the Kinderloop accident report form. Accidents 

resulting in minor injuries will be documented through the Kinderloop accident report form 

and send to you directly (without a phone call).   

 

Staff have the discretion to contact the parent of any child who appears to have an 

infectious condition or who is simply too ill to remain at the centre and to refuse re-

admission while symptoms persist.  We do ask that parents help to avoid this by keeping 

sick children at home.  On returning to the centre we ask that you bring a medical 

certificate. 

 

When should I not send my child to the Service? 

Greengables is a busy and demanding day for the bodies and minds of our children, we 

are not equipped to care for sick children; however we will do everything we can to 

comfort a child who has become sick whilst in our care.  

 

To try and prevent the spread of disease, please monitor your child’s health and watch 

for: 

 A runny, green nose 

 High temperature 

 Diarrhoea 

 Red, swollen or discharging eyes 

 Vomiting 

 Rashes 

 Irritability, unusually tired or lethargic 

 

Please do not bring your child to the Service if they display any of the above symptoms. If 

a child becomes ill whilst at the Service the child’s parents or person responsible for the 

child will be contacted to organise collection of the child. If the child is unable to be 

collected, educators will contact the child’s emergency contact for collection.   

 

When the child is collected, the family will have the following information made available 

to them to present to their doctor: symptoms, date of onset, general behaviour of the 

child leading up to the illness and any action taken documented on an Illness Form.  

 

Your child should not attend the Service if they have had Panadol or Neurofen within 24 

hours for a temperature. It is extremely important that staff members are aware if a child 

has had either medication so we do not re-administer and potentially overdose.  

 

The other consideration is that medication of any type should not be added to a child’s 

bottle. Children who are on antibiotics are to be kept away from the Service for the first 24 

hours to allow the child to rest and the risk of spreading the infection to decrease.  

 

If your child has been away due to illness, please check with the Service as to whether or 

not you will need a certificate before your child returns.  
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Infectious Diseases 

The National Health and Medical Research Council have supplied the following 

information regarding: Exclusion from the Service of a child suffering with the following 

diseases/ailments. Please inform staff if your child has any of the following so that we can 

let families and Health Department know if something is going around and avoid an 

epidemic. (Confidentiality is always maintained). 

 

CONDITION EXCLUSION 

HAND, FOOT AND MOUTH 

DISEASE 
Until all blisters have dried. 

HIB 
Exclude until medical certificate of recovery is 

received. 

HEPATITIS A 

Exclude until a medical certificate of recovery is 

received, but not before 7 days after the onset of 

jaundice or illness. 

HERPES – COLD SORES 

Young children unable to comply with good hygiene 

practices should be excluded while the lesion is 

weeping. Lesions to be covered by dressing, where 

possible. 

INFLUENZA AND FLU-LIKE 

ILLNESSES 
Exclude until well. 

MEASLES Exclude for at least 4 days after onset of rash. 

MENINGITIS (BACTERIAL) Exclude until well. 

MENINGOCOCCAL INFECTION 
Exclude until adequate carrier eradication therapy has 

been completed. 

MUMPS 
Exclude for 9 days or until swelling goes down 

(whichever is sooner). 

POLIOMYELITIS 
Exclude for at least 14 days from onset. Readmit after 

receiving medical certificate of recovery. 

RUBELLA (GERMAN MEASLES) 
Exclude until fully recovered or for at least 4 days after 

the onset of rash. 

SALMONELLA, SHIGELLA Exclude until diarrhoea ceases. 

STREPTOCOCCAL INFECTION 

(INCLUDING SCARLET FEVER) 

Exclude until the child has received antibiotic 

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

TUBERCULOSIS 
Exclude until a medical certificate from an appropriate 

health authority is received. 

WHOOPING COUGH 
Exclude the child for 5 days after starting antibiotic 

treatment. 

WORMS (INTESTINAL) Exclude if diarrhoea present. 

 
Please refer to the Appendix for the comprehensive Incident, Injury, Illness and Trauma 

Management policy and related forms you may be required to fill out whilst your child is 

at Greengables. 
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Children’s needs 
 
MEDICATION AND MEDICAL CONDITIONS POLICY 

If your child is on prescribed medication at any time please hand it to a staff member 

who will place it in the fridge or medicine chest.  Make sure all medicines are clearly 

marked with name, time and dosage and entered on the medicine sheet; please hand 

these directly to a staff member.  If medication is not entered and signed by the parent 

staff will not administer medication.  If a child becomes ill while at the centre, staff does 

not have the authority to administer medication, for this reason it is important that you are 

contactable during the day and all contact numbers are kept up to date. Non-

prescribed medicines will not be given without an accompanying letter from the Doctor. 

 

If your child has an ongoing medical condition, we request that you provide an action 

plan relating to the specific medical need. Staff can then administer the medication 

when the child requires according to the information provided by the Doctor and when 

requested by a parent or guardian. 

 

The appendix contains the Medication and Medical Conditions Policy and forms to look 

through and familiarise yourself with these forms and policies. 

 

FOOD AND NUTRITION 

At Greengables we provide children with fruit for morning tea and 

an assortment of vegetables, dips and sandwiches for afternoon 

tea. Please provide your children with a lunchbox with their name 

clearly labelled on it, and a healthy lunch such as sandwiches, fruit, 

rice, meat, noodles, pasta and a water filled drink bottle. In order to 

develop and maintain good eating habits, we request that no lollies, 

chips, sweets or junk food are packed in the children’s lunch box. 

   

Greengables is a nut free environment. Please ensure that no peanut 

butter, nutella, peanut products, nuts, nut products or food cooked in 

any nut oil are brought to the Centre. 

 

A nutritious morning and afternoon tea is provided by the centre, and water and milk are 

provided to the children throughout the day.  Morning and afternoon tea consists of: - 

 

 Cut up fruit and vegetables 

 A variety of breads with spreads 

 Biscuits and Dips 

  Cheese 

 A variety of multi-cultural foods that the children may prepare 

 Water and milk 
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The monthly morning/afternoon tea menus are on display in the Kitchen cabinet and are 

uploaded to Kinderloop at the beginning of each month. 

 

For more information regarding food, please read the Nutrition Policy in Appendix I. 

 

 
 

CLOTHING AND SUNSMART POLICY 

So as to allow your children to explore and play freely we request that they wear durable 

and comfortable play clothes.  Please do not send your children in their best clothes. 

 

Each day they will need the following: - 

 A full change of clothes clearly marked with their name. 

 A coat in winter (also clearly marked with their name).  Greengables hats will be issued 

upon enrolment. Please take home your child’s hat to wash regularly. Additional hats 

can be purchased for $8. 

 Closed in shoes. 

 Sunsmart clothing. 

 Two sheets, a fitted cot sheet and top sheet, in a sheet bag (a pillow slip with a draw 

string cord), which is to be taken home weekly for washing and returned. Both the sheets 

and sheet bag are to be labelled with the child’s name. Sheet bags can be purchased 

from the Centre for $8. 

 

Staff ensures throughout the day that the children are dressed appropriately for the 

weather, so please assist by providing a change of clothes. 

 

 

 

 

 

 

 

Sun Safety  

Children and Educators will wear hats and appropriate clothing when outside. Staff will 

encourage children, including by way of modelling behaviour, to avoid excessive 

exposure to the sun and to wear suitable sunscreen (at least SPF 30+), which is reapplied 

according to the manufacturers recommendations. We ask that children come to the 

Service with sunscreen already applied so they are able to participate in outdoor play 

immediately and not have to wait the 20 minutes after application.  
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SUN HAT 

A sun protective hat must be worn every day when playing outside for protection against 

the sun. Please make sure to include the Greengables hat it in your child’s bag every day 

regardless of the weather conditions. 

 

Please see the Appendix for the Greengables Sunsmart Policy for a full list of Sunsmart 

clothing 

 
Rest and Sleep 

Rest and sleep routine varies according to individual needs.  We aim to make rest time a 

relaxed, pleasant time for all children.  We provide stretcher beds for children and play 

soft music in the background. Your child may wish to bring a security item to have at rest 

time. Please feel free to discuss your child’s rest or sleep needs with Educators. 

 

Birthdays 

It is very exciting for a child to be having a birthday. If a cake is required for a child’s 

birthday it is recommended that doughnuts or cupcakes be provided as this reduces the 

major allergy risks associated with most other cakes. Families are required to book in a 

Birthday party at least two weeks in advance and discuss cake options with educators 

prior to the celebration. For further information, please see our Nutrition Policy. 

 

Family Photo 

We have in all rooms a Family Wall. This is a strong and valuable tool in our environment 

for your child to connect to, feel that they and their family are valued and that their 

family is as much a part of the Service, even if they are not always there. If you would like 

to bring in a photo, or a couple of photos that represent your family, we would love to 

add it to our wall. 

 

TOYS 

To prevent unnecessary upset we ask parents not to bring in toys from home as they can 

be easily misplaced, broken or mistaken for someone else’s.  However a comforting toy 
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(clearly named) for your child at rest time is appreciated. There are already many toys at 

the Centre, and bringing toys from home can create unnecessary friction between the 

children. Remember Greengables educators are here to look after your children and are 

responsible for their health and safety, and are not here to protect special toys from 

home. Anything that is brought to Greengables has a possibility of being broken or lost. 

We thank you for your understanding. 

 

Emergency Drills 

Throughout the year the Service will hold emergency drills, which occur at any given time 

throughout the day. These are carried out in a well-organised and orderly manner. 

Educators will be trained in using the fire extinguishers that are in the Service. An 

emergency evacuation plan will be displayed in every room. 

 

Children’s Safety 

 Never leave children unattended in cars while collecting 

children from the Service. 

 

 Cars parks are dangerous places for children. Always hold 

children’s hands when arriving and leaving the Service. 

 

 Never leave a door or gate open. 

 

 Never leave your children unattended in a room. 

 

 Children are not permitted into the kitchen and laundry 

areas. 

 

Workplace Health and Safety 

We welcome all feedback regarding the safety of our Service. If you see something that 

concerns you regarding safe work practices, the safety of building and equipment or 

general Work health and Safety, please contact the Nominated Supervisor immediately. 

 

WHAT TO BRING 

  

Backpack 

For independence, all children need to be able to recognise and open their own bag. 

Let them be involved in selecting the bag and taking ownership of it. Please ensure it is 

large enough to hold all their belongings and is clearly labelled. 

  

Lunch 

Children are asked to bring their lunch in a plastic lunchbox with a lid that they can open. 

As all lunches must be placed in the fridge in each room, please so not send a cooler 

bag, as these are not effective in the fridge. We ask that you label your child’s lunchbox 

on both the bottom and lid. We try to encourage a healthy lunch at the service. 

  

Water bottle 

Please provide a drink bottle clearly labelled with your child’s name filled with water. 

Periodically throughout the day educators will check children’s water bottles and refill 

them. 
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Spare Clothing 

 Every now and then accidents occur and it may be necessary for your child to get 

changed into a fresh set of clothing. Please include a complete change of clothes 

everyday which can stay in your child’s bag….. just in case! 

 T-Shirt or Long Sleeve Top 

  Jumper 

 Long Pants, Shorts or Skirt 

 Undies 

 Socks 

 Singlet 

 Parker for outdoor play 

  

 

Sheet Bag (Caterpillar, Chrysalis and Butterfly Prep Groups only) 

 All children in the Caterpillar, Chrysalis and Butterfly Prep groups are encouraged to rest 

in the middle of the day. We aim to make rest time a relaxed, pleasant time for all 

children. We provide stretcher beds and play soft music in the background. Two sheets, a 

fitted cot sheet and top sheet, in a sheet bag (a pillow slip with a draw string cord), which 

is to be taken home weekly for washing and returned. Both the sheets and sheet bag are 

to be labelled with the child’s name. You are welcome to pack a pillow and blanket to 

suit your child’s needs. 

  

Sheet bags can be purchased from Greengables for $8. 

  

Handy Hint: Children are encouraged to locate their own beds and pack away their 

sheets please keep child’s sheets the same each week and ensure they are easily 

identifiable with a pattern or colour. If sheets are white please write your child’s name in 

large letters across the sheets. 

  

Nappies 

If your child still requires nappies when they begin at Greengables please provide 4-6 

nappies each day clearly labelled with your child’s name and place into the Nappy 

Storage System in the Caterpillar and Chrysalis Room.  

  

If your child only requires a sleep time nappy please provide 1-2 nappies a day. 

  

Greengables Hat 

On your child’s first day they will be provided with a Greengables Hat. These hats must be 

worn every day when playing outside for protection against the sun. Please make sure to 

include it in your child’s bag everyday regardless of the weather conditions. 
  

We hope you child has an enjoyable 

time at Greengables and if you have 

any further questions or if you would 

like to read any of our other policies 

and procedures please see either 

Maria or Amber in the office. Thank 

you! 
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Service Policies and 

Procedures 
You will find a copy of our Service policies and procedures in the office.  We expect our 

staff and families to adhere to our policies and procedures at all times to ensure we 

maintain compliance and abide by the National Law and Regulations. 

 

Educators cannot make exceptions for individuals unless the Nominated Supervisor or 

Management do so on account of serious and/or unusual circumstances.  

 

We are constantly reviewing our policies and procedures and ask for staff and family 

participation to ensure our policies and procedures adhere to family’s needs and meet 

required regulations.  Your involvement helps us to improve our Service and may lead us 

to change our policies and procedures. 

 

List of Appendix 
Appendix A: Greengables Enrolment Process and Orientation Procedure 

Appendix B: Open Door Policy 

Appendix C: Immunisation and Exclusion Policy 

Appendix D: Child Protection Policy 

Appendix E: Greengables Children, Families and Staff Communication and Interactions 

Policy 

Appendix F: Family Grievance Policy 

Appendix G: Arrival and Collection of Children from Greengables 

Appendix H: Greengables Parking Policy 

Appendix I: Incident, Injury, Illness and Trauma Management Policy 

 Illness Form 

 Incident, Injury and Trauma Management Form 

Appendix J: Administering of Authorised Medications Policy 

Appendix K: Medical Conditions Policy 

 Medication Form 

Appendix L: Nutrition Policy 

Appendix M: Sunsmart Policy 

Appendix N: Incursion Policy 
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Greengables Enrolment Process 

and Orientation Procedure 
 

Enrolment and orientation is an exciting and emotional time for children and families. Partnerships 

enable the Service and families to work toward the common goal of promoting consistent quality 

outcomes for individual children and Greengables. 

 

NQS: Quality Area 6- Collaborative Partnerships 

Standard 6.1: Supportive relationships with families- Respectful relationships with families are 

developed and maintained and families are supported in their parenting role. 

Standard 6.1.1: Engagement with the service- Families are supported from enrolment to be 

involved in their service and contribute to service decisions. 

Standard 6.1.2: Parent views are respected- The expertise, culture, values and beliefs of families 

are respected and families share in decision-making about their child’s learning and wellbeing. 

Standard 6.1.3: Families are supported- Current information is available to families about the 

service and relevant community services and resources to support parenting and family 

wellbeing. 

Standard 6.2: Collaborative Partnerships- Collaborative partnerships enhance children’s inclusion, 

learning and wellbeing.  

Standard 6.2.3: Community and engagement- The service builds relationships and engages with its 

community 

 
Education and Care Service Regulations: 

Regulation 77: Health, Hygiene and safe food practices 

Regulation 78: Food and beverages 

Regulation 79: Service providing food and beverages 

Regulation 88: Infectious Diseases 

Regulation 90: Medical Conditions Policy 

Regulation 92: Medication Record 

Regulation 93: Administration of medication 

Regulation 96: Self-administration of medication 

Regulation 97: Emergency and evacuation procedures 

Regulation 99: Children leading the education and care service premises 

Regulation 157: Access for parents 

Regulation 160: Child enrolment records are kept by approved provider and family day care 

educator. 

Regulation 161: Authorisations to be kept in enrolment record. 

Regulation 162: Health information to be kept in enrolment record. 

Regulation 168: Education and care service must have policies and procedures. 

Regulation 173: Prescribed information is to be displayed 

Regulation 177: Prescribed enrolment and other documents to be kept by approved provider. 

Regulation 181: Confidentiality of records kept by approved provider. 

Regulation 183: Storage of records and other documents. 

 

Early Years Learning Framework: 
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Outcome 1: 

Children feel safe, secure, and supported. 

Outcome 2: 

Children develop a sense of belonging to groups and communities and an understanding of the 

reciprocal rights and responsibilities necessary for active community participation. 

 

AIMS: 

Greengables aims to ensure children and families receive a positive and informative enrolment 

and orientation process that meets their individual needs whilst allowing the family to transition 

their child to being in care. We strive to establish respectful and supportive relationships between 

families and the service to promote positive outcomes for children whilst adhering to legislative 

requirements. To welcome every child and family into the centre and to make them 

knowledgeable about all aspects of the program. 

 

GOALS: 

 To ensure the enrolment and orientation processes are planned and implemented for each 

child. 

 A formal enrolment and orientation procedure ensures all families receive consistent 

information. 

 Due consideration is given to culture and language in undertaking the enrolment process. 

 Documentation, including authorisations, are completed during the enrolment and orientation 

process. 

 A thoughtful process is planned in consultation with families, to orient a child and family to the 

education and care services. 

 Families and children who are enrolling are shown around the centre individually to ensure 

educators are able to effectively respond to questions and reduce any concerns the family 

may have. 

 Families and children are introduced to their main caregivers and given adequate time to ask 

and have any questions answered they may have before starting. 

 

WAITLIST PROCESS: 

Families are invited to complete a wait list which can be downloaded from our website 

www.greengablesdaycare.com.au, posted or emailed upon request. It is the families responsibility 

to keep the service informed or any changes to the information recorded on the waitlist form. 

 

Unborn children may be placed on the waiting list. If an unborn child is placed on the waiting list, 

then it is the responsibility of the parent to inform the centre of the name and date of birth of the 

child with three months after the expected birth date. If this information is not provided then the 

child and family details will be removed from the waitlist.  

 

ENROLMENT PROCESS: 

Greengables accepts children from two to six years of age. Enrolments will be accepted 

providing the maximum daily attendance does not exceed the approved number of places of 

the service, Educator to child ratios are maintained across the service and a vacancy is available. 

When a vacancy occurs, Greengables follows the priority of access guidelines. 

 

PRIORITY OF ACCESS GUIDELINES: 

The Department of Family and Community Services and Indigenous Affairs have set priority of 

access guidelines for all children’s services eligible for Child Care Subsidy. Every Child Care Subsidy 

approved childcare service is required to abide by the guidelines which families will be informed of 

during the enrolment process.  

 

The Priority Lists are used when there is a waiting list for the Service or when a number of parents 

are applying for a limited number of vacant places. When families apply to join the list they are 

asked a series of questions to determine their particular circumstances. A scoring system is applied 

http://www.greengablesdaycare.com.au/
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based on their responses. This determines their child’s place on the waiting list. As places become 

available they are offered to those highest on the list as stated in the guidelines above.  

 

Families are required to pay a non-refundable enrolment fee of $150.  

 

Children with disabilities will be enrolled, if in the opinion of management the Service can meet the 

child's needs. Additional resources and funding may be required. 

 

The Priority of Access levels, which the Service must follow when filling vacancies, include: 

1. A child at risk of serious abuse of neglect. 

2.  A child of a single parent/guardian who satisfies, or of parents/guardians who both satisfy 

the work/training/study test under Section 14 of the Family Assistance Legislation 

Amendment (Child Care) Act 2010. 

3.  Any other child.   

 

Within these three categories priority is also given to: 

 Children in Aboriginal and Torres Strait Islander families 

 Children in families, which include a disabled person 

 Children in families on low income 

 Children in families from culturally and linguistically diverse backgrounds 

 Children in socially isolated families 

 Children of single parents/guardian 

 

ENROLMENT PROCEDURE: 

When a position becomes available, a suitable applicant will be found, taking into account the 

priority of access and the days available. When an applicant has been found, the family will be 

contacted and be offered a position with a specific start date. Once verbal or written 

acceptance has been confirmed, the parent will be: 

1. Sent an enrolment package with a letter of offer stating the date the package needs to be 

returned and position confirmed by including the payment of the $150 non-refundable 

enrolment fee. The package will also contain a checklist of information that needs to be 

brought to the service to enrol the child and a parent handbook containing the services 

important information including philosophy and policies and procedures. 

2. Families will be informed of the daily fees and be given information relating to Child Care 

Benefit and Child Care Subsidy. 

3. Where there are certain changes to the individual Complying Written Arrangements (CWA) 

for care between the provider and an individual, the provider must update the 

arrangement in writing, and the families are required to confirm the changes through 

myGov.  

4. Families can then make an appointment to tour the service and return the enrolment 

package with their child’s birth certificate or passport, Australian Childhood Immunisation 

Register History Statement, completed enrolment form and any applicable action plan for 

ongoing medical conditions and the non-refundable enrolment fee.   

5. At this time, the enrolment form will be checked and signed by an educator to ensure all 

information has been provided and the parent has signed all applicable areas. 

6. Families will then be shown around the service and explained the program, menu, 

incursions, fees, policies, procedures, sun smart requirements, parent communication, 

educators will be introduced and their qualifications explained and a rundown of the daily 

routine will be explained. Families are invited to ask questions and seek any further 

information they require. At this time families will also be provided with a room handbook, 

munch and move factsheets and ECA code of Ethic’s brochure. 

7. Families will then be shown the sign in areas and the notice boards along with their child’s 

communication pocket and portfolio. 

8. Families will be welcomed to attend the service and to ring to enquire about their child’s 

wellbeing and day. 
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9. Families will also be shown where all medication and permission forms can be found to 

complete on a regular basis. 

10. Upon conclusion of the enrolment process, families will be encouraged to begin the 

orientation process by making an appointment with the room leaders to spend a morning 

in the service with their child. 

 

Families will be asked to provide the following information: 

1. The full name, residential address, place of employment and contact telephone number of 

a parent. 

2. The full name, residential address, place of employment and contact telephone number of 

a person who may be contacted in case of an emergency concerning the child if a 

parent is unable to be contacted. Parent must nominate who can be contact in the case 

of an emergency or for the collection of the child. 

3. The full name, residential address, place of employment and contact telephone number of 

any person authorised to collect the child from the Service. Parent must nominate who can 

be contacted for the collection of the child. 

4. The gender of the child. 

5. Provision of care – if care will be a routine and/or casual etc  

6. Session start and end times  

7. Agreement on Fee information  

8. Any court orders or parenting agreements regarding the child. 

9. The primary language spoken by the child; if the child has not learnt to speak, the child’s 

family’s language. 

10. The cultural background of the child. 

11. Any special requirements notified by the family, including for example cultural or religious 

requirements. 

12. The needs of a child with a disability or with other additional needs. 

13. A statement indicating parental permission for any medications to be administered to the 

child whilst at the Service. Only a parent on the enrolment form can authorise the 

administration of medication. 

14. A statement indicating parental permission for any emergency medical hospital and 

ambulance services. 

15. The name and address and telephone number of the child’s doctor and the nearest public 

hospital. 

16. Excursion permission for regular occurring outings. 

17. The child's Medicare number. 

18. Specific healthcare needs of the child, including any medical condition including allergies, 

including whether the child has been diagnosed as at risk of anaphylaxis. 

19. Any medical management plan, anaphylaxis Medical Management Plan or Risk 

Minimisation Plan to be followed with respect to a specific healthcare need, medical 

condition or allergy. 

20. Details of any dietary restrictions for the child. 

21. The immunisation status of the child. 

22. CRN for child and claimant. 

23. Birth Certificate.  

24. Child Care Subsidy Assessment confirmation  

25. Confirmation of enrolment  

 

Enrolment Pack 

Once the enrolment fee and bond has been paid, families will be provided with an enrolment 

pack which consists of: 

 Current fee structure and payment details 

 Parent Handbook 

 Information on the National Quality Framework, National Quality Standards and the Early 

Years Learning Framework 
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 ECA Code of Ethics brochure 

 Lunchbox and Snack ideas 

 Munch and Move Fact Sheets  

 Child Care Subsidy information 

 

Child Care Subsidy   

 Child Care Subsidy (CCS) replaces the Child Care Benefit (CCB) and Child Care Rebate 

(CCR) with a single, means-tested subsidy  

 Families will need to complete the ‘Child Care Subsidy Assessment’ Task online through the 

myGov website.  

 Child Care Subsidy is paid directly to providers to be passed on to families as a fee 

reduction  

 Families will contribute to their child care fees and pay to the Service the difference 

between the fee charged and the subsidy amount  

 

Management will ensure: 

 Enrolment form is completed accurately and in its entirety 

 Inform the Room leader of the new child who will be in the room, highlighting any 

medication conditions, interests and strengths 

 Immunisation certificate and birth certificate have been sighted and photocopied 

 Child Care Rebate and Child Care benefits is explained to families. 

 Complete the orientation checklist (appendix 1) 

 

ORIENTATION PROCESS: 

Orientation is an important process for children, families and Educators to gain vital information 

about the individual child’s needs and interests. Once families have successfully completed the 

enrolment process, they will be invited to participate in the orientation procedure. To enable 

children to feel safe and secure and to set the foundations for a trusting partnership, we feel that 

it is necessary for the family to attend orientation visits. Families will be invited to make an 

appointment with their child’s room leader to spend time visiting the service. We encourage one 

to two visits between 10am and 11am before your child’s start date. These visits assist the child to 

adjust to a new setting and helps to make the transition from home to the Service composed. 

 

During this time they will see “a normal day at kindy” with the security of their family. Staff will 

provide you with any information you require and together with your child you can become 

familiar with the Centre, its program, routines, procedures and policies, on a day that is suitable for 

you. 

 

Upon spending time with the child, educators can then discuss how best to tailor their child’s 

settling in period, with some children needing to gradually build up to a full day at Greengables.  

 

ORIENTAION PROCEDURE  

1. Families will be invited to book orientations visits and bring their child into the service at a time 

that is convenient for both the service and family in order to familiarize themselves with the 

environment and educators. 

2. Introduction of Child’s primary educators 

3. Provided with a Room Hand book 

4. Discussion of medical management plan and allergies (If applicable) 

5. If a family or child uses English as a second language, or speak another language at home, we 

request that families provide us with some key words in the languages that child speaks at this 

time so that educators can learn words. Educators will furthermore use visuals to assist the child to 

understand and be able to communicate with others. 

6. Informed about Service communication- meetings, newsletters and emails 

7. After beginning at the service Families will be provided with an Orientation Evaluation form  

(See Appendix 2) 
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Management will ensure: 

 The orientation process is well organised, flexible and informative 

 The child and family visit the Service and familiarise themselves with the environment. The 

child may participate in experiences if they feel comfortable. 

 The family and child, are introduced to the Educators in the room. 

 To create a welcoming environment and interact positively with the child and family 

 The child and family is respected at all times, acknowledging the individuality of each 

parenting style. 

 To encourage families to ring, email or visit the Service as often as they like once enrolment 

has commenced. 

 Families are reassured if the child is distressed over a long period of time, the educators will 

contact them. 

 Support agencies are contacted for children with additional needs 

 Families know how to provide feedback 

 

SETTLING PROCESS: 

Upon a child’s first day at Greengables, they will be greeted by an educator. They will be shown a 

place to hang their bag and where to put their lunch box and drink bottle as well as where to sign 

in and out. They will then be introduced to a primary educator and welcomed into the room. 

Children will be invited to participate in an experience with their educator. 

 

The parent will be encouraged to stay until their child feels comfortable and say goodbye before 

leaving. Parents are able to stay as long as needed to reassure their child, however sometimes it is 

easier for the educator to settle the child if they come earlier in the afternoon and spend time 

with their child. Parents will be reassured that if their child remains distressed over a period of time, 

educators will contact them. Families will then be informed about how their child is settling in on 

collection and are welcome to discuss their child’s needs with a primary educator. Parents will 

also be informed of where the child’s communication pocket is and their portfolio so written 

communication can be sent home. 

 

Educators will develop trusting, safe, secure, supportive relationships with families and children 

that are respectful and reciprocal. Educators provide experiences that are developmentally 

appropriate, non-threatening and unobtrusive so each child feels comfortable. Educators need to 

make families aware that separation can be difficult and at times distressing for both parents and 

child, however we do our best to make sure that children are supported. 

 

Educators Will: 

 Greet children and families upon arrival 

 Discuss with families the best transition process for the child 

 Encourage families to say good bye to the child when dropping off 

 Phone families if the child remains distressed 

 Encourage families to stay as long as they need in order to reassure their child 

 Seek information about the child and family throughout the orientation process 

 Create a welcoming and inviting environment 

 

ROOM AND GROUP TRANSISTION 

Greengables has three groupings of children, Caterpillar group (2 turning 3), Chrysalis group (3 

turning 4) and the Butterfly group (4 turning 5). Children begin and end their year in their 

respective groupings completing the full educational program for each group. When 

Greengables opens every year, children will transition groups when both the families and 

educators feel they are ready in all aspects of their development and in accordance with their 

age. Management will consult with families when a child is moving groups, discussing their 

expectations and requirements to ensure the child settles into their new environment. For Chrysalis 

children moving to the Butterfly room, they will orientate in the Butterfly room for two full weeks 
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during the month of November. Greengables aim to ensure the transition between rooms is 

positive and smooth communicating with families about how the transition process is progressing. 

 

EXIT PROCEDURE: 

At Greengables we understand that sometimes care arrangements need to be changed and 

children may need to leave the service. If at any point you need to withdraw your child from 

Greengables, you need to follow the following procedure: 

 If you are leaving the service, a total of four full weeks’ notice will need to be given in writing to 

the Director or by email at maria@greengablesdaycare.com.au. 

 Upon receiving the notice, a letter will be given to you stating the agreed final day and a date 

in which to finalise your fees. 

 If you need to change your child’s days of attendance, a two week notice is required in 

writing. 

 Failure to pay fees upon leaving Greengables may result in a debt recovery service being used 

to obtain the fees on Greengables behalf. 

 

REFERENCES: 

Education and Care Services National Regulation  

Sharing a Picture of Children’s Development 

Keeping on Track, Fourth Edition,1999 

www.mylifepath.com - Daycare or Preschool: Helping your child adjust. 

Separation Anxiety: Childcare and Children’s Health. 

The Business of Childcare, Karen Kearns  

National Education and Care Regulations  

Department of Human Services (Centrelink)  

https://www.humanservices.gov.au/customer/services/centrelink/child-care-benefit 

Revised National Quality Standard 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.mylifepath.com/
https://www.humanservices.gov.au/customer/services/centrelink/child-care-benefit
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Open Door Policy 
 

We value and pride ourselves on our partnership with families at Greengables. We believe families 

are children’s first teachers and therefore we embrace parents, guardians and family involvement 

within our Service. Participation by parents, guardians and families conveys a positive impression 

to children and allows them to feel supported as well as a sense of belonging. We believe in 

offering an open door policy in which families are welcome to visit the Service when it is 

convenient for them.  

 

NQS- Quality Area 6: Partnership with families and community 

6.1.1: There is an effective enrolment and orientation process for families 

6.1.2: Families have opportunities to be involved in the service and contribute to service decisions 

6.1.3: Current information about the service is available to families 

6.2.1: The expertise of families is recognised and they share in decision making about their child’s 

learning and wellbeing 

6.2.2: Current information is available to families about community services and resources to 

support parenting and family wellbeing 

6.3.1: Links with relevant community and support agencies are established and maintained 

6.3.2: Continuity of learning and transitions for each child are supported by sharing relevant 

information and clarifying responsibilities 

6.3.3: Access to inclusion and support assistance is facilitated 

6.3.4: The service builds relationships and engages with their local community 

 

PURPOSE 

To ensure the best care for children and families, we believe it is important to provide them with 

the opportunity to visit our facilities and participate in our program, planning and policy 

development at a time that is appropriate for them. We encourage families to join in on our 

learning activities and celebrate events and special days with us.  

 

IMPLEMENTATION 

We operate with an open door policy, where families are welcome to visit our Service anytime 

during operating hours. There are many opportunities for family involvement in both formal and 

informal occasions. We recognise that time is valuable to all families, which is why we 

accommodate many forms of participation and contribution.  

 

Management and Educators will ensure: 
 Families are always welcome to spend time in the Service and share special moments with 

their children.  

 Families are conscious of our open door policy and are welcome to join in learning 

activities, celebrate events and special days held at the Service.   

 Families are provided with information about special days and events they may want to 

participate in. For example: 

- Annual Disco and Art Show 

- Greengables Information nights 

- Mothers , Fathers and 

Grandparents Day 

- Information Nights 

- Graduation  and Christmas 

Celebrations  

- Story Time  

- Cooking Experience 

- Parent lead learning experiences  

- Community Events 
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Families can: 
 Visit the Service at all times. This may include visiting their already enrolled child or as an 

enquiry prior to enrolment. 

 Participate in our program by sharing their skills with the children. This may include playing 

an instrument, telling a story, sharing cultural traditions, cooking experiences and or craft 

experiences.   

 Make an appointment with management to discuss their child. This may include the child’s 

progress, concerns, setting goals, etc. 

 Donate recyclable materials that can be used within our early childhood program.  

 Discuss any changes that have occurred in the child’s life, such as changes in family 

circumstances, moving to a new house, death of a family or friend etc.  

 Attend any Service events and celebrations that are organised throughout the year.  

 Share ideas and thoughts about the Service. 

 Remain informed about what is happening within the Service through discussions, room 

and centre newsletters, emails, handouts and social media  

 

References 

 Australian Children’s Education & Care Quality Authority. (2014).  

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

Services National Regulations 2015.  

 ECA Code of Ethics. 

 Guide to the National Quality Standard. 
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Immunisation and Exclusion Policy 
 

Children come into contact with many other children and adults in the early childhood 

environment causing them to contract infectious illnesses. National Quality Standards require early 

childhood services to implement specific strategies to minimise the spread of infectious illness 

 

NQS: Quality Area 2 

2.1.1: Each child’s health and physical activity is supported and promoted. 

2.1.2: Effective Illness and Injury Management and Hygiene practices are promoted and 

implemented 

2.1.4: Steps are taken to control the spread of infectious diseases and to manage injuries, illnesses, 

in accordance with recognised guidelines. 

2.2: Each child is protected 

2.2.1: Healthy eating is promoted and food and drinks provided by the service are nutritious and 

appropriate for each child. 

2.2.2: Plans to effectively manage incidents and emergencies are developed in consultation with 

relevant authorities, practised and implemented. 

2.3.1: Children are adequately supervised at all times 

2.3: Each child is protected 

2.3.2: Every reasonable precaution is taken to protect children from harm and any hazard likely to 

cause injury 

2.3.3: Plans to effectively manage incidents and emergencies are developed in consultation with 

relevant authorities, practised and implemented 

 

Education and Care Service Regulations: 

Regulation 77: Health, hygiene and safe food practices. 

Regulation 88: Infectious diseases. 

Regulation 90: Medical conditions policy. 

Regulation 92: Medication record 

Regulation 93: Administration of medication 

Regulation 96: Self- administration of medication 

Regulation 162: Health information to be kept in enrolment record. 

 

AIMS: 

 We aim to maintain the health of all children, staff and their families, ensuring a healthy 

environment and minimizing cross contamination and the spread of infectious illness.  

 To increase awareness of immunisation requirements. 

 To ensure parents provide documented evidence of age appropriate immunisation. 

 To prevent the spread of infectious illnesses and reduce the risk of disease to all children, adults 

and educators within the service and wider community. 

 To notify children, families and educators when an excludable illness or disease is present in the 

service. 

 Complying with relevant health department exclusion guidelines 

 Increasing educators awareness of cross infection through physical contact with others 

 

IMPLEMENTATION: 

This policy is to be used in conjunction with the following Greengables policies: 

 Control of Infectious Diseases 

 Incident, Illness, Accident and Trauma Policy 

 Medical Emergency Policy 
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 Administration of Medication Policy 

POLICY STATEMENT: 

Greengables is committed to providing a safe and healthy environment for all children, staff and 

any other persons attending the service. Our Service has adopted the Staying Healthy in Childcare-

Preventing infectious disease in child care (5th Addition) publication, developed by the National 

Health and Medical Research Council and the NSW public Health Unit. We aim to provide families 

with up to date information regarding specific illnesses and ways to minimise the spread of infection 

within the service. We will do this by responding to the needs of the child or adult who presents with 

symptoms of an infectious disease or infestation whilst attending the service. Complying with current 

exclusion schedules and guidelines as set out by the Department of Health and by providing up to 

date information and resources for families and staff regarding protection of all children from 

infectious diseases and blood-borne viruses, management of infestations and immunisation 

programs. 

 

STRATEGIES FOR IMMUNISATION: 

 The National Immunisation Program (NIP) Schedule TO BE DISPLAYED IN THE SERVICE  

can be accessed and downloaded from: 

http://immunise.health.gov.au/internet/immunise/publishing.nsf/Content/national-

immunisation-program-schedule   

 NSW Health Phone number 1800 671 811  

 Local NSW Public Health Unit Contact Details - 

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

  Immunise Australia National Hotline 

1800 671 811  

 Provide staff with information about vaccine-preventable diseases 

Note: homeopathic immunisation is not recognised 

Under the Public Health Act- NSW Government October 2017, education and care services cannot 

enrol a child unless approved documentation has been provided that shows the child: 

- Is fully vaccinated for the age, or; 

- Has a medical condition 

- Or is on a recognised catch-up schedule if the child has fallen behind in their vaccinations. 
 

To enrol in Greengables, families must provide one or more of the following documents: 

- Australian Childhood Immunisation Register Immunisation History Statement which shows the child 

is up to date with their immunisations, or; 

- Medicare Immunisation History Form (IMMU13) on which the immunisation provider has certified 

that the child is on a recognised catch-up schedule, or; 
 

CATERING FOR CHILDREN WITH OVERSEAS IMMUNISATIONS: 

Overseas immunisation records must not be accepted. They often differ from the schedule 

recommended in Australia and a child may require additional vaccinations to be up to date with 

the Australian schedule. Parents can have their child’s overseas immunisation record transcribed 

onto the ACIR if the child is less than seven years old. 
 

Children vaccinated overseas must attend an immunisation provider (eg a doctor) to have their 

overseas record assessed and offered appropriate immunisations. The Provider will complete an 

Immunisation History Form which should be provided to Greengables before commencing. A 

copy of the ACIR Immunisation History Statement should also be provided to Greengables when it 

is received by families. 
 

IMMUNISATION RELATED PAYMENTS FOR PARENTS – CHILD CARE SUBSIDY: 

Child care subsidy applies to children who are fully immunised. When your child is due for a new 

immunisation, it must be done promptly with the ACIR Immunisation History Statement updated 

with the service. This initiative ensures parents are reminded of the importance of immunising their 

children at each milestone. 

http://immunise.health.gov.au/internet/immunise/publishing.nsf/Content/national-immunisation-program-schedule
http://immunise.health.gov.au/internet/immunise/publishing.nsf/Content/national-immunisation-program-schedule
http://www.health.nsw.gov.au/Infectious/Pages/default.aspx
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Information on how a child’s immunisation status affects payments made to families and more 

can be found at: http://www.medicareaustralia.gov.au/public/services/acir/family-

assist.jsp#410059 

 
 

ROLE OF THE APPROVED PROVIDER: 

Ensures the service operates in line with the Education and Care Service Regulations 2011 

including: 

 Ensuring that where there is an occurrence of an infectious disease at the service, reasonable 

steps are taken to prevent the spread of that infectious disease (Regulation 88 (1)). 

 Ensuring that where there is an occurrence of an infectious disease at the service, a 

parent/guardian or authorised emergency contact of each child at the service is notified of 

the occurrence as soon as is practical (Regulation 88 (2)). 

 Ensuring that information from the Department of Health about the recommended minimum 

exclusion periods is displayed at the service, is available to all stake holders and is adhered to 

in the event of an outbreak of an infectious disease (as designated by the Department of 

Health). 

 Ensuring that the parent/guardian and Nominated Supervisor are informed within 24 hours of 

becoming aware that an enrolled child is suffering from: 

- Pertussis or, 

- Poliomyelitis, or Measles or, 

- Mumps or, 

- Rubella or, 

- Meningococcal C. 

 Ensuring that a child who is not immunised against a vaccine-preventable disease does not 

attend the service when an infectious disease is diagnosed, and does not return until there 

are no more occurrences of that disease at the service and the recommended minimum 

exclusion period has ceased. 

 Notifying the Regulatory Authority within 24 hours of a serious incident including when a child 

becomes ill at the service or medical attention is sought while the child attending the service. 

 Ensuring the appropriate and current information and resources are provided to staff and 

parents/guardians regarding the identification and management of infectious diseases, 

blood-borne viruses and infestations. 

 Keeping informed about current legislation, information, research and best practice. 
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 Ensuring that any changes to the exclusion table or immunisation schedule are 

communicated to staff and parents/guardians in a timely manner. 

 Advise any staff members who fall pregnant to vist the GP immediately and have a test for 

Cytomegalovirus (CMV) to check their immunity. 
 

ROLE OF THE NOMINATED SUPERVISOR: 

 Ensuring the parents/guardians of a child suspected of suffering from an infectious or vaccine 

preventable disease, or of a child not immunised against a vaccine preventable disease that 

has been detected at the service, and requested the child be collected as soon as possible. 

 Notifying a parent/guardian or authorised emergency contact person when a symptom of an 

excludable infectious illness or disease has been observed. 

 Ensuring that a minimum of one staff with current approved first aid qualifications is in 

attendance and immediately available at all times the service is in operation. 

 Establishing good hygiene and infection control procedures and ensuring that they are 

adhered to by everyone at the service. 

 Ensuring the exclusion requirements for infectious diseases are adhered to as per the 

recommended minimum exclusion periods, notifying the Approved Provider and 

parents/guardians of any outbreak of infectious diseases at the service, and displaying this 

information in a prominent position. 

 Advising parents/guardians on enrolment that the recommended minimum exclusion periods 

will be observed in regard to the outbreak of any infectious diseases or infestations. 

 Advising the parents/guardians of a child who is not fully immunised  on enrolment that they 

will be required to keep their child at home when an infectious disease is diagnosed at the 

service, and until there are no more occurrences of that disease and the exclusion period has 

ceased. 

 Requesting that parents/guardians notify the service if their child has, or is suspected of 

having, an infectious disease or infestation. 

 Providing information and resources to families to assist in the identification and management 

of infectious diseases and infestations. 

 Maintaining confidentiality at all times. 

 Provide relevant sourced materials to families. 

 Ensuring that an “Incident, Injury and Trauma” or “Illness” form is completed as soon as 

practicable as or no later than 24 hours of the illness occurring. 
 

ROLE OF THE EARLY CHILDHOOD EDUCATOR/CERTIFIED SUPERVISORS: 

 Ensure that any children that are suspected of having an infectious illness are responded to 

and their health and emotional needs are supported at all times. 

 Implement appropriate health and safety procedures, when tending to ill children. 

 Ensure that families are aware of the need to collect their children as soon as practicable to 

ensure the child’s comfort. 

 Provide varied opportunities for children to engage in hygiene practices, including routine 

opportunities and intentional practice. 

 Observing signs and symptoms of children who may appear unwell and informing the 

Nominated Supervisor. 

 Providing access to information and resources for parents/guardians to assist in the 

identification and management of infectious diseases and infestations. 

 Maintaining confidentiality at all times. 

ROLES OF THE FAMILIES: 

 Providing Immunisation documentation upon enrolment and as administered. 

 Keep their children at home if they are unwell or have an excludable infectious disease. 

 Keep their children at home when an infectious disease has been diagnosed at the service 

and their chid is not fully immunised against that infectious disease, until there are no more 

occurrences of that disease and the exclusion period has ceased. 

 Inform the service if their child has an infectious disease or has been in contact with a person 

who has an infectious disease. 
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CHILDREN ARRIVING AT THE CENTRE WHO ARE UNWELL: 

Management will not accept a child into care if they: 

 Are unwell and unable to participate in normal activities or require additional attention 

 Have had a temperature, vomiting and or diarrhoea in the last 24 hours 

 Have started antibiotics in the last 24 hours 

 Have a contagious illness or disease 

 Have been given medication for a temperature (Panadol etc) 
 

CHILDREN WHO BECOME ILL AT THE CENTRE: 

Children may become unwell throughout the day, in which Management and Educators will 

respond to children’s individual symptoms of illness. 

 Educators will monitor and document the children’s symptoms of the Greengables Illness 

Form. 

 A child who passes two runny stools/ vomited whilst at the Centre will be sent home and may 

only return once a Doctor’s Certificate has been produced. 

 Educators will take a child’s temperature. If the child’s temperature is 38 degrees or higher, 

management will contact the child’s parent/guardian/emergency contacts as soon as 

possible to have the children collect and provide verbal authorisation to administer 

Panadol. The child will need to be collected from the service and will not permitted back 

for a further 24 hours after the child’s last temperature  

 Educators will attempt to lower the child’s temperature by 

-taking off shoes and socks 

-applying a cool face washer behind their neck and on their forehead 

-removing extra clothing layers. Educators will need to be mindful of cultural beliefs. 

-place the child in a lukewarm bath  

-Encourage the child to drink plenty of water, unless there are reasons why the child is only 

allowed limited fluids 

-If requested by a parent or emergency contact person, staff may administer Paracetamol 

(Panadol) in an attempt to bring the temperature down, however, a parent or emergency 

contact person must still collect the child.  

 Place the child in a quiet area where they can rest, whilst being supervised. 

 Continue to document any progressing symptoms 

 Complete the Illness Record form, ensuring the form has been completed correctly and 

signed but the parent/ guardian/ emergency contact collecting the child. The child’s 

temperature, time, medication, dosage and the staff member’s name will be recorded on 

the Illness Form, and the parent asked to sign the Medication Authorisation Form on arrival. 

 

REPORTING OUTBREEAKS TO THE PUBLIC HEALTH UNIT 

Outbreaks of communicable diseases represent a threat to public health. The NSE Public Health Act 

2010 lawfully required and authorities child care directors to confidentially notify NSW Health of 

patients with certain conditions and to provide the information delineated on the notification forms. 

Management is required to notify the local public health unit by phone on 1300 066 055 as soon as 

possible after they are made aware that a child enrolled at the Service is suffering from one of the 

following vaccine preventable diseases: 

 Diphtheria 

 Mumps 

 Poliomyelitis 

 Haemophilus influenza Type B (Hib) 

 Meningococcal disease 

 Rubella (German Measles) 

 Measles 

 Pertussis (whooping cough) 

 Tetanus 

 An outbreak of gastrointestinal or 

respiratory illness
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Common Colds and Flu 

The common cold (Viral upper respiratory tract infections) are very common in children occurring 

6-10 times a year on average with the highest number being during the first two years in child 

care, kindergarten or school. Symptoms include a runny or blocked nose, sneezing and coughing, 

watery eyes, headache, a mild sore throat and possibly a slight fever. Nasal discharge may start 

clear, but can become thicker and turn yellow or green over a day or so.  In circumstances where 

a child appears to have a cold or flu symptoms, management will determine if the child is well 

enough to continue at the service or if the child requires parental one on one care. Management 

have the right to send to children home if they appear unwell due to a cold. Children can 

become distressed and lethargic when unwell. With discharge coming from the children’s nose 

and coughing, can lead to germs spreading to other children, Educators, toys and equipment. 

Management will assess each individual case prior to sending the child home.  

 

Diarrhoea and Vomiting (Gastroenteritis)  

Gastroenteritis (or ‘gastro’) is a general term for an illness of the digestive system. Typical 

symptoms include abdominal cramps, diarrhoea and vomiting. In many cases, it does not need 

treatment, and symptoms disappear in a few days. Gastroenteritis can cause dehydration 

because of the large amount of fluid lost through vomiting and diarrhoea. A person suffering from 

severe gastroenteritis may need fluids intravenously.  

 

Infectious causes of gastroenteritis include:  

• Viruses such as rotavirus, adenoviruses and 

norovirus  

• Bacteria such as Campylobacter, 

Salmonella and Shigella  

• Bacterial toxins such as staphylococcal 

toxins  

• Parasites such as Giardia and 

Cryptosporidium.  

 

Non-infectious causes of gastroenteritis 

include:  

• Medication such as antibiotics  

• Chemical exposure such as zinc poisoning  

• Introducing solid foods to a young child  

• Anxiety or emotional stress.  

 

 

Children, educators and staff with infectious diarrhoea and/or vomiting will be excluded until the 

diarrhoea and/or vomiting has stopped for at least 24 hours.  

 

Please note: if there is a gastroenteritis outbreak at the service, children will be excluded from the 

service until the diarrhoea and/or vomiting has stopped for 48 hours.  

If there are 2 or more cases of gastroenteritis, Management will report the outbreak to the local 

health department.  

 

Excluding children from the service 

 When a child has been diagnosed with an illness or infectious disease, Greengables  will refer 

to Staying in Healthy in Childcare (5th Addition) to find the recommended exclusion period 

and also request a medical clearance from the GP stating the child is cleared to return to 

childcare. (See appendix 1 for recommended exclusion periods) 

 When an infectious disease has been diagnosed, Greengables will display appropriate 

documentation in each classroom and alert families including information on the 

illness/disease, symptoms, infections period and the exclusion period. This will also be 

documented in each room’s weekly update and on Kinderloop. 

 Children that have had diarrhoea and vomiting will be asked to stay away from the service 

for 24 hours after symptoms have ceased to reduce infection transmission. 

 

Notifying families and Emergency Contact 

 It is a requirement of the service that all emergency contacts are able to pick an ill child up 

within an hour time frame. 
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 In the incident that the ill child is not collected in a timely manner or should parents refuse to 

collect the child a warning letter will be sent to the families outlining the Service policies and 

procedures and requirements. The letter of warning will specify that if there is a future breach 

of this nature, the child’s position may be terminated. 

 

STRATEGIES FOR HYGIENE: 

Our service will maintain and promote effective hygiene practices including: 

- Correct handwashing techniques. (Please refer to Hand washing policy) 

- Using standard precautions when handling blood, all body fluids, secretions and excretions, dried 

blood and other body substances. 

- Cleaning toys and other items that children are likely to put in their mouths, after use. 

- Disposing of soiled items in a container that is inaccessible to children. 

- Washing rubbish bins and nappy buckets regularly. 

- Actively promoting handwashing and other hygiene practices with children and families. 

 

Management and Educators will ensure: 

 Effective hygiene policies and procedures are adhered to at all times 

 Effective cleaning procedures are adhered to at all times 

 All families are given a copy of relevant policies upon enrolment which will be explained by 

management including; control of infectious diseases policy, injury and accident policy and 

medical emergency policy 

 Any child who registers a temperature of 38 degrees or above will need to be collected from 

the Service and excluded for 24 hours since the last temperature or until the service receives 

a letter stating that the child is cleared of any infection and is able to return to childcare. 

 That is the situation or event presents imminent or severe risk to health, safety and wellbeing 

of the child or if an ambulance was called in response to the emergency (not as a 

precaution) the regulatory authority will be notified within 24 hours of the incident. 

 That parents are notified as soon as practicable but within 24hours. Also details of the 

conditions/situation will be recorded on the Incident, Injury, Trauma and Illness Record. 

 

Families Responsibility 

In order to prevent the spread of disease, families are required to monitor their child’s health, in 

particular: 

 Runny, green nose 

 High temperature 

 Diarrhoea 

 Red, swollen or discharging eyes 

 Vomiting 

 Rashes 

 Irritability, unusually tired or lethargic 

 

Returning to care after surgery 

 Children who have undergone any type of surgery will need to take advice from their 

doctor/surgeon as to when it is appropriate to return to care. 

 Children will require a medical clearance stating the child is fit and able to return to the 

service and participate in daily activities. 

 

REFERENCES: 
Australian Children’s Educator and Care Quality Authority (2014) 

Education and Care Service National Regulations 2015 

ECA Code of Ethics 

Guide to the National Quality Standard 

Staying Healthy in Child care 5th Edition 

Australia Childhood Immunisation Register 

Immunise Australia Program www.immunise.health.gov.au 

NSW Health 

The Business of Childcare, Karen Kearns 2004 

Early Year’s Learning Framework 

http://www.immunise.health.gov.au/
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Child Protection Policy 
Greengables is committed to the safety, wellbeing and support of all children and young people. 

Management, Staff and volunteers will treat all children with the utmost respect and 

understanding.  

 

Greengables believes that: 

 Children are capable of the same range of emotions as adults. 

 Children’s emotions are real and need to be accepted by adults. 

 A reaction given to a child from an adult in a child’s early stages of emotional 

development can be positive or detrimental depending on the adult’s behaviour. 

 Children, who preserve, enhance and better understand their body’s response to an 

emotion are more able to predict the outcome from a situation and evade them or ask for 

help. 

 

NQS: Quality Area 2- Children’s health and safety 

2.2: Safety: Each child is protected 

2.2.1: Supervision: At all times, reasonable precautions and adequate supervision ensure children 

are protected from harm and hazard 

2.2.2: Incident and emergency management: Plans to effectively manage incidents and 

emergencies are developed in consultation with relevant authorities, practiced and implemented 

2.2.3: Child Protection: Management, educators and staff are aware of their roles and 

responsibilities to identify and respond to every child at risk of abuse or neglect  

 

Education and Care Service Regulations: 

Regulation 84: Awareness of child protection law. 

Regulation 273: Course in child protection. 

 

AIMS: 

Greengables believes it has a responsibility to all children attending to defend their right to care and 

protection. To support this right, Greengables will follow the procedures covered within this policy, 

when dealing with any reportable allegations, to ensure the protection of all children attending 

Greengables. We comprehend our duty of care responsibilities to protect children from all types of 

abuse and adhere to our legislative obligations at all times. Greengables will perform proficiently and 

act in the best interest of the child, assisting them to develop to their full potential in a secure and 

caring environment. 
 

Greengables believes it also has a responsibility to its employees to defend their right to 

confidentiality unless allegations against them are substantiated. Greengables will ensure all groups 

affected by this policy are aware of the roles and responsibilities of children’s service in relation to 

child protection. Greengables will implement preventative procedures which protect and 

educate children, staff, parents and community members. Greengables will ensure that all 

requirements of child protection legislation are being met. 
 

Under the Children and Young Persons (Care and Protection) Act 1998 there are provisions where 

children’s services staff have child protection concerns about a child/ren. Children’s services play 

an important role in recognising and reporting child abuse and neglect and in promoting the safety, 

welfare and wellbeing of children. This legislation states that all people who hold a management 

position, or who are employees delivering children’s services, are legally obliged to report any 

reasonable grounds to suspect that a child is at risk of harm, making the mandatory reporters.  
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WHAT IS ABUSE? 

There are four types of child abuse: 

1. Physical Abuse 

2. Sexual Abuse 

3. Emotional Abuse 

4. Neglect 

Child Abuse is an action towards a child or young person that harms or puts at risk their physical, 

psychological or emotional health or development. Child abuse can be a single incident or can 

be a number of different incidents that take place over time. 

 

DEFINITIONS: 

‘Maltreatment’- Refers to the non-accidental behaviour towards another person, which is outside 

the norms of conduct and entails a substantial risk of causing physical or emotional harm. 

Behaviours may be intentional or unintentional and include acts of omission and commission. 

Specifically abuse refers to acts of commission and neglect acts of omission. Not that in practice 

in terms child abuse and child neglect are used more frequently that they term maltreatment.  

 

‘At Risk of Serious Harm (ROSH)’ – In relation to a child or young person means that there are 

current concerns for their safety, warfare or wellbeing because of the presence to a significant 

extent of any or more of the following circumstances: 

- The child’s or young person’s basic physical or psychological needs are not being met or at risk 

of not being met; 

- The parents or other caregivers have not arranged and are unable or unwilling to arrange for the 

child or young person to receive medical care; 

- In the case of a child or young person who is required to attend school in accordance with the 

Education Act 1990 – the parents or other caregivers have not arranged and are unable or 

unwilling to arrange for the child or young person to receive an education in accordance with 

that Act; 

- The child or young person has been, or is at risk of being, physically or sexually abused or ill-

treated; 

- The child or young person is living in a household where there have been incidents of domestic 

violence and, as a consequence, the child or young person is at risk of serious physical or 

psychological harm; 

- A parent or other caregiver has behaved in such a way towards the child or young person that 

the child or you person has suffered or is at risk of suffering serious psychological harm; or 

- The child was the subject of pre-natal report under section 25 of the Children and Young Persons 

Care and Protection Act 1998 and the birth mother of the child did not engage successfully with 

the support of services to eliminate, or minimise to the lowest level reasonably practical, the risk 

factors that gave rise to the report. 

 

‘Reasonable Grounds’ – means that you suspect a child may be at risk of significant harm based 

on: 

- Your first hand observations of the child, young person or family; or 

- What the child, young person, parent or other person has disclosed to you. It does not mean that 

you are required to confirm your suspicions or have clear proof before making a report. 

-What can reasonably be indirect based on observation, professional training and/ or experience. 

 

‘Mandatory Reporting’- Is the legislative requirement for selected classes of people to report 

suspected child abuse and neglect to government authorities. In NSW, mandatory reporting is 

regulated by the Children and Young Persons (Care and Protection) Act 1998 (The Care Act). 

 

“MANDATORY REPORTERS’- Are people who deliver the following services, wholly or partly, to 

children as part of their paid professional work including Health Care, Welfare, Education, 

Children’s Services, Residential serviced and Law enforcement.  
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All staff have a responsibility to recognise and respond to safety, welfare and wellbeing for 

children and young people and inform management. According to the Children and Young 

Persons (Care and Protection) Act 1998 mandated reporters (including people employed in 

children’s services and unpaid managers of these services) must make reports if they suspect on 

reasonable grounds a child is at risk of significant harm because: 

 

 the child’s basic physical or psychological needs are not being met or are at risk of not being 

met 

 the parents or other caregivers have not arranged and are unable or unwilling to arrange for 

the child to receive necessary medical care 

 the parents or other caregivers have not arranged and are unable or unwilling to arrange for 

a school age child to receive an education 

  the child has been, or is at risk of being physically or sexually abused or ill-treated 

  the child is living in a household where there have been incidents of domestic violence and 

they are at risk of serious physical or psychological harm 

 the parent’s or other caregiver’s behaviour means  the child has suffered or is at risk of 

suffering serious psychological harm 

 

CHILD STORY REPORTER 

Mandatory reporters in NSW should use the Mandatory Reporter Guide (MRG) if they have 

concerns that a child or young person is at risk of being neglected or physically, sexually or 

emotionally abused. The MRG assists in providing mandatory reporters with the most appropriate 

reporting decision. It is not designed to determine whether the matter constitutes risk of significant 

harm (ROSH). This is done at the Child Protection Helpline through the Screening and Response 

Priority (SCRPT) tool. 

 The MRG supports mandatory reporters to: 

 determine whether a report to the Child Protection Helpline is needed for concerns about 

possible abuse or neglect of a child (including unborn) or young person 

 identify alternative ways to support vulnerable children, young people and their families 

where a mandatory reporter’s response is better served outside the statutory child 

protection system 

It is recommended that mandatory reporters complete the MRG on each occasion they have risk 

concerns, regardless of their level of experience or expertise. Each circumstance is different and 

every child and young person is unique.  

Helpline caseworkers will make determinations on reports received from mandatory reporters 

using SCRPT in conjunction with additional information which may not be available to mandatory 

reporters. 

For more information on Child Story Reporter, refer to: https://reporter.childstory.nsw.gov.au/s/ 

INDICATORS OF ABUSE 

There are common physical and behavioural signs that may indicate abuse or neglect. The 

presence of one of these signs does not necessarily mean abuse or neglect. Behavioural or 

physical signs which assist in recognising harm to children are known as indicators. The following is 

a guide only. One indicator on its own may not imply abuse or neglect. However a single 

indicator can be as important as the presence of several indicators. Each indicator needs to be 

deliberated in the perspective of other indicators and the child’s circumstances. A child's 

behaviour is likely to be affected if he/she is under stress. There can be many causes of stress and 

it is important to find out specifically what is causing the stress. Abuse and neglect can be single 

incidents or ongoing, and may be intentional or unintentional. 

 

General indicators of abuse and neglect may include: 

 Marked delay between injury and seeking medical assistance 

https://reporter.childstory.nsw.gov.au/s/
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 History of injury 

 The child gives some indication that the injury did not occur as stated 

 The child tells you someone has hurt him/her 

 The child tells you about someone he/she knows who has been hurt 

 Someone (relative, friend, acquaintance, and sibling) tells you that the child may have 

been abused. 

 

NEGLECT  

Child neglect is the continuous failure by a parent or caregiver to provide a child with the basic 

things needed for their growth and development, such as food, clothing, shelter, medical and 

dental care and adequate supervision.   

 

Some examples are: 

 Inability to respond emotionally to 

the child 

 Child abandonment 

 Depriving or withholding physical 

contact 

 Failure to provide psychological 

nurturing 

 Treating one child differently to the 

others 

 

Indicators of Neglect in children 

 Poor standard of hygiene leading to 

social isolation 

 Scavenging or stealing food 

 Extreme longing for adult affection 

 Lacking a sense of genuine 

interaction with others 

 Acute separation anxiety 

 Self-comforting behaviours, e.g. 

rocking, sucking 

 Delay in development milestones 

 Untreated physical problems 

 

PHYSICAL ABUSE  

Physical abuse is when a child has suffered, or is at risk of suffering, non-accidental trauma or 

injury, caused by a parent, caregiver or other person.  

 

Educators will be particularly aware of looking 

for possible physical abuse if parents or 

caregivers: 

 Make direct admissions from parents 

about fear of hurting their children 

 Have a family history of violence 

 Have a history of their own 

maltreatment as a child 

 Make repeated visits for medical 

assistance 

 

Indicators of Physical Abuse  

 Facial, head and neck bruising 

 Lacerations and welts 

 Explanations are not consistent with 

injury 

 Bruising or marks that may show the 

shape of an object 

 Bite marks or scratches 

 Multiple injuries or bruises 

 Ingestion of poisonous substances, 

alcohol or drugs 

 Sprains, twists, dislocations 

 Bone fractures 

 Burns and scalds 

 

EMOTIONAL ABUSE  

Emotional abuse occurs when an adult harms a child’s development by repetitively treating and 

speaking to a child in ways that damage the child’s ability to feel and express their feelings.  

 

This may include: 

 Constant criticism, condescending, 

teasing of a child or ignoring or 

withholding admiration and 

affection 

 Excessive or unreasonable demands 

Indicators of emotional abuse  

 Feeling of worthlessness about them 

 Inability to value others 

 Lack of trust in people and 

expectations 

 Extreme attention seeking 

behaviours 
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 Persistent hostility, severe verbal 

abuse, and rejection 

 Belief that a specific child is bad or 

‘evil’ 

 Using inappropriate physical or 

social isolation as punishment 

 Exposure to domestic violence 

 Other behavioural disorders 

(disruptiveness, aggressiveness, 

bullying) 

 

 

SEXUAL ABUSE 

Sexual abuse is when someone involves a child in a sexual activity by using their authority over them 

or taking advantage of their trust. Children are often bribed or threatened physically and 

psychologically to make them partake in the activity. Educators will be predominantly conscious of 

looking for potential sexual abuse if parents or caregivers are suspected of or charged with child 

sexual abuse or display inappropriate jealousy regarding age appropriate development of 

independence from the family.   

 

Sexual abuse may include: 

 Exposing the child to sexual 

behaviours of others 

 Coercing the child to engage in 

sexual behaviour with other children 

 Verbal threats of sexual abuse 

 Exposing the child to pornography 

 

Indicators of Sexual Abuse  

 They describe sexual acts 

 Direct or indirect disclosures 

 Age inappropriate behaviour 

and/or persistent sexual behaviour 

 Self-destructive behaviour 

 Regression in development 

achievements 

 Child being in contact with a 

suspected or known perpetrator of 

sexual assault 

 Bleeding from the vagina or anus 

 Injuries such as tears to the genitalia 

 

 

PSYCHOLOGICAL ABUSE 

Psychological harm occurs where the behaviour of the parent or caregiver damages the 

confidence and self-esteem of the child, resulting in serious emotional deficiency or trauma. In 

general it is the frequency and duration of this behaviour that causes harm.  

 

Some examples are: 

 Excessive criticism 

 Withholding affection 

 Exposure to domestic violence 

 Intimidation or threatening 

behaviour 

 

Indicators of psychological abuse  

 Constant feelings of worthlessness 

 Unable to value others 

 Lack of trust in people 

 Lack of people skills necessary for 

daily functioning 

 Extreme attention seeking behaviour 

 Extremely eager to please or obey 

adults 

 Takes extreme risks, is markedly 

disruptive, bullying or aggressive 

 Suicide threats 

 Running away from home 

 

DOMESTIC VIOLENCE  

Domestic violence, or intimate partner violence, is a violation of human rights. It involves violent, 

abusive or intimidating behaviour carried out by an adult against a partner or former partner to 

control and dominate that person. 
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Domestic violence causes fear, physical 

and/or psychological harm. It is most often 

violent, abusive or intimidating behaviour by a 

man against a woman. Living with domestic 

violence has a profound effect upon children 

and young people and may constitute a form 

of child abuse. (The NSW Domestic and Family 

Violence Action Plan, June 2010) 

Indicators of Domestic Violence  

 Show aggressive behaviour 

 Develop phobias & insomnia 

 Experience anxiety 

 Show systems of depression 

 Have diminished self esteem 

 Demonstrate poor academic 

performance and problem solving 

skills 

 Have reduced social competence 

skills including low levels of empathy 

 Show emotional distress 

 Have physical complaints 

 

IMPLEMENTATION 

Our Service strongly opposes any type of abuse against a child and endorses high quality practices 

in relation to protecting children. Educators have an important role to support children and young 

people and to identify concerns that may jeopardise their safety, welfare or wellbeing. To ensure 

best practice, all educators will attend approved Child Protection training certified by a registered 

training organisation.  Educators will continue to keep up to date, by completing Child Protection 

Awareness Training annually, ensuring they keep up to date with their current responsibilities as 

Mandatory Reporters. 

NOTE: The reporter is not required to prove that abuse has occurred. 
 

STRATEGIES 

The Approved Provider/Nominated Supervisor will: 

 The Nominated Supervisor of the Service and any certified supervisor in day to day charge of 

the service have successfully completed a course in child protection approved by the 

Regulatory Authority. 

 Ensure that any adult working directly with children, including educators, staff and volunteers 

has undergone a Working with Children Check unless the person meets the criteria for 

exemption from a Working with Children Check prior to employment. For more information, 

please refer to, http://www.kidsguardian.nsw.gov.au/working-with-children/working-with-

children-check. 

 Ensure every adult working with children is made aware of the Children and Young Persons 

(Care and Protection) Act 1998 and Keeping Them Safe: A shared approach to child 

wellbeing. 

-Clear about their roles and responsibilities regarding child protection. 

-Aware of their requirements to immediately report cases where they believe a child is at 

risk of significant harm to the Child Protection Helpline. 

-Aware of the indicators showing a child may be at risk of harm or significant risk of harm.  

    -Aware of their mandatory reporting obligations to report suspected risk or significant risk of 

harm  

 Orientate every working adult to this child protection policy, Keep Them Safe protocols and 

Mandatory Reporter responsibilities and ensuring their regular review of these. 

 Training and development for all educators, staff and volunteers in child protection 

 To provide educators with a reporting procedure and professional standards to safeguard 

children and protect the integrity of educators, staff and volunteers. 

 To provide access to relevant acts, regulations, standards and other resources to help 

educators, staff and volunteers meet their obligations.  

 Records of abuse or suspected abuse are kept in line with our Privacy and Confidentiality 

Policy. 

 To notify the NSW Ombudsman within 30 days of becoming aware of any allegations and 

convictions for abuse or neglect of a child made against an employee or volunteer and 

ensure they are investigated and appropriate action taken.  
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 To notify the Commission for Children and Young People of details of employees against 

whom relevant disciplinary proceedings have been completed or people whose 

employment has been rejected because of a risk identified in employment screening 

processes.  

 To notify the regulatory authority (within 7 days) of any incident where you reasonably 

believe that physical and/or sexual abuse of a child has occurred or is occurring while the 

child is being educated and cared for by the Service 

 To notify the regulatory authority (within 7 days) of any allegation that sexual or physical 

abuse of a child has occurred or is occurring while the child is being educated and cared 

for by the Service. 

 

Educators and Staff will: 

 Be able to recognise indicators of abuse  

 Develop trusting and secure relationships with all children at Greengables; 

 Make reports of current concerns for any child at risk of significant harm to the Child Protection 

Helpline – 13 36 27 for mandatory reporters; and 

 Make appropriate responses to all disclosures of abuse and any allegation of abuse against 

staff members of Greengables. 

 Allow children to be part of decision-making processes where appropriate.  

 Be able to contact Child Wellbeing Units (CWUs) which also help mandatory reporters identify 

the level of risk to a child and whether to report the risk to the Child Protection Helpline  

 Contact the police on 000 if there is an immediate danger to a child and intervene instantly if it 

is safe to do so.  

 Associate families with referral agencies where concerns of harm do not meet the threshold of 

significant harm. These services may be located through CWU (Child Wellbeing Units) or/and 

FRS (Family Referral Services) at http://www.keepthemsafe.nsw.gov.au. Family consent will be 

sought before making referrals.  

 Promote the welfare, safety and wellbeing of children at the Service. 

 Prepare precise records recording exactly what happened, conversations that took place and 

what you observed to contribute to the investigations of abuse or suspected abuse by the 

Child Protection Helpline or dealings with referral agencies. 

 Understand that allegations of abuse or suspected abuse against them are treated in the same 

way as allegations of abuse against other people  

 

DOCUMENTATION OF CURRENT CONCERNS 

The Approved Provider/Nominated Supervisor will: 

 Support staff through the process of documenting and reporting current concerns of children 

at risk of significant harm; and 

 Provide all staff and educators with clear guidelines around documentation and a template to 

support this. 

 

Educators and staff will: 

 Record their concerns in a non-judgmental and accurate manner as soon as possible.  

 Record their own observations as well as precise details of any discussion with a parent 

(who may for example explain a noticeable mark on a child). 

• Not endeavour to conduct their own investigation.  

 Document as soon as possible so the details are accurately apprehended including:  

- Time, date and place of the suspicion  

- Full details of the suspected abuse 

- Date of report and signature 

 Make a record of the indicators observed that have led to the belief that there is a current risk 

of harm to a child or young person. Information on indicators of risk of harm are outlined in the 

NSW Mandatory Reporter Guide which is accessible at: 

www.keepthemsafe.nsw.gov.au/reporting_concerns/mandatory_reporter_guide; 

 Discuss any concerns with the Nominated Supervisor of the service. 

http://www.keepthemsafe.nsw.gov.au/
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 Advise the Nominated Supervisor of their intention to make a report to the Child Protection 

Helpline 13 36 27. 

Advise the Nominated Supervisor when a report has been made to the Child Protection Helpline.  

 

DOCUMENTING A DISCLOSURE 

A disclosure of harm emerges when someone, including a child, tells you about harm that has 

happened or is likely to happen. When a child discloses that he or she has been abused, it is an 

opportunity for an adult to provide immediate support and comfort and to assist in protecting the 

child from the abuse. It is also a chance to help the child connect to professional services that 

can keep them safe, provide support and facilitate their recovery from trauma. Disclosure is about 

seeking support and your response can have a great impact on the child or young person's ability 

to seek further help and recover from the trauma. 
 

When receiving a disclosure of harm the Service will: 

• Remain calm and find a private place to talk  

• Not promise to keep a secret 

• Tell the child/person they have done the right thing in revealing the information but that 

they’ll need to tell someone who can help keep the child safe  

• Only ask enough questions to confirm the need to report the matter because probing 

questions could cause distress, confusion and interfere with any later enquiries  

• Not attempt to conduct their own investigation or mediate an outcome between the 

parties involved.  

 Document as soon as possible so the details are accurately captured including:  

- Time, date and place of the disclosure  

- ‘Word for word‘ what happened and what was said, including anything they 

said and any actions that have been taken  

- Date of report and signature.  

 

Educators and staff will not: 

 Prompt the child/person for further details or ask leading questions which would make the child 

feel uncomfortable or has the potential to jeopardise any future legal proceedings that may 

arise as a result of any investigation. 

 

It is important to understand that our role is solely to support the wellbeing of the child/person at 

all times, not to investigate further any disclosure made by the child. 

Notifications of Abuse 

The person making a notification of abuse or suspected abuse will make a record of the answers 

to the following: 

 Give the child or young person your full attention. 

 Maintain a calm appearance. 

 Don't be afraid of saying the ‘wrong’ thing. 

 Reassure the child or young person it is right to tell. 

 Accept the child or young person will disclose only what is comfortable and recognise the 

bravery/strength of the child for talking about something that is difficult. 

 Let the child or young person take his or her time. 

 Let the child or young person use his or her own words. 

 Don't make promises you can't keep. 

 Tell the child or young person what you plan to do next. 

 Do not confront the perpetrator. 

 

Confidentiality 

It is important that any notification remains confidential, as it is vitally important to remember that 

no confirmation of any allegation can be made until the matter is investigated. The individual who 
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makes the complaint should not inform the person they have made the complaint about. This 

ensures the matter can be investigated without prior knowledge and contamination of evidence.  

Reports made to Community Services are kept confidential. However, a law enforcement agency 

may access the identity of the reporter if this is needed in connection with the investigation of an 

alleged serious offence against a child. Under the Children and Young Persons (Care and 

Protection) Act 1998 if the report is made in good faith: 

 The report will not breach standards of professional conduct 

 The report can’t lead to defamation proceedings 

 The report is not admissible in any proceedings as evidence against the person who made 

the report 

 A person cannot be compelled by a court to provide the report or disclose its contents 

 The identity of the person making the report is protected. 

 

A report is also an exempt document under the Freedom of Information Act 1989. 

 

 

 

MANDATORY REPORTING 

The Approved Provider/Nominated Supervisor will: 

 Provide all staff and educators working directly with children with a copy of this Child Protection 

Policy and a copy of the Mandatory Reporter Guide to assist them in their reporting; 

 Provide all staff and educators working directly with children with access to the Child Wellbeing 

and Child Protection NSW Interagency Guidelines; and 

 Display the Child Protection Helpline number 13 36 27 on all phone lists of emergency contact 

numbers in the interest of timely reporting. 

 

Educators and staff will: 

1) In an emergency, where there are urgent concerns for a child’s health or life, it is important to 

contact the police, using the emergency line ‘000’. 

2) Using the Mandatory Reporter Guide, answer the questions relating to concerns about a child 

or young person. At the end of the process, a decision report will guide as to what action to 

take. The Nominated Supervisor is available if staff members require assistance to use this online 

tool; 

3) If the Mandatory Reporter Guide determines that there are ground to suspect a risk of 

significant harm to a child or young person, the staff member or educator will phone the Family 

and Community Services Helpline on 13 36 27. Reports can also be made using the Fax form or 

online through the Family and Community Services website; 

4) Mandatory reporters should note that the legislation requires that they continue to respond to 

the needs of the child or young person (within terms of their work role) even after a report to 

the Child Protection Helpline has been made. 

5) If the Mandatory Reporter Guide determines that an educator or staff member’s concerns do 

not meet the risk of significant harm threshold they do not need to make a report to the Family 

and Community Services Helpline, however, they should discuss the matter with the Nominated 

Supervisor to determine whether the child or family would benefit from the assistance of 

another agency; 

6) The staff member or educator should monitor the situation and if they believe there is 

additional information that could be taken into account, please repeat steps 1 – 5. 

 

A support line for Mandatory Reporters is available 8am – 5pm Monday to Friday on 1800 722 479. 

 

ALLEGATIONS OF ABUSE AGAINST STAFF, EDUCATORS, VOLUNTEERS OR STUDENTS 

Accusations of abuse or suspected abuse against educators, staff members, and volunteers, the 

Nominated Supervisor or Approved Provider are treated in the same way as allegations against 

other people. Reports will be made to the Child Protection Helpline where a child is at risk of 
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significant abuse by a person at the Service.  If the Supervisor is involved in the abuse then the 

Approved Provider or most senior educator will assist in notifying the Child Protection Helpline.  

 

The Approved Provider/Nominated Supervisor will: 

 Develop and maintain a system of appropriate record keeping for all allegations to ensure 

detailed documentation is made and stored as required; 

 Take all allegations of abuse seriously and clarify what is being alleged with the person who is 

making the allegation; 

 Assess whether or not a child or young person is ‘at risk of significant harm’ and, if so, make a 

report to the Child Protection Helpline; 

 Determine whether or not the allegation is a reportable allegation, a reportable conviction, or 

reportable conduct. For determination, reference will be made to: 

www.ombo.nsw.gov.au/publication/PDF/guidelines/Child%20Protection%20in%20the%20workpl

ace.pdf 

 Report reportable allegations and reportable convictions to the Ombudsman within 30 days of 

receipt; 

 Consider whether or not the police need to be informed of the allegation and if so, make a 

report; 

 If a report is made to the police, complete a SI01Notification Of Serious Incident Form and 

submit to Department of Education and Communities within 24 hours of the incident; 

 If a report has not been made to the police, complete a NL01 Notification of Complaints and 

Incidents (other than serious incidents) Form and submit to the Department of Education and 

Communities within 7 days of the incident; 

 Ensure confidentiality is maintained at all times and that systems are in place to deal with any 

breaches of confidentiality; 

 Undertake a risk management approach following an allegation to ensure the protection and 

safety of children, staff and visitors to the service. Based on this risk assessment, decisions will be 

made in order to manage the risks that have been identified; 

 Develop an investigation plan of the matter. Obtain relevant information from a range of 

sources. This may include a statement from the person who made the allegation; statements 

from witnesses and a statement from the person against whom the allegation has been made 

and any other relevant documentation;  

- If the allegation is being investigated by Family and Community Services or the Police, the 

service will be guided by their advice as to whether they should independently investigate the 

allegation; 

- If the investigation is carried out by the service, the information that has been gathered will be 

assessed and a finding made as to whether the allegation is false, vexatious, misconceived, not 

reportable conduct, not sustained or sustained. The reasons for the finding will be clearly 

recorded to ensure that the decision-making has been transparent; 

 The educator, volunteer or student will be advised of the outcome of the investigation in 

writing. Advice will be provided about the investigation finding and any follow up action that 

may be required. Advice will also be provided about any rights of appeal and the person will 

be advised that the NSW Ombudsman has been notified and the Commission of Children and 

Young Persons also notified of the relevant employment proceeding (if relevant); 

 Part B of the Ombudsman Notification form will be completed and sent to the Child Protection 

Division, NSW Ombudsman with all supporting documentation gathered during the 

investigation; 

 Family and Community Services will also be informed of the outcome of the investigation. 

 

INFORMING THE EDUCATOR, VOLUNTEER/STUDENT  

The Approved Provider/Nominated Supervisor will: 

 Treat the staff member/educator/volunteer/student with fairness at all times and uphold their 

employee rights at all times; 

 Depending on the nature of the allegation, arrange to inform the person immediately (though 

be guided by the advice of FaCS or the police); 
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 Arrange for the person against whom an allegation has been made, to have a support person 

attend the meeting. This support person must not participate in the discussions throughout the 

meeting; 

 Make accurate documentation of all conversations, and ensure all records are kept 

confidentially; 

 Offer counseling or support to the person subject to the allegation;  

 Depending on the nature of the allegation made, the person subject to the allegation may be 

suspended pending further investigation; 

 After all investigations are completed, provide the educator/carer/volunteer with verbal and 

written notification of the outcome of the investigation. 

 

RIGHTS OF ALL PARTIES  

 The decision making process throughout the investigation will be based on the safety and 

wellbeing of the child/ren and the staff/carers/carer's household members; 

 Consideration will be taken in relation to actual or potential 'conflicts of interest' that may be 

held by the investigator 

 All reportable allegations will be notified to the Ombudsman. The person, against whom the 

allegation has been made, will be notified of this and will also be notified of the investigation 

find and follow up action, including the notification to the Commission of Children and Young 

Persons, if relevant; 

 The person, against whom the allegation has been made, will be notified of any appeal 

mechanisms if they are not satisfied with the investigation process or the outcome of the 

investigation; 

 The Approved Provider, Nominated Supervisor, or other nominated person who conducts the 

investigation, will ensure that they act without bias, without delay and without conflict of 

interest; and 

 All parties can complain to the Ombudsman if they are not satisfied with the conduct of the 

investigation. 

 

Further information on the Ombudsman can be obtained by: 

Phoning: (02) 9286 1000 

Or Toll Free (outside of Sydney Metro): 1800 451 524 

Emailing: nswonbo@ombo.nsw.gov.au 

Web: www.ombo.nsw.gov.au 

 

CHILD PROTECTION REPORTING OVERVIEW 

 

 

Notification of Abuse 

 

 

 

 

When a Mandated Reporter has reasonable suspicion a child is at risk of significant harm they 

need to contact the Child Protection Helpline on: 13 21 26 (24 Hours a day 7 Days a week) 

 

 

 

 

When people have a reasonable suspicion of abuse they need to contact the Child Protection 

Helpline on 13 21 26 

 

 

 

 

http://www.ombo.nsw.gov.au/
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When children are in immediate danger of abuse contact the Police on 000 

 

Consult our child protection policy for more information. 

 

BREACH OF CHILD PROTECTION POLICY  

All educators and staff working with children have a duty of care to support and protect children. 

A duty of care is breached if a person: 

 Does something that a reasonable person in that person’s position would not do in a 

particular situation 

 Fails to do something that a reasonable person in that person’s position would do in the 

circumstances 

 Acts or fails to act in a way that causes harm to someone the person owes a duty of care. 

 

MANAGING A BREACH IN CHILD PROECTION POLICY  

Management will investigate the breaches in a fair, unbiased and supportive manner by:  

 Discussing the breach with all people concerned will be advised of the process  

 Giving the educator the opportunity to provide their version of events  

 Documenting the details of the breach, including the versions of all parties and the 

outcome will be recorded  

 Ensuring the matters in relation to the breach are kept confidential  

 Approaching an appropriate outcome which will be decided based on evidence and 

discussion 

 

OUTCOME OF A BREACH IN CHILD PROTECTION POLICY  

Depending on the nature of the breach outcomes may include:  

 Emphasising the relevant element of the child protection policy and procedure  

 Providing closer supervision  

 Further education and training  

 Facilitating between those involved in the incident (where appropriate)  

 Disciplinary procedures if required   

 Reviewing current policies and procedures and developing new policies and procedures if 

necessary. 

 

EDUCATING CHILDREN ABOUT PROTECTIVE BEHAVIOUR   
Our program will educate children  

 About acceptable and unacceptable behaviour, and what is appropriate and 

inappropriate contact at an age appropriate level and understanding   

 About their right to feel safe at all times 

 To say ‘no‘ to anything that makes them feel unsafe or uncomfortable 

 About how to use their own knowledge and understanding to feel safe. 

 To identify signs that they do not feel safe and need to be attentive and think clearly. 

 That there is no secret or story that is too horrific, that they can‘t share with someone they 

trust. 

 That educators are available for them if they have any concerns.  

 To tell educators of any suspicious activities or people. 

 To recognise and express their feelings verbally and non-verbally. 

 That they can choose to change the way they are feeling. 

 

REFERENCES: 

Australian Children’s Education and Care Quality Authority (2014) 

Council of Social Services of New South Wales 2010, Keep Them Safe: www.ncoss.org.au 

NSW Government, Department of Human Services, Community Services, Resources for Mandatory 

Reporters, accessed from; www.community.nsw.gov.au 

NSW Government Department of Premier and Cabinet, Child Wellbeing and Child Protection: NSW 

Interagency Guidelines accessed from: www.keepthemsafe.gov.au 
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Education and Care Service National Regulations 2015 

Education and Care Services National Law Act 2010. 

Child Care New South Wales 2014 

ECA Code of Ethics 

Child protection (Working with children ) Act 1998 

The Early Year’s Learning Framework 

National Quality Standard 

NSW Government – Office of the Children’s Guardian 

https://www.kidsguardian.nsw.gov.au/about-us/who-we-are/our-legislation/legislative-

changes/summary-2016 

Child Story Reporter https://reporter.childstory.nsw.gov.au/s/ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.kidsguardian.nsw.gov.au/about-us/who-we-are/our-legislation/legislative-changes/summary-2016
https://www.kidsguardian.nsw.gov.au/about-us/who-we-are/our-legislation/legislative-changes/summary-2016
https://reporter.childstory.nsw.gov.au/s/
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Greengables Children, Families and 

Staff Communication and 

Interactions Policy 
 

Family participation is an important part of making the Service a true part of the community. We 

believe in creating an environment that is welcoming and inclusive and supports a sense of 

belonging for children, families and educators. The Early Years Learning Framework (EYLF) 

identifies secure, respectful and reciprocal relationships with children as one of the principles that 

underpin practice. Within an early childhood community many different relationships are 

negotiated with and between children, educators and families. The way in which these 

relationships are established and maintained, and the way in which they remain visible impacts 

on how the early childhood community functions as a whole. Relationships directly effect how 

children form their own identity, whether or not they feel safe and supported, and ultimately, their 

sense of belonging. 

 

NQS: Quality Area 4 – Staffing Arrangements 

4.2: Educators, coordinators and staff members are respectful and ethical. 

4.2.1: Professional standards guide practice, interactions and relationships. 

4.2.2: Educators and coordinators work collaboratively and affirm, challenge, support and learn 

from each other to further develop their skills, improve practice and relationships. 

4.2.3: Interactions convey mutual respect, equity and recognition of each other’s strengths and 

skills. 

 

NQS: Quality Area 5 – Relationships with Children 

5.1.1: Interactions with each child are warm, responsive and build trusting relationships. 

5.1.2: Each child is able to engage with educators in meaningful, open interactions that support 

the acquisition of skills for life and learning. 

5.1.3: Each child is supported to feel secure, confident and included. 

5.2.1: Each child is supported to work with, learn from and help others through collaborative 

learning opportunities 

5.2.2: Each child is supported to manage their own behaviours, respond appropriately to the 

behaviours of others and communicate effectively to resolve conflicts. 

5.2.3: The dignity and the rights of every child are maintained at all times 

 

Quality Area 6 – Partnership with families and community 

6.1.1: There is an effective enrolment and orientation process for families. 

6.1.2: Families have opportunities to be involved in the service and contribute to the service 

decisions. 

6.1.3: Current information about the service is available to families. 

6.2.1: The expertise of families is recognised and they share in decision making about their child’s 

learning and wellbeing. 

6.2.2: Current information is available to families about community services and resources to 

support parenting and wellbeing. 

6.3.1: Links with the relevant community and support agencies are established and maintained. 
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6.3.2: Continuity of learning and transitions for each child are supported by sharing relevant 

information and clarifying responsibilities. 

6.3.3: Access to inclusion support and assistance is facilitated 

6.3.4: The service builds relationships and engages with their local community. 
 

 

NQS: Quality Area 7 

7.3.4: Processes are in place to ensure that all grievances and complaints are addressed, 

investigated fairly and documented in a timely manner. 

 

Education and Care Service Regulations: 

Regulation 155: Interactions with Children. 

Regulation 156: Relationships in groups. 

Regulation 157: Access for Parents. 

 

PURPOSE: 

We encourage family participation and open communication within our Service. Families are 

invited to attend parent information meetings, and assist with projects which work in collaboration 

with our open door policy.   

We aim to ensure open communication is concurrent through the enrolment and orientation 

process, policy review, feedback forms, daily program, documentation, formal and informal 

meetings, emails, Facebook comments and conversations.  

We aim to build positive relationships with children, families and educators through collaboration 

and interactions, which is reflective of the Greengables Philosophy and the Early Years learning 

Framework. Educators will encourage positive relationships between children and their peers as 

well as educators and families at the Service, ensuring children feel safe and supported. 

 

AIMS: 

Greengables recognises the parents as the first and foremost educators of their child. Effective 

communication and relationships between family members and Greengables Educators are 

considered crucial and fundamental for the child to reach their full potential. We aim to provide 

an environment where families and educators can openly and freely communicate with each 

other to allow consistency and continuity between the home and Greengables. By creating 

strong family bonds and encouraging family members to be involved in the service, we aim to 

provide the highest quality care and education that meets the needs of every child who attends 

Greengables. Positive relationships with families’ turns into a partnership as together we share a 

common goal and responsibility for reaching goals for children. We will provide regular 

information about the Service and continuous prospects for families to contribute in our 

curriculum. Community partnerships that focus on active communication, consultation and 

collaboration also contribute to children’s learning and wellbeing. 

 

GOALS: 

 To foster positive relationships between parents and staff and in turn positive relationships with 

children. 

 To foster open communication between parents and staff. 

 To foster supportive relationships between staff and children. 

 To welcome families into the centre and actively encourage their participation in 

programming, planning and policy development. 

 To develop and foster community partnerships 

 

IMPLEMENTATION 

In order to build and maintain positive and respectful relationships with children, families and 

Educators our Service will adhere to our philosophy and code of ethics to guide: 

 

Interactions with Children 
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Children need positive relationships with Educators that are trusting and responsive to their needs. 

Management and Educators will: 

 Create a welcoming and relaxed atmosphere in which children experience equitable, 

friendly and genuine interactions with all Educators 

 Use appropriate language and behaviour will be role modelled by Educators 

 Support children to be aware of their own feelings as well as the feelings of others 

 Encourage children to treat all children with respect as their friend 

 Provide children with the opportunity to explore their dispositions for learning by expressing 

themselves and their opinions  

 Assist the children to build resilience and self-assurance through positive interactions  

 Guide children’s behaviour positively  

 Respect the rights of children  

 Support children in the early childhood environments  

 Speak to children in a positive manner at all times, promoting respect, tolerance and 

empathy; this includes children using non-verbal cues 

 Engage in meaningful, open interactions that support the acquisition of skills for life and 

learning of children  

 Respect each child’s uniqueness, are attuned to and respond sensitively and appropriately 

to children’s efforts to communicate and will use the child’s own language, 

communication styles and culture to enhance their interactions 

 Listen to children and take them seriously; they will support and encourage children to use 

appropriate language in their interactions with adults and peers. Educators will extend 

upon children’s interests and ideas through questions and discussions, supported in 

observations, reflections and programming 

 Communicate with children by getting down to their level, showing respect to the child 

whilst promoting effective communication and eye contact.  

 Show empathy to children  

 Ensure that the values, beliefs and cultural practices of the child and family are considered 

and respected 

 No child is ever isolated for any reason other than illness, accident or pre-arranged 

appointment with parental consent. During this time they will be under adult supervision 

 Regularly reflect on their relationships and interactions with children and how these can be 

improved to benefit each child 

 Challenge children’s individual development 

 

Interactions with Families 

Effective communication is the key to developing and maintaining positive interactions and 

relationships with others. Educators working within or service are required to demonstrate mutual 

respect towards each other and value the contributions made by each educator. This enables 

our Service to maintain positive relations and model the type of communication they want 

children to develop. Educators also need to use positive communication with families and 

children in order to create a responsive and inclusive environment for all.  

 

PARENT COMMUNICATION: 

We plan to provide a variety of communication outlets for families of the service including: 

 Daily face to face communication on arrival and departure. 

 Via Email. 

-to contact Maria: maria@greengablesdaycare.com.au 

-to contact Amber: amber@greengablesdaycare.com.au 

-to contact Wiebke: wiebke@greengablesdaycare.com.au 

-to contact Megan: megan@greengablesdaycare.com.au 

-to contact Gessica: gessica@greengablesdaycare.com.au 

-to contact Kathy: kathy@greengablesdaycare.com.au 

 Through daily programs displayed on the parent information walls in both rooms. 

 A weekly update that is distributed to families from each room via Kinderloop. 

mailto:maria@greengablesdaycare.com.au
mailto:amber@greengablesdaycare.com.au
mailto:wiebke@greengablesdaycare.com.au
mailto:megan@greengablesdaycare.com.au
mailto:gessica@greengablesdaycare.com.au
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 Notice boards displaying important information and notes. 

 Informal and formal meetings with parents and educators. 

 Surveys and comments and suggestions are welcomed at any time by families. 

 Open door policy in regards to families coming into the service to speak with the Nominated 

Supervisor or Room Leaders. 

 Through our Facebook page, families are invited to like and/ or follow our page. 

 

Management and Educators will ensure:  

 All families are treated equitably without bias or judgement; recognising that each family is 

unique 

 Families and children are greeted upon arrival 

 Two way communication is established through leading by example and asking questions 

 Use common terminology when talking to parents regarding their child’s development 

 Never to discuss another child or family information with a parent or visitor 

 Remain sensitive to cultural differences amongst families and are to encourage families to 

share cultural aspects with the children and Educators at the Services 

 Always endeavour and seek the advice and opinion from experts with family permission, to 

help with regards to a child with additional needs or support a family through resources 

available from such support agencies as KU Inclusion Support Agency, Area Health or the 

private sector 

 Endeavour to recognise and implement a number of different ways to communicate with 

families in their preferred chosen way 

 Ensure verbal communication is always open, respectful and honest 

 Regularly reflect on parent input into the program and make changes where necessary 

that will best benefit the service and children 

 Ensure children are treated and programmed for as individuals  

 Families are aware of our open door (Please refer to Open Door Policy), unless such entry 

would pose a risk to the safety of children/educators or breach court orders regarding 

access to children. 

 Educators provide information to families regarding the content and operation of the 

educational program; in relation to their child and that a copy of the educational program 

is available for inspection at the education and care service. 

 Families have access to their child’s developmental records outlining their strengths, needs 

and interests and developmental progress against the framework.  

 A monthly menu, which accurately describes the food and beverages provided each day, 

is displayed in a place accessible to parents. 

 Families are notified of any incident, injury, trauma or illness (Please refer to the Incident, 

Injury, Trauma or Illness policy) that occurs for their child whilst at the Service. 

 The early childhood environment has an administrative space that is adequate for the 

purpose of consulting with parents and for conducting private conversations and meetings. 

 Families are notified of changes to Service policies and National Regulations.  

 The Education and Care Services National Regulations 2014 is available for parents to 

access 

 The enrolment and orientation process (Please refer to the Greengables Enrolment Process 

and Orientation Procedure) provides families with information about the philosophy, 

policies and practices of the Service. 

Nominated Supervisor will: 
 Inform families about the processes for providing feedback and making complaints. 

 Be available for families on arrival and pick up to pass on feedback and information about 

their child’s participation in the curriculum.  

 Encourage families to be involved in the curriculum, providing feedback, visiting the 

Service, bringing in items from the home environment and giving feedback on children’s 

emerging interests and needs. 
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 Endorse continuous open and direct two way communication with families, assisting them 

to feel associated with their children’s experiences, developing trust and collaboration.  

 Families are provided with a range of communication methods which will include: emails, 

verbal communication, communal signage in the Service, newsletters, Daily programs, 

Family Involvement, sign-in sheets, Notice Board and notes sent home in communication 

pockets. 

 A communication book is developed with families when required (for example: Behaviour 

guidance and inclusion support plans).  

 

Families will: 
 Provide accurate information on enrolment and medical information forms during the 

enrolment. 

 Process and notify educators when any information changes.  

 Be requested to contribute to the quality improvement progression within the Service. 

 Be invited to assist with community events and working bees held at the service or within 

the community.  

 Be invited to family events to be held periodically to help families network and develop 

friendships in the local community.  

 Families will be asked to review the centre policies, children’s goals and routines.  

 Be asked to complete ‘Special Memories’ template, which is then used in the daily 

curriculum. 

Interactions with Staff and Educators 

Greengables recognises that the way Educators interact with each other has an effect on the 

interactions they have with children and families. 

 

To maintain professionalism at all times, Educators will:  

 Preserve professional communication in order to create an effective work environment and 

to build a positive relationship with Educators, Children and Families. Communication 

amongst colleagues creates a positive atmosphere and a professional Service for families. 

Communication between staff and families ensures that important information is being 

passed on and that consistency occurs 

 Collaborate together as a team sharing room roles and responsibilities through the use of a 

roster where necessary 

 Be respectful when listening to each other’s point of view and ideas 

 Maintain effective communication to ensure that teamwork occurs 

 Use staff meetings to communicate their professional reflections and ideas for continuous 

improvement as a team 

 Attend In-service training to update and refresh individual skills and knowledge 

 Refer to the Staff Grievance Policy/Procedure if they feel a situation with another Educator 

is not being handled with professionalism, respect and quality 

 Recognise each other’s strengths and valuing the different work each does 

 Work collaboratively to reach decisions which will enhance the quality of the Education 

and care offered at the Service 

 Welcome diverse views and perspectives 

 Work together as a team and engaging in open and honest communication at all times 

 Respect each other’s positions and opinions. 

 Develop and share networks and links with other agencies 

 Resolve differences promptly and positively and using the experience to learn more 

effective methods of working together 

 

To enhance communication and teamwork, Educators will:  

 Provide new educators with relevant information about the Service and program through 

an Educator handbook, induction and daily communication  

 Maintain confidentiality  
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 Treat each team member with respect  

 Be sensitive to the feelings and needs of other team members 

 Provide constructive feedback to each other 

 Trust each other 

 Value the role and contribution of each educator 

 Provide opportunities for all educators to have input and evaluate the program 

 Appreciate and utilise educator skills and interests 

 Provide support and assistance to each other 

 Share responsibilities 

 Have a flexible attitude towards team roles and responsibilities 

 Greet each other by name  

 Show genuine interest in the other person by using active and reflective listening 

 Communicate ideas and opinions clearly and professionally 

 Use a communication book or daily diary to pass on messages and record relevant 

information 

 Hold regular educator meetings 

 Use appropriate conflict resolution techniques to solve problems 

 Ensure policies and procedures are up to date regarding communication, expected 

behaviour and grievances 

 Opportunities for professional development 

 

PARENT AND FAMILY INVOLVEMENT AT GREENGABLES: 

 Families will be warmly welcomed to the centre by management and staff at any time 

unless there is reasonable belief this will directly contravene a court order. 

 Staff will provide opportunities for families to engage in the centre’s daily experiences. 

 Staff will encourage family participation within the centre on formal and informal 

occasions. 

 Families will be encouraged to participate in developing and reviewing centre policies. 

 Families are given the opportunity to discuss their issues and concerns with staff and 

management. 

 Family’s needs are taken into account when programming and planning for the day, with 

families welcome to contribute and assist staff with this. 

 

FAMILY SUPPORT: 

For families who are experiencing difficult situations or for those who are seeking assistance from 

Greengables, we have an extensive parent library and can offer recommendations for support and 

assistance where possible. We have a list of local community services within the area for families to 

take advantage of. 

 

COMMENTS AND SUGGESTIONS: 

Greengables welcomes comments and suggestions from staff and families regarding the centre, 

educational program, policies and general day to day running of the centre. Comments and 

suggestions are welcome in writing via email or verbally. Alternatively appointments can be made 

with the relevant staff members in order to discuss comments or suggestions.  

Staff members are to take comments/ suggestions, (Either verbally or written), to the team leader 

who in turn will take it to the Director, who will take it to management it necessary. All comments/ 

suggestions will be discussed and worked through. 

 

REFERENCES: 

Australian Children’s Education and Care Quality Authority 

Education and Care Service National Regulations 2015 

Family Assistance Legislation Amendment (Child Care) Act 2009 

ECA Code of Ethics 

Guide to the National Quality Standards 

The Early Years Learning Framework for Australia: Belonging, Being and Becoming 2009 
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Family Grievance Policy 
 

Feedback from families, educators, staff and the wider community is fundamental in creating an 

evolving service working towards the highest standard of care.   

 

It is foreseeable that feedback will include divergent views, which may result in complaints. This 

Policy details Greengables procedures for receiving and managing informal and formal 

complaints. Parents can lodge a grievance with management with the understanding that it will 

be managed conscientiously and confidentially.  

 

NQS: Quality Area 6- Partnership with Families and Communities 

6.1: Supportive relationships with families- Respectful relationships with families are developed and 

maintained and families are supported in their parenting role 

6.1.2: Parent views ae respected- The expertise, culture, values and beliefs of families are 

respected and families share in decision-making about their child’s learning and wellbeing. 

6.2: Collaborative partnerships- Collaborative partnerships enhance children’s inclusion, learning 

and wellbeing. 

 

Quality Area 7- Leadership and Management 

7.1.2: Management Systems- Systems are in place to manage risk and enable the effective 

management and operation of a quality Service 

7.2.1: Continuous Improvement- There is an effective self-assessment and quality improvement 

process in place. 

 

Education and Care Services National Regulations 

Regulation 168: Education and care service must have policies and procedure 

Regulation 173: Prescribed information to be displayed 

Regulation 176: Time to notify certain information to Regulatory Authority 

 

RELATED POLICIES  

Code of Conduct Policy  

Privacy and Confidentiality Policy  

Family Communication Policy  

Interactions with Children, Family and Staff 

Policy  

Respect for Children Policy  

Student and Volunteer Workers Policy  

Responsible Person Policy  

Grievance Policy (General) 

 

PURPOSE 

We aim to investigate all complaints and grievances with a high standard of equity and fairness. 

We will ensure that all persons making a complaint are guided by the following policy values: 

 Procedural fairness and natural justice  

 Code of ethics and conduct  

 Culture free from discrimination and 

harassment  

 Transparent policies and procedures  

 Opportunities for further investigation 

 Adhering to our Service philosophy  
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Procedural fairness and natural justice 

Greengables believes in procedural fairness and natural justice that govern the strategies and 

practices, which include: 

 The right to be heard fairly 

 The right to an unbiased decision made by an objective decision maker 

 The right to have the decision based on relevant evidence. 

 

IMPLEMENTATION 

Grievances can transpire in any workplace. Handling them appropriately is imperative for 

sustaining a safe, healthy, harmonious and productive work environment. The Grievance Policy 

ensures that all persons are presented with procedures that:  

 Value the opportunity to be heard 

 Promote conflict resolution 

 Encourage the development of harmonious partnerships  

 Ensure that conflicts and grievances are mediated fairly 

 Are transparent and equitable. 

 

Definitions  

Complaint: An issue of a negligible nature that can be resolved within 24 hours, and does not 

require a comprehensive investigation. Complaints include a manifestation of discontentment, 

such as poor service, and any verbal or written complaint directly related to the Service (including 

general and notifiable complaints). Complaints do not include staff, industrial or employment 

matters, occupational health and safety matters (except associated with the safety of children).  

 

Complaints and Grievances Register: Records information about complaints and grievances 

received at the Service, along with the outcomes. This register must be kept in a secure file, 

accessible only to educators and Department of Early Childhood Education and Care. The 

register can provide valuable information to the Approved Provider and Nominated Supervisor of 

the service to ensure children and family’s needs are being met.   

 

Grievance: A grievance is a formal statement of complaint that cannot be addressed 

immediately and involves matters of a more serious nature. For example: If the service is in breach 

of a regulation causing injury or possible harm to a child.  

 

Mediator: A person who attempts to make people involved in a conflict come to an agreement.  

 

Mediation: An attempt to bring about a peaceful settlement or compromise between disputants 

through the objective intervention of a neutral party. 

 

Notifiable complaint: A complaint that alleges a breach of the Regulation and Law, National 

Quality Standards or alleges that the health, safety or wellbeing of a child at the service may 

have been compromised.  Any complaint of this nature must be reported by the Approved 

Provider or Nominated Supervisor to the Department of Early Childhood Education and Care 

within 24 hours of the complaint being made – (Section 174[2] [b], Regulation 176[2][b]). 

 If the Director is unsure whether the matter is a notifiable complaint, it is good practice to contact 

The Department of Early Childhood Education and Care for confirmation. Written reports must 

include:  

- Details of the event or incident  

- The name of the person who initially made the complaint 

- If appropriate, the name of the child concerned and the condition of the child, including a 

medical or incident report (where relevant) 

- Contact details of a nominated member of the Grievances Subcommittee 

- Any other relevant information 
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Written notification of complaints must be submitted using the appropriate forms, which can be 

found on the ACECQA website: www.acecqa.gov.au and logged using NQA ITS (National Quality 

Agenda IT System). 

 

Serious incident: An incident resulting in the death of a child, or an injury, trauma or illness for 

which the attention of a registered medical practitioner, emergency services or hospital is sought 

or should have been sought. This also includes an incident in which a child appears to be missing, 

cannot be accounted for, is removed from the Service in contravention of the Regulations or is 

mistakenly locked in/out of the Service premises (Regulation 12).  

A serious incident should be documented in an Incident, Injury, Trauma and Illness Record (sample 

form available on the ACECQA website) as soon as possible and within 24 hours of the incident. 

The Regulatory Authority must be notified within 24 hours of a serious incident occurring at the 

Service (Regulation 176(2)(a)). Records are required to be retained for the periods specified in 

Regulation 183. 

 

Privacy and Confidentiality  

 Management and Educators will adhere to our Privacy and Confidentiality Policy when 

dealing with grievances. However, if a grievance involves a staff member or child 

protection issues, a government agency may need to be informed. 

 

Conflict of Interest  

It is important for the complainant to feel confident in:  

 Being heard fairly 

 An unbiased decision making process 

 

Should a conflict of interest arise during a grievance or complaints that involve the Approved 

Provider, Nominated Supervisor or other Management will be nominated as an alternative 

mediator.  

 

Greengables may also engage the resources of an Independent Conflict Resolution Service to 

assist with the mediation of a dispute. We will ensure that throughout the conflict resolution 

process the services Code of Conduct must be adhered to. 

 

The Approved Provider/ Nominated Supervisor will: 
 Treat all grievances seriously and as a priority  

 Ensure grievances remain confidential 

 Ensure grievances reflect procedural fairness and natural justice  

 Discuss the issue with the complainant within 24 hours of receiving the verbal or written 

complaint 

 Investigate and document the grievance fairly and impartially. This will consist of: 

- Reviewing the circumstances and facts of the complaint (or breach) and inviting all 

affected parties to provide information where appropriate and pertinent. 

- Discussing the nature of the complaint (or breach) and giving an educator, staff member, 

volunteer or visitor an opportunity to respond.  

- Permitting them to have a support person present during the consultation (for example: 

Union Representative, however this does not include a lawyer acting in a professional 

capacity)  

- Providing the employee with a clear written statement outlining the outcome of the 

investigation. 

 Advise the complainant and all affected parties of the outcome within 7 working days of 

receiving the verbal or written complaint.  

- Management will provide a written response outlining the outcome and provide a copy to 

all parties involved.  

- If a written agreement about the resolution of the complaint is prepared, all parties will 

ensure the outcomes accurately reflect the resolution.  

http://www.acecqa.gov.au/
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 Should management decide not to proceed with the investigation after initial enquiries, a 

written notification outlining the reasoning will be provided to the complainant.  

 Keep appropriate records of the investigation and outcome, and store those records in 

accordance with our Privacy and Confidentiality Policy and Record Keeping and Retention 

Policy.  

 Monitor ongoing behaviour and provide support as required. 

 Ensure the parties are protected from victimisation and bullying. 

 Request feedback on the grievance process using a feedback form.  

 Track complaints to identify recurring issues within the Service. 

 Notify the Department of Education and Communities within 24 hours if a complaint alleges 

the safety, health or wellbeing of a child is being compromised. 

 

Families will: 

 Be informed of our duty of care to ensure that all persons are provided with a high level of 

equity and fairness in relation to grievances and complaints management and procedures. 

The grievance procedure for families ensures fair opportunity for all stakeholders to be 

heard and promotes effective conflict resolution within our Service. 

 Attempt to discuss their grievances with the relevant Educator associated with a particular 

child and/or family. 

 Communicate (preferably in writing) any concerns they may have. 

 Raise any unresolved concerns with the Approved Provider or Nominated Supervisor.  

 Maintain confidentiality at all times.  

 

 The Educators will: 

 Listen to the family’s view of what has happened.  

 Clarify and confirm the grievance, documenting all the facts prior to the investigation. 

 Encourage and support the family to seek a balanced understanding of the issue. 

 Discuss possible resolutions available to the family. These would include external support 

options. 

 Stimulate, encourage, and assist the family to determine a preferred way of solving the 

issue. 

 Record the meeting, confirming the details with the family at the end of the meeting.  

 Maintain confidentiality at all times. 

 

If the grievance cannot be resolved, it is to be referred to the Nominated Supervisor who will 

investigate further: 

 If appropriate, collect relevant written evidence. This evidence will be treated in strict 

confidence 

 Ensure evidence is kept in a secure and confidential place. 

 Involve the Approved Provider or Licensee in the conflict resolution if necessary.   

 Should it be necessary to interview relevant people concerning the grievance, their 

involvement should be kept to the minimum necessary to establish the facts. 

 They must also be made aware that the matter is to be kept confidential. 

  

Should the grievance be lodged against another person(s), these person(s) will be interviewed 

separately and impartially. Individuals must be given the opportunity to respond fully to the 

allegations and may have another person present, as a support person, if they wish. If after 

investigation, it is concluded that the grievance is substantiated: 

 Both parties will be told of the decision and the reason for it.  

 Immediate and appropriate steps will be taken to prevent the grievance from recurring. 

 If after investigation, it is concluded that the grievance is not substantiated both parties will 

be told of the decision and the reason.  

 The family will be informed that if they are not satisfied with any decision relating to the 

grievance procedure that they should consult with an external body for further advice such 

as the Department of Education and Communities.  
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 If the grievance is of a serious nature, the Nominated Supervisor is responsible to inform the 

Department of Education and Communities. 

 

Evaluation 

To ensure complaints and grievances are handled appropriately, the Nominated Supervisor will  

 Evaluate each individual complaint and grievance as recorded in the Complaints and 

Grievance Register to assess the satisfaction resolution that has been achieved.   

 Review the effectives of the service policy and procedures to ensure all complaints and 

grievances have been handled fairly and professionally.  

 Consider Feedback from Staff, Educators and Families regarding the policy and procedure. 

 

Source 

Education and Care Services National Regulation  

National Quality Standard 

ACECQA 

Human Rights and Equal Opportunities Commission  

Revised National Quality Standard 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



76 
 

 

 

Arrival and Collection of Children 

from Greengables 
To maintain the wishes of families as per their preferences submitted into the enrolment form. 

[Families who are separated cannot deny another parent access to the child at the Service unless 

there is a court order in place.  

 

NQS: Quality Area 2 

2.1.1: Wellbeing and comfort- Each child’s wellbeing and comfort is provided for, including 

appropriate opportunities to meet each child’s needs for sleep, rest and relaxation 

2.2: Safety- Each child is protected 

2.2.1: Supervision- At all times, reasonable precautions and adequate supervision ensure children 

are protected from harm and hazard 

2.2.2: Incident and emergency management- Plans to effectively manage incidents and 

emergencies are developed in consultation with relevant authorities, practiced and 

implemented. 

2.2.3: Child protection- Management, educators and staff are aware of their roles and 

responsibilities to identify and respond to every child at risk of abuse or neglect 

 

Education and Care Service Regulations: 

Regulation 99: Delivery and collection of children. 

 

Related Policies 

Enrolment and Orientation Policy 

 

AIMS: 

We aim to ensure the protection and safety of children, staff members and families accessing the 

Service. Educators and Staff will only release children to an authorised person verified on the 

individual child’s enrolment form. The daily sign in and out register will be used to determine who is 

present at the Service in case of emergencies.  

 To ensure only authorised people have access to and collect children from the Centre. 

 To ensure the safety and wellbeing of the children, staff members and families accessing 

Greengables at all times. 

 The daily sign in and out sheets will be used to determine who is present at the Service in case 

of emergencies. 

 

IMPLEMETATION: 

Guidelines for delivery and collection of children are put in place to ensure the safety and 

wellbeing of each individual child. 

 

FOR THE NOMINATED SUPERVISOR: 

 To greet all strangers and establish their reason for being at the Centre. If it has been requested 

that they leave and they do not, notify Maroubra Police (ph. 9349 9299). 

 To have parents complete the enrolment form, and check it is done so. 

 To explain the importance of authorised pick-ups and the need to notify staff if the usual pick 

up will not be in. 

 To explain the need for authorised pick-ups to produce identification. 
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 To check the enrolment forms for prohibited access and pick-ups and ask parents to provide 

court orders where necessary. 

 To ensure parents are given a Centre handbook and asked to read it. 

 To ensure that parents have access to their children at all times, unless there is a court order to 

the contrary. 

 To ensure parents and caregivers have a partnership of care. 

 To ensure all authorised pick-ups are kept up to date. It is our policy that we do not allow 

anyone under the age of eighteen to collect children. 

 All children need to be signed in by the person responsible for verifying the accuracy of the 

record. This will include the time and parent signature. Parent’s also needed to advise staff 

who will be collecting the child/children.  

 

FOR PARENTS: 

 To complete the enrolment form listing authorised people for collection other than a parent. 

 To notify authorised people that they will be required to produce identification to staff and this 

may be copied and placed on children’s individual files. 

 To list on the enrolment form anyone who is prohibited from having contact with or collecting 

the child and providing custody orders. 

 To keep staff up to date about who can and cannot have contact with or collect the child, 

ensuring parental permission is given and circumstances remain confidential. 

 In case of a separated family, either biological parent is able to add a contact in writing unless 

a court order is provided to the Director stating that one parent has sole custody and 

responsibility. 

 To notify Centre staff in person or via email when an authorised person other than the usual 

pick up will be collecting the child. 

 To email or give staff a written letter, signed and dated, when someone additional to those 

authorised will be collecting the child. 

 To take their child/children to a staff member on arrival and to sign the child/children into the 

sign in sheets. 

 To sign their child/children out of an afternoon, stating the time and your signature. 

 To read the Centre handbook. 

 Not to be under the influence of drugs or alcohol. If educators feel that the person is unfit to 

take responsibility of the child Educators will: 

-Discuss their concerns with the person, if possible without the child being present 

-Suggest they contact another parent or authorised nominee to collect the child. 

-Educators will inform the police of the circumstances, the person’s name and vehicle 

registration if the person insists on taking the child but must consider their obligations under the 

relevant child protection laws. 

 Children are to be sighted by an educator before the parent or person responsible for the 

child leaves. This ensures that the educator is aware that your child has arrived and is in the 

building. 

 A child’s medication needs or any other information should be passed on to one of your 

child’s educators by the person delivering the child. 

 In the case of an emergency, the parent responsible for collecting the child may telephone 

the service and arrange an alternative person to pick up the child. A second staff member will 

witness the phone call. This contact will then need to be authorised in writing to the service. 

 Parents are requested to arrive to collect their child/children by 5:30. When child/children are 

collected after 5:30 the late fee will come into effect. If you know you are going to be late, 

please notify the Service and make arrangements for someone else to collect your child.  

 

FOR EDUCATORS: 

 To receive each child on arrival. In order for children to feel safe and secure, it is important that 

children and families are greeted upon arrival by a member of staff and have the chance to 

say goodbye to the person delivering them. Saying good buy helps to build trust. Leaving 

without saying goodbye could cause the child to think they have been left behind. 
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 To write in the daily diary when notified of an authorised pick up. 

 To check the pick-up is authorised on the enrolment form, if not, to have the parent put it in 

writing before pick up. 

 To call the parent if an authorised person has arrived for pick up and the Centre has not been 

notified. 

 To check the daily diary for any pick up authorities. 

 To request identification when unfamiliar with the pick-up, and check they are an authorised 

pick up. Ask the Authorised pickup to take a photocopy of their ID to place on child’s file. 

 To establish why a stranger has entered the Centre. 

 To notify Director and/or Centres owners and child’s parent, and call Maroubra Police (ph. 

9349 9299) when a stranger or unauthorised person attempts to access a child after staff have 

explained they are not authorised. 

 To notify Director and/or Centre owners and call Maroubra Police (ph. 9349 9299) if a 

suspicious person is remaining in the area of the Centre. 

 Upon closure of the centre, staff members are to complete the end of day check ensuring all 

children have left the premises and each room and outdoor area is free of children. 

 Sign in sheets are to be used in case of an emergency to account for all children.  

 If there is still children present at the service upon closing, two staff members must be present 

until the child/children are collected. 

 

VISITORS 

To ensure we can meet Work Health and Safety requirements and ensure the safety of our 

children, individuals visiting our service must sign in when they arrive to the service and sign out 

when they leave. It is a requirement of the National Regulations that Visitors are not left alone with 

children at any time. 

 

LATE COLLECTION OF CHILDREN 

 If there are children still present at the Service upon closing, it is best practice to ensure a 

minimum of two Educators are present.  

 It is unacceptable to pick children up late from the service. “Please remember that our 

Educators have families to go home to and their own children to collect by a designated 

time.   A late fee of $5 per minute will be charged for children not picked up by 5:30pm.  

 If you know that you are going to be late, please notify the Service and make 

arrangements for someone else to collect your child.  

 If you have not arrived by 5:31 you will be contacted. If we are unable to contact you and 

your child has not been collected, we will call alternative contacts as listed on your 

enrolment form to organise the collection of your child by one of them”. 

 Due to licensing and insurance purposes, if 30 minutes from the first phone call neither you 

nor any of your authorised contacts are available or contactable, the police will be 

contacted to collect your child from the service.  

 A sign will be displayed at the Service notifying you of your child’s whereabouts. If this 

occurs we will be obligated to contact Family and Community Services and inform them of 

the situation. 

 

REFERENCES: 

Australian Children’s Education & Care Quality Authority 

Education and Care Service Regulations 2011 

ECA Code of Ethics 

Guide to the National Quality Standards 

Australian Children’s Education and Care Quality Authority 2014 

Revised National Quality Standard 
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Greengables Parking Policy 
INTRODUCTION: 

Greengables is committed to the health and safety of all families, staff and children using the 

service. Greengables has several parking options for families and staff as they drop off and pick 

up their children. Greengables has three car spaces on site for staff parking, a 30 minute council 

signed parking area directly outside the premises on Houston Road and various other parking 

options from one hour to all day parking along Houston Road and the surrounding streets. This 

policy outlines the specific design of each of the parking arrangements to ensure optimal health 

and safety for users of Greengables. 

 

GOALS: 

Greengables provides parking to families and staff to: 

 Ensure the availability of parking for families and staff using the service. 

 Ensure there are safe and convenient pedestrian and vehicle access to the service. 

 Ensure adequate provision for onsite parking and drop off areas. 

 Promote environmentally sustainable methods on which to travel to work. 

 

LOCATIONS OF PARKING SPACES: 

Houston Road:  

Directly out the front of Greengables is a thirty minute drop off zone signed by council. Vehicles 

parked in this area must park rear to curb at a 90 angle from the road. Parking is limited to thirty 

minutes and vehicles may be fined by council for staying longer. 

Directly to the left of this parking when approaching Houston Road from the road is a two hour 

council signed parking area. Vehicles parking here must park rear to curb at a 90 angle from the 

road. The maximum stay in this area is two hours. 

Directly across the road from Greengables is a one hour parking zone signed by council. Vehicles 

must park parallel to the curb with a maximum stay of one hour. Parking across the road from 

Greengables is not encouraged as there is no pedestrian crossing however we ask that if you do 

park across the road that you exercise extreme caution and road safety when crossing the busy 

street. 

To the right of Greengables when approaching from the road in Houston Road is all day parking. 

Vehicles must park rear to curb at a 90 angle from the road. If a family is wanting to park for 

longer than two hours, it is encouraged they park the car in this area to avoid a parking 

infringement. 

 

Houston Lane:  

To the rear of the service in Houston Lane, there are three onsite car spaces available for staff 

parking (Please follow the diagram below). Vehicles parking in these spaces must reverse into one 

of the three spaces. It is advised that whilst stationary in this car park for long periods of time that 

your car engine be turned off. 

In addition to the three staff car spaces, there is space in front of the cars for two cars to park 

parallel to the road within Greengables property. Families are encouraged to park in this space 

for short periods of no more than fifteen minutes. Cars of families are not to be left in these spaces 

all day as they may be blocking access to staff cars or car spaces. Staff cars are recognisable by 

the Greengables staff sign located on the dashboard indicating they can be parked in. 
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Houston Lane also has limited all day parallel parking within the designated areas by council. 

Various other surrounding streets also have parking available however it is advised you check the 

parking signs before leaving your car for extended periods of time. 

 

 

 
 

SAFETY AROUND CARS: 

Greengables advises all parents to observe the road safety policy 

when around the cars especially when entering and leaving the 

premises. When using the parking spaces onsite, please ensure you 

hold your child’s hand at all times and are aware of cars entering and 

leaving car spaces. As most car spaces are reverse parking, please 

ensure extra supervision when near the roads or cars.  

 

GENERAL RULES WHEN PARKING: 

Please be considerate of others parents, families, neighbours and staff 

when parking. Observe all time limits on parking restrictions and understand that failure to comply 

with council regulations may result in an infringement. When parking, please do not leave your 

children alone in the car at any time. This is against the law and doing so may result in a fine or 

infringement by the council and/or police. Please understand that the three onsite parking spaces 

are designed for staff and the spaces in front of the cars are for quick pick up and drop off of 

children only. 

 

ENVIRONMENTAL IMPACT: 

Greengables has a number of accessible options to arrive and depart from Greengables. 

Families, children and staff are able to bike to work along designated bike lanes in the surrounding 

streets. Families and staff who live close by are encouraged to walk to the service when weather 

permits and there are several bus stops located on ANZAC Parade and the surrounding streets 

with various locations. 

 

Please ensure that you are parking appropriately to both ensure the health and safety of 

yourselves and your children and to avoid infringements from council. 
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Incident, Injury, Illness and Trauma 

Management Policy 
In early childhood illness and disease spreads easily from one child to another, even when 

implementing the recommended hygiene and infection control practices. When groups of 

children play together and are in new surroundings accidents and illnesses may occur. Our 

Service is committed to preventing illness and reducing the likelihood of accidents through its risk 

management and effective hygiene practices. 

 

NQS: Quality Area 2 

2.3: Each child is protected 

2.3.1: Children are adequately supervised at all times 

2.3.2: Every reasonable precaution is taken to protect Children from harm and any hazard likely to 

cause injury 

2.3.3: Plans to effectively manage incidents and emergencies are developed in consultation with 

relevant authorities, practised and implemented. 

 

Education and Care Service Regulations: 

Regulation 12: Meaning of serious incident. 

Regulation 77: Health, hygiene and safe food practices. 

Regulation 85: Incident, injury, trauma and illness policies and procedures. 

Regulation 86: Notification to parents of incident, injury, trauma and illness. 

Regulation 87: Incident, injury, trauma and illness record. 

Regulation 88: Infectious diseases. 

Regulation 89: First Aid Kits 

Regulation 90: Medical conditions policy. 

Regulation 97: Emergency and evacuation procedures. 

Regulation 161: Authorisations to be kept in enrolment record. 

Regulation 162: Health information to be kept in enrolment record. 

Regulation 168: Education and care service must have policies and procedures. 

Regulation 174: Prescribed information to be notified to the Regulatory Authority. 

Regulation 176: Time to notify certain information to Regulatory Authority. 

 

PURPOSE: 

Educators have a duty of care to respond to and manage illnesses, accidents & trauma that 

occur at the Service to ensure the safety and wellbeing of children, educators and visitors. This 

policy will guide educators to manage illness and prevent injury and the spread of infectious 

diseases.  

 

AIMS: 

 To promote a safe environment. 

 To reassure the ill or injured child or adult. 

 To reduce the spread of infectious diseases at the centre. 

 To prevent the injury from being or getting worse by applying appropriate first aid procedures. 

 To ensure the health and wellbeing of children, staff members and parents. 

 To help promote recovery. 

 To ensure that all incidents, injuries, illnesses and traumas are documented so as to ensure the 

safety of the children, staff members and parents. 
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IMPLEMENTATION 

We have a duty of care to ensure that all children, educators, carers, families, management, 

volunteers and visitors are provided with a high level of protection during the hours of the service’s 

operation. Infections are by far the most common cause of fever in children. In general, a fever is 

nature’s response to infection, and can actually help the body fight infection. 

 

IDENTIFYING SIGNS AND SYPTOMS OF ILLNESS 

Early Childhood Educators and Management are not doctors and are unable to diagnose an 

illness of infectious disease. To ensure the symptoms are not infectious and minimise the spread of 

an infection medical advice is required to ensure a safe and healthy environment. 

Symptoms indicating illness may include:  

Behaviour that is unusual for the individual 

child 

High Temperature or Fevers  

Loose bowels 

Faeces with grey, pale or contains blood  

Vomiting 

Discharge from the eye or ear 

Skin that display rashes, blisters, spots, 

crusty or weeping sores 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Loss of appetite 

Dark urine 

Headaches 

Stiff muscles or joint pain 

Continuous scratching of scalp or skin  

Difficult in swallowing or complaining of a 

sore throat 

Persistent, prolonged or severe coughing  

Difficulty breathing
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PROCEDURE FOR RECORDING, INCIDENTS, INJURIES AND TRAUMAS: 

It is unavoidable!  Accidents DO occur.  Both children and adults alike are prone to injury, some 

people more than others.  An accident occurs in just seconds, sometimes that is why we cannot 

do anything to avoid a particular incident.  No matter how careful and safety-conscious we are, 

there will be times when emergencies occur.  However, if we are prepared for such emergencies 

we will be better in control. 

 

The Approved Provider or Nominated Supervisor will ensure that a parent of a child is notified as 

soon as practicably possible and without undue delay. Parents will be notified no later than 24 

hours of the injury, illness or trauma. An Incident, Injury, Trauma and Illness Form will be completed 

without delay on Kinderloop. This will automatically be sent to the primary caregivers to be signed.  

 

First aid kits will be easily recognised and readily available where children are present at the 

service including in the Caterpillar and Chrysalis room, Butterfly Room and Office. They will be 

suitably equipped having regard to the hazards at the service, past and potential injuries and size 

and location of the service.  We will ensure first aid, anaphylaxis management training and 

asthma management training is current and updated at least every 3 years, and that all 

components of the first aid certificate are current if some require an earlier revision. First aid officer 

information is available in each room in the centre. 

 

HERE ARE THE GUIDELINES THAT ARE TO BE FOLLOWED IN CASE OF AN EMERGENCY: 

 In the event of an emergency, staff need to KEEP CALM, FOLLOW EMERGENCY PROCEDURE 

AND ACT QUICKLY. 

 If an accident occurs remain calm and reassure the child or adult. 

 Staff member trained for first aid is to take over and give the necessary first aid treatment. 

 Other children to be removed from area. 

 Staff ratios to be maintained. 

 If injury is severe another staff member will call the ambulance.  Make sure all necessary 

information is given. (Please refer to the Emergency Information located next to telephones) 

 In the event of an emergency, the DRSABCD Action Plan from St John’s Ambulance Australia 

will be implemented. 

 Contact parent, guardian, or family doctor (for medical history) if parent is not reachable IF 

INJURY IS SEVERE.  Give all information slowly and clearly.  Stay calm, do not panic. 

 All details of incident/injury/trauma are to be entered in the Accident Form on Kinderloop. 

Once completed this will need to be signed by an administrator to be released to the child’s 

family. Once the family has signed the Accident form it will be returned and require an 

administrator signature. At this point the Accident form will be printed off and placed in the 

child’s file. 

 If a child is to be transported to hospital and a staff member is to accompany that child, be 

sure to take the child's information, a mobile phone, petty cash money and identification. Staff 

will need to come back to the Centre. 

 If a limb has been amputated, staff need to place it into a plastic bag, pack the plastic bag 

into ice and store in a container to be taken to the hospital. 

 An oral explanation of the accident is to be given to the parents on collection of the child, and 

the Accident, Injury, Trauma and Incident report form is to be read by the parent and signed 

by them. This form is not to leave the Centre (ensure parent receives a copy). 

 

INCIDENT, INJURY AND TRAUMA REPORT FORM: 

This form is to be filled as soon as possible after the accident. 

This form includes: 

 Child's name  

 Location of event. 

 Detail of event. 

 Nature of injuries 
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 Location 

 Witnesses 

 First Aid procedures 

 First Aid administrated by 

 Nominated Supervisor on Duty 

 Follow up action 

 Full oral explanation is to be given to the parent on collection of child and they are required to 

sign the accident form and receive a copy within 24 hours of the event via their child’s 

Kinderloop account. 

 

NOTIFYING THE REGULATORY AUTHORITY: 

Regulations require the Approved Provider or Nominated Supervisor to notify Regulatory 

Authorities within 24 hours of any serious incident at the Service. The definition of serious incidents 

that must be notified to the regulatory author is: 

a) The death of a child: 

(i) While being educated and cared for by an Education and Care Service or 

(ii) Following an incident while being educated and cared for by an Education and Care 

Service. 

(b) Any incident involving serious injury or trauma to, or illness of, a child while being educated 

and cared for by an Education and Care Service, which: 

(i) A reasonable person would consider required urgent medical attention from a registered 

medical practitioner or 

(ii) For which the child attended, or ought reasonably to have attended, a hospital. For 

example: whooping cough, broken limb and anaphylaxis reaction 

(c) Any incident where the attendance of emergency services at the Education and Care Service 

premises was sought, or ought reasonably to have been sought 

(d) Any circumstance where a child being educated and cared for by an Education and Care 

Service 

(i) Appears to be missing or cannot be accounted for or 

(ii) Appears to have been taken or removed from the Education and Care Service premises 

in a manner that contravenes these regulations or 

(iii) Is mistakenly locked in or locked out of the Education and Care Service premises or any 

part of the premises. 

A serious incident should be documented in an Incident, Injury, Trauma and Illness Record as soon 

as possible and within 24 hours of the incident. 

Trauma defines the impact of an event or a series of events during which a child feels helpless 

and pushed beyond their ability to cope. There are a range of different events that might be 

traumatic to a child, including accidents, injuries, serious illness, natural disasters, war, terrorist 

attacks, assault, and threats of violence, domestic violence, neglect or abuse. Parental or cultural 

trauma can also have a traumatising influence on children. This definition firmly places trauma into 

a developmental context. 

‘Trauma changes the way children understand their world, the people in it and where they 

belong.’ [Australian Childhood Foundation 2010] Making space for learning: Trauma informed 

practice in schools.  

Trauma can disrupt the relationships a child has with their parents, educators and staff who care 

for them. It can transform children’s language skills, physical and social development and the 

ability to manage their emotions and behaviour. 
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Behavioural Response in Babies and Toddlers who have experienced trauma may include: 

 Avoidance of eye contact 

 Loss of physical skills such as rolling over, sitting, crawling and walking 

 Fear of going to sleep, especially when alone 

 Nightmares 

 Loss of appetite 

 Making very few sounds 

 Increased crying and general distress 

 Unusual aggression 

 Constantly on the move with no quiet times 

 Sensitivity to noises. 

 

Behavioural responses for Pre-School aged children who have experiences trauma may include: 

 New or increased clingy behaviour such as constantly following a parent, carer or staff around 

 Anxiety when separated from parents or carers 

 New problems with skills like sleeping, eating, going to the toilet and paying attention 

 Shutting down and withdrawing from everyday experiences 

 Difficulties enjoying activities 

 Being more jumpy or easily frightened 

 Physical complaints with no known cause such as stomach pains and headaches 

 Blaming themselves and thinking the trauma was their fault. 

 

Children who have experienced traumatic events often need help to adjust into the way they are 

feeling. When parents, Educators and staff take the time to listen, talk and play they may find 

children start to tell or show how they are feeling. Providing children with time and space lets them 

know you are available and care about them. 

It is important for Educators to be patient when dealing with a child who has experienced a 

traumatic event. It takes time to understand how to respond to a child’s needs and often their 

behaviour before parents, educators and staff work out the best ways to support a child. It is 

imperative to evoke a child’s behaviour may be a response to the traumatic event rather than 

just ‘naughty’ or ‘difficult’ behaviour. It is common for a child to provisionally go backwards in their 

behaviour or become ‘clingy’ and dependent. This is one of the ways children try to manage their 

experiences.  

 

Educators can assist children dealing with trauma by: 

 Observing the behaviours and feelings of a child and the ways you have responded and what 

was most helpful in case of future difficulties.  

 Creating a ‘relaxation’ space with familiar and comforting toys and objects children can use 

when they are having a difficult time. 

 Having quiet time such as reading a story about feelings together. 

 Trying different types of play that focus on expressing feelings (e.g. drawing, playing with play 

dough, dress-ups and physical games such as trampolines). 

 Helping children understand their feelings by using reflecting statements (e.g. ‘you look 

sad/angry right now, I wonder if you need some help?’). 

 

There are a number of ways for parents, Educators and staff to reduce their own stress and 

maintain awareness so they continue to be effective when offering support to children who have 

experienced traumatic events. 
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Strategies to assist Families, Educators and Staff may include: 

 Taking time to calm yourself when you have a strong emotional response. This may mean 

walking away from a situation for a few minutes or handing over to another carer or staff 

member if possible.  

 Planning ahead with a range of possibilities in case difficult situations occur.    

 Remembering to find ways to look after yourself, even if it is hard to find time or you feel other 

things are more important. Taking time out helps adults be more available to children when 

they need support.    

 Using supports available to you within your relationships (e.g., family, friends, colleagues). 

 Identifying a supportive person to talk to about your experiences. This might be your family 

doctor or another health professional. 

 

Living or working with traumatised children can be demanding - be aware of your own responses 

and seek support from management when required. 

 

FIRST AID PROCEDURE FOR SPECIFIC INCIDENTS, INJURIES OR TRAUMAS: 

Greengables staff members are to follow the management of incidents, injuries or traumas as 

delivered in their first aid training. Management fact sheets outline these procedures as 

recommended by St John’s Ambulance Australia. If a child has a specific action plan for an 

ongoing medical condition, their individual action plan must be followed (Please refer to medical 

conditions policy). 

 

Management fact sheets are available and included at the back of this policy for the following 

specific incidents, injuries or traumas, asthma attacks, bites and stings, burns and scalds, choking 

(adult or child), DRSABCD action plan, electric shock, eye injuries, fractures and dislocations, heart 

attacks, poisoning, infantile convulsions, head-induced conditions, severe bleeding, severe 

allergic reactions (anaphylaxis), spinal injuries, spider bites, shock, sprains and strains, stroke and 

more. 

 

PROCEDURE FOR RECORDING ILLNESS AT THE CENTRE 

If a child falls ill whilst at the centre, the illness guidelines will need to be followed. 

1. Observe the circumstances of the child becoming ill. 

2. Recognise the symptoms evident and treat appropriately. 

3. Take child’s temperature when and if relevant. 

4. Provide child with appropriate medication that has been approved by a medical personal 

and parent. 

5. Contact parents/guardians or medical personal when appropriate. 

6. Record all information on the Greengables Illness report form. 

7. If there is an occurrence of an infectious disease at the centre, we will contact the parents 

or guardians of the children to notify them of the occurrence. 

 

Staff are to call the parents to gain permission for medical treatment, wherever possible. However 

if in emergency treat the child and call 000. Parents are required to sign the enrolment form giving 

staff permission to gain medical/hospital & ambulance assistance for their child. 

 

If a child is to be taken to hospital the Director or staff member are to accompany the child, with 

all their medical information (enrolment form) to the hospital, ensure staff ratios are maintained at 

the Centre during all emergencies. 

 

Management/Nominated Supervisor/Certified Supervisor will ensure: 

 Service policies and procedures are adhered to at all times  
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 Parents or Guardians are notified as soon as practicable no later than 24 hours of the illness, 

accident or trauma occurring.  

 To complete an Incident, Injury, Trauma and Illness From accurately and without deferral  

 First aid kits are easily accessible and recognised where children are present at the Service.  

 First aid, anaphylaxis management training and asthma management training is current 

and updated 

 Adults or children who are ill are excluded for the appropriate period. 

 Staff and children always practice appropriate hand hygiene.  

 Appropriate cleaning practices are followed. 

 Educators or Staff who have diarrhoea do not prepare food for others. 

 To keep cold food cold (below 5 °C) and hot food hot (above 60°C) to discourage the 

growth of bacteria. 

 First aid kits are suitably prepared. They are checked and stocked by St John’s every 3-6 

months.  

 Incident, Injury, Trauma and Illness Forms are completed accurately as soon as practicable 

following the incident 

 That if the incident, situation or event presents imminent or severe risk to the health, safety 

and wellbeing of any person present at the Service or if an ambulance was called in 

response to the emergency (not as a precaution) the regulatory authority will be notified 

within 24 hours of the incident.  

 Notify parents of any infectious diseases circulating the Service within 24 hours of detection 

 Educators qualifications are displayed where they can be easily viewed by all educators, 

families & authorities  

 First aid qualified educators are present at all times on the roster and in the Service  

 Exclude children from the Service if they feel the child is too unwell 

 

Educators will: 

 Advise the parent to keep the child home until they are feeling well and they have not had 

any symptoms for at least 24-48 hours.  

 Practice effective hand hygiene techniques  

 Ensure that appropriate cleaning practices are being followed in service 

 Disinfect toys and equipment on a regular basis which is recorded on the toy cleaning 

register  

 

REFERENCES: 

Education and Care Service National Regulations 2011 

Education and Care Services National Law Act 2010. 

St John First Aid Course and Training Manual 2004. 

St John’s Ambulance Fact Sheets 2017. 

Australian Children’s Education and Care Quality Authority 2014 

ECA Code of Ethics 

Guide to the National Quality Standards 

Staying Healthy in Childcare (5th Edition) 

Ambulance Service of New South Wales 
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Administering of Authorised 

Medications Policy 
 

In supporting the health and wellbeing of children, the use of medications may be required for 

children at the service. Any medication must be administered as prescribed by medical 

practitioners and first aid guidelines to ensure continuing health for the child and for the child’s 

safety and wellbeing.  

 

NQS: Quality Area 2 

2.1.1: Each child’s health needs are supported. 

2.1.4: Steps are taken to control the spread of infectious diseases and to manage injuries, illnesses, 

in accordance with recognised guidelines. 

2.3.2: Every reasonable precaution is taken to protect children from harm and any hazard likely to 

cause injury. 

 

Education and Care Service Regulations: 

Regulation 88: Infectious diseases. 

Regulation 90: Medical conditions policy. 

Regulation 91: Medical conditions policy provided to parents. 

Regulation 92: Medication record. 

Regulation 93: Administration of medication. 

Regulation 94: Exception to authorisation requirement – Anaphylaxis or Asthma emergency. 

Regulation 95: Procedure for administration of medication. 

Regulation 96: Self-administration of medication. 

 

Early Years Learning Framework:  

Outcome 3: 

Children take increasing responsibility for their own health and physical wellbeing. 

Educators promote continuity of children’s personal health and hygiene by sharing ownership of 

routines and schedules with children, families and communities. 

 

PURPOSE 

To ensure all educators of the Service can safely administer children’s required medication with 

the written consent of the child’s parent or guardian. Educators will follow this stringent procedure 

to promote the health and wellbeing of each child enrolled at the service.  

 

AIM: 

When a child is in care at Greengables, educators will only administer medication to a child which 

is authorised or when a child is experiencing an asthma or anaphylaxis emergency. We 

understand and recognise that it is essential to follow strict procedures for the administration of 

medication to ensure the health, safety and wellbeing of each child at Greengables. For 

educators to store and administer medications appropriately to children whilst they are at 

Greengables and to reduce the spread of illness. 
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IMPLEMENTATION: 

Greengables will only store and administer medications when the medication form has been 

appropriately completed by a parent or authorised adult specified on the enrolment form. If there 

is a medical emergency, educators will also administer medication when verbally authorised by a 

parent, medical practitioner or an emergency services person, however we may administer 

medication during an anaphylaxis or asthma emergency without first receiving authorisation. 

 

Medications under the Regulations includes, medications covered by the Therapeutic Goods Act 

1989. These include those used for therapeutic use to: 

 Prevent, diagnose, cure or alleviate a disease, ailment, defect or injury; 

 Influence, inhibit or modify physiological process. 

This includes sunscreen and nappy creams. 

 

If your child is too unwell or still has symptoms classified under the exclusion period for an illness, 

educators have the discretion for children to remain at home or be sent home from Greengables.  

 

Families requesting the administration of medication to their child will be required to follow the 

guidelines developed by the Service to ensure the safety of children and educators. The Service 

will follow legislative guidelines and standards in order to ensure the health of children, families 

and educators at all times. 

 

Management will ensure: 
 The Administration of Authorised Medication Form is completed for each child using the 

Service who requires medication. A separate form must be completed for each medication 

if more than one is required. 

 Medication may only be administered by the Service with written authority signed by the 

child’s parent or other responsible person named in the child’s enrolment record that is 

authorised by the child’s parents to make decisions about the administration of 

medication.  

 Medication must be provided by the child’s parents which includes – 

- The administration is authorised by a parent or guardian;  

- Medication is prescribed by a registered medical practitioner (with instructions 

either attached to the medication, or in written/verbal form from the medical 

practitioner.) 

- Medication is from the original container;  

- Medication has the original label clearly showing the name of the child; 

- Medication is before the expiry/use by date. 

- Any instructions attached to the medication or related to the use of the medication   

 Any person delivering a child to the Service must not leave medications in the child’s bag 

or locker. Medication must be given directly to an educator for appropriate storage upon 

arrival (Locked Medicine Storage Boxes). 

 Written and verbal notifications are given to a parent or other family member of a child as 

soon as practicable, if medication is administered to the child in an emergency when 

consent was either verbal or provided by medical practitioners. 

 If medication is administered without authorisation in the event of an asthma or 

anaphylaxis emergency the parent of the child and emergency services are notified as 

soon as practicable. 

 If the incident presented imminent or severe risk to the health, safety and wellbeing of the 

child or if an ambulance was called in response to the emergency (not as a precaution) 

the regulatory authority will be notified within 24 hours of the incident. 
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 Enrolment records for each child outline the details of persons permitted to authorise the 

administration of medication to the child.  

 Reasonable steps are taken to ensure that medication records are maintained accurately. 

 Medication forms are kept in a secure and confidential manner and ensure the records are 

archived for the regulatory prescribed length of time (with children’s enrolment forms). 

 Educators receive information about the medical and medication policies during their 

induction. 

 To request written consent from families on the enrolment form to administer the 

Emergency Asthma Kit if required. 

 Families will be reminded that every attempt to contact them for verbal permission will be 

made by the Service prior to administering asthma medications. 

 Families are informed of the Service’s medical and medication policies 

 Safe practices are adhered to for the wellbeing of both the child and educators. 

A Nominated Supervisor/ Certified Supervisor/Educators will: 
 Not administer any medication without the authorisation of a parent or person with 

authority – except In the case of an emergency, when the verbal consent from an 

authorised person, a registered medical practitioner or medical emergency services will be 

acceptable if the parents cannot be contacted. 

 Ensure that medications are stored in the refrigerator in a labelled and locked medication 

container with the key kept in a separate location, inaccessible to children. For 

medications not requiring refrigeration, they will be stored in a labelled and locked 

medication container with the key kept inaccessible to children.  

 Ensure that two educators administer and witness medications at all times. One of these 

educators must have approved First Aid qualifications in accordance with current 

legislation and regulations. Both educators are responsible for: 

- Checking the Medication Form, 

- Checking the prescription label and the amount of medication being administered 

- Signing and dating the medication form 

- Returning the medication back into the locked medication container. 

 Follow hand-washing procedures before and after administering medication (Please refer 

to Hand washing policy).  

 Discuss any concerns or doubts about the safety of administering medications with the 

Nominated Supervisor to ensure the safety of the child 

 Seek further information from the family, the prescribing doctor, or the Public Health Unit 

before administering medication if required 

 Ensure that the instructions on the Medication Form are consistent with the doctor’s 

instructions and the prescription label. 

 Invite the family to request an English translation from the medical practitioner for any 

instructions written in a language other than English. 

 Ensure that the Medication Record is completed correctly   

 A separate medication record must be completed for each medication given to the child 

 

Families will:  

 Notify educators, both via enrolment forms and verbally when children are taking any 

medications. This includes short and long term medication use. 

 Complete a medication form for child requiring medication whilst they are at the Service. 

 Assist Educators to complete long-term medication records in accordance with the 

medical practitioner completing and signing the plan. 

 Update long term medication records quarterly or as the child’s medication needs 

change.  
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 Be requested to sign consent to use creams and lotions (list of items in the first aid kit 

provided at enrolment) should first aid treatment be required. 

 Be required to keep prescribed medications in original containers with pharmacy labels. 

Please understand that medication will only be administered as directed by the medical 

practitioner and only to the child whom the medication has been prescribed for. Expired 

medications will not be administered.  

 Keep children away from the Service while any symptoms of an illness remain. 

 Keep children away from the Service for 24 hours from commencing antibiotics to ensure 

they have no side effects to the medication. 

 NOT leave any medication in children’s bags. 

 Give any medication for their children to an educator who will provide the family with a 

Medication Record  

 Complete the Medication Record and the educator will sign to acknowledge the receipt 

of the medication. Please understand that no medication will be administered without 

written consent from the parent or authorised person.  

 Provide any herbal/ naturopathic remedies or no prescribed medications (including 

Paracetamol or cold medications) with a letter from the doctor detailing the child’s name, 

dosage and the expiry date for the medication.  

 

ADMINISTRATION OF MEDICATION: Non-emergency medications. 

Educators will administer medication to a child: 

1) If the medication is authorised in writing by a parent or another authorised person and; 

- Is in the original container. 

- Has not expired or is past the used by date. 

- Has an original label and instructions that can be clearly read and, if prescribed by a 

doctor, has the child’s name. 

- Is administered in accordance with any instructions on the label from a doctor. 

This information is checked once the medication has been handed to an educator with a 

Medication completed medication form. 

 

2) After the child’s identity and the dosage of the medication is checked by an educator who is 

not administering the medication. This educator will witness the administration of the 

medication. 

 

Please note, all medications must be handed to an educator upon a child’s arrival at 

Greengables and not kept in a child’s bag or lunchbox. 

 

ADMINISTRATION OF OVER THE COUNTER MEDICATIONS: Non-prescription medications. 

Greengables educators do not administer over the counter medication unless it has been 

prescribed by a medical practitioner and there is a letter from the doctor explaining the purpose 

of the medication and the dosage required. Medication may mask the symptoms of other, more 

serious illnesses and our educators are not qualified medical professionals. 

 

Any herbal/naturopathic remedies will not be administered to a child without an accompanying 

letter from a medical practitioner or doctor stating the child’s name, dosage and the expiry date 

of the medication. 

 

Please note that any nappy rash creams or sunscreens that are not medicated can be applied 

based on the instruction on the box with parental or another authorised persons consent without a 

doctor’s letter. However, if there is a need for additional applications or ongoing administration 

required, a letter will need to be obtained from a medical practitioner or doctor. 
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EMERGENCY ADMINISTRATION OF MEDICATIONS: 

Medication can be administered to a child without authorisation in the case of anaphylaxis or 

asthma emergency. If medication is administered to a child without authorisation for anaphylaxis 

or asthma, the approved provider or nominated supervisor is to ensure the parent/guardian of the 

child is contacted and notified as soon as practicable. If emergency services have been 

requested, they will need to be informed of the administration of medication. For more 

information please see the medical conditions policy. 

 

MEDICATION FORM: 

When a child requires medications whilst at Greengables, a medication form will need to be 

completed for each day the child requires the medication. This must be completed by a parent 

or authorised person as specified in the enrolment form. Once a form has been completed in full, 

it will need to be handed to an educator along with the medication to check all details are 

correctly completed. The medication form requires the following information: 

 Details of the child’s name, date of birth and gender and the authorisation to administer the 

medication to the child. 

 Details of the name of the medication, the dose to be administered and how it will be 

administered. 

 The time and date the medication was last administered and when it should be administered 

next. 

 There are records on the form for when the medication has been administered to a child 

including the details of the dose that was administered and how it was administered. The time 

and date the medication was administered along with a signature of the person who 

administered the medication and the name and signature of the person who witnessed the 

administration of the medication that the child’s identity and dosage has been checked 

before it was administered. 

 

STORAGE OF MEDICATIONS, CREAMS AND LOTIONS: 

Any medications, creams and lotions kept at Greengables for an extended period of time will be 

checked regularly (every three months) for the expiry date and quantity. Any contents of 

medications, creams and lotions close to expiry or running low, the family will be notified by 

educators that replacement items are required. It is the family’s responsibility to take home 

medication. MEDICATION WILL NOT BE ADMINISTERED IF IT HAS PAST THE PRODUCT EXPIRY DATE. 

Families are required to complete a medication form for lotions to be administered. (Ongoing 

medication form). Children with ASTHMA and ANAPHYAXIS will have their medication stored in the 

Allergy buddies in their respective classrooms. Each child will receive their own bag with photo on 

the front and a copy of their ASTHMA or ANAPHYASXIS plan.  

In the occurrence of an emergency and where the administration of medication must occur, the 

Service must attempt to receive verbal authorisation by a parent of the child named in the child’s 

Enrolment Form who is authorised to consent to the administration of medication. If a parent of a 

child is unreachable, the Service will endeavor to obtain verbal authorisation from an emergency 

contact of the child named in the child’s Enrolment Form, who is authorised to approve the 

administration of medication. If all of the child’s nominated contacts are non-contactable, the 

Service must contact a registered medical practitioner or emergency service on 000. In the event 

of an emergency and where the administration of medication must occur, written notice must be 

provided to a parent of the child or other emergency contact person listed on the child’s 

Enrolment Form. 

CARING FOR SICK CHILDREN: 

If a child presents with an illness including a temperature (38 degrees or above), whilst at 

Greengables, the family will be notified immediately and will be asked to organise collection of 

the child as soon as possible. Panadol may be administered to a child, following the directions 
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and if necessary. As outlined in the enrolment form, educators may need to call an ambulance 

immediately if necessary for example, for excessive bleeding, fitting or an unconscious child. 

Unwell children to sit/lay quietly with staff supervision, educators are to monitor the child’s health 

until parent arrives and move away from other children in case contagious. If a child on 

prescription medication and becomes unwell they are to be sent home, an Illness Report Form will 

need to be filled out. If a child becomes unwell and is to be sent home, an Illness Report Form will 

need to be filled out. Any first aid administered will also be recorded on an Incident, Injury and 

Trauma Report Form. The family will be encouraged to visit a doctor to find the cause of the 

temperature. While waiting for the child to be collected, educators will: 

- Remove excess clothing to cool the child down 

- Offer fluids to the child 

- Encourage the child to rest  

- Provide a cool, damp cloth for the child’s forehead and back of the neck 

- Monitor the child for any additional symptoms 

- Maintain supervision of the ill child at all times, while keeping them separated from 

children who are well.  

To safeguard against the disproportionate use of Paracetamol, and minimise the risk of 

concealing the fundamental reasons for high temperatures, educators will only administer 

Paracetamol if it is accompanied by a Doctor’s letter stating the reason for administering, the 

dosage and duration it is to be administered for. 

Emergency Involving Anaphylaxis or Asthma  
 For anaphylaxis or asthma emergencies, medication will be administered to a child without 

authorisation, following the correct action plan has been provided. 

 The Service will contact the following as soon as practicably possible - 

- Emergency Services  

- A parent of the child 

- The regulatory authority within 24 hours 

 The child will be comforted, reassured, and removed to a quiet area under the direct 

supervision of a suitably experienced and trained educator. 

REFERENCES: 

 Community Child Care NSW, 2015 

 Staying Healthy in Child Care 5th Edition – June 2013 

 Education and Care Service Regulations 2011 

 Australian Children’s Education & Care Quality Authority. (2014).  

 ECA Code of Ethics. 

 Guide to the National Quality Standard.  

 Staying Healthy in Child Care - Fourth Edition 4 

 NSW Department of Health - www.health.nsw.gov.au 

 National Health and Medical Research Council - www.nhmrc.gov.au 

 

 

 

 

 

 

 

 

 

 

 

http://www.health.nsw.gov.au/
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Medical Conditions Policy 
 

To support children’s wellbeing and manage precise health requirements, Greengables will work 

in accordance with the Education and Care Services National Regulations to ensure health 

related policies and procedures are developed and implemented.   

 

NQS: Quality Area 2- Children’s Health and Safety 

2.1: Health- Each child’s health and physical activity is supported and promoted 

2.1.1: Wellbeing and comfort- Each child’s wellbeing and comfort is provided for, including 

appropriate opportunities to meet each child’s needs for sleep, rest and relaxation 

2.2: Safety- Each child is protected. 

2.2.1: Supervision- At all times, reasonable precautions and adequate supervision ensure children 

are protected from harm and hazard 

 

Education and Care Service Regulations: 

Regulation 90 (1) (iv): Medical conditions communication plan. 

Regulation 90: Medical conditions policy. 

Regulation 91: Medical conditions policy provided to parents. 

Regulation 92: Medication record. 

Regulation 93: Administration of medication. 

Regulation 94: Exception to authorisation requirement – Anaphylaxis or Asthma emergency. 

Regulation 95: Procedure for administration of medication. 

Regulation 96: Self-administration of medication. 

 

Early Years Learning Framework:  

Outcome 3: 

Children take increasing responsibility for their own health and physical wellbeing. 

Educators promote continuity of children’s personal health and hygiene by sharing ownership of 

routines and schedules with children, families and communities. 

 

RELATED POLICIES 

Incident, Illness, Accident and Trauma Policy 

Privacy & Confidentiality Policy 

Family Communication Policy 

Administration of Medication Policy 

Asthma Management Policy  

Anaphylaxis Management Policy  

Supervision Policy 

Administration of First Aid Policy 

Work Health and Safety Policy 

Health and Safety Policy 

Diabetes Management Policy 

Epilepsy Policy 

 

AIM: 

Clear procedures are required to support the health, wellbeing and inclusion of all children 

enrolled at the service.  Greengables practices support the enrolment of children and families 

with specific health care requirements. Medical conditions include, but are not limited to asthma, 

diabetes, epilepsy or a diagnosis that a child is at risk of anaphylaxis. In many cases, if not 

managed appropriately, these can be life threatening. 
 

To inform all educators and volunteers at Greengables of the medical practices in relation to 

managing these medical conditions. To ensure all educators are aware of the requirements 

arising if a child enrolled at Greengables has a specific health care need, allergy or relevant 
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medical condition. We aim to efficiently respond to and manage medical conditions at the 

Service ensuring the safety and wellbeing of children, staff, families and visitors.   

 

IMPLEMENTATION 

Our Service is committed to adhering to privacy and confidential procedures when dealing with 

individual health requirements. There are a number of concerns that must be considered when a 

child with a diagnosed health care need, allergy or medical condition is enrolled at the service. 

Key requirements must be in place prior to the child commencing at the Service to ensure their 

individual health and safety.  

 

ENROLMENT: 

On application for enrolment (via our waitlist) families will be required to complete full details 

about their child’s medical needs. We will assess whether Educators are appropriately trained to 

manage the child’s special health needs at that time. This will ensure children are supported to 

feel physically and emotionally well, and feel safe in the knowledge that their wellbeing and 

individual health care needs will be met when they are not well. Families can expect that 

Educators will act in the best interests of the children in their care at all times; meet the children’s 

individual health care needs; maintain continuity of medication for their children when the need 

arise.  

  

Educators feel competent to perform their duties; understand their liabilities and duty of care 

requirements; are provided with sufficient information and training regarding the administration of 

medication and other appropriate treatments.  In collaboration with families of children with 

diagnosed medial conditions to develop a Risk Minimisation Plan for their child. A copy of the 

child’s medical action plan is supplied to Greengables to follow if the need arises. 

 

The Approved Provider/Management will ensure: 
 Educators and Staff have a clear understanding about children’s individual medical 

conditions.  

 Ensuring the development of a communication plan and encouraging ongoing 

communication between parents/guardians and educators regarding the current status of 

the child’s specific health care need, allergy or other relevant medical condition. This 

policy and its implementation. 

 Ensuring relevant educators receive regular training in managing specific health care 

needs such as asthma management, anaphylaxis management and any other specific 

procedures that are required to be carried out as part of the care and education of a 

child with specific health needs. 

 Ensuring at least one educator/staff member who has current accredited training in 

emergency management requirements for specific medical conditions is in attendance 

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

the service. 

 Educators have a clear understanding about their role and responsibilities when caring for 

children with a medical condition.  

 Families provide required information on their child’s medical condition, including 

- Medication  

- Allergies 

- Medical Practioner contact details  

- Medical Management Plan  

 Ensuring that a Risk Minimisation Plan is developed for each child with specific medical 

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

 Educators have emergency contact information for the child.  

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

are provided with a copy of this and other relevant service policies. 



96 
 

 Casual Staff are informed of children and staff who have specific medical conditions or 

food allergies, the type of condition or allergies they have, and the Service’s procedures for 

dealing with emergencies involving allergies and anaphylaxis. 

 To gain permission to display children’s individual medical management plans through the 

enrolment form. 

 A copy of the child’s medical management plan is visibly displayed and known to staff in 

the Service. 

 A child is not enrolled at the Service without a Medical Management Plan and prescribed 

medication by their medical practioner. In particular, medication that is life threating such 

as asthma inhalers, adrenaline auto injection devices and Insulin.  

 

ROLE OF THE NOMINATED SUPERVISOR: 

 Implementing this policy at the service and ensuring that all staff adhere to the policy. 

 Informing the Approved Provider of any issues that impact on the implementation of this policy. 

 Identifying specific training needs of staff who work with children diagnosed with a medical 

condition, and ensuring, that staff access appropriate training. 

 Ensuring children do not swap or share food, food utensils or food containers. 

 Ensuring all staff members and relief staff are informed of children and staff who have specific 

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

service’s procedures for dealing with any emergency involving allergies and anaphylaxis. 

 Ensuring a copy of the child’s medical management plan is visible and known to staff in the 

service. 

 Ensuring staff follow each child’s Risk Minimisation Plan and medical management plan. 

 Ensuring opportunities for children to take part in any activity, exercise or centre visit that is 

appropriate and in accordance with their Risk Minimisation Plan. 

 Providing information to the community about resources and support for managing specific 

medical conditions whilst respecting the privacy of families enrolled at the service. 

 Maintaining ongoing communication between staff and parents/guardians in accordance 

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

about specific medical conditions within the service. 

 

ROLE OF THE EARLY CHILDHOOD EDUCATORS AND CERTIFIED SUPERVISORS: 

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

medical condition to the nominated supervisor to ensure all information held is current. 

 Being aware of individual requirements of children with specific medical conditions and 

following their Risk Minimisation Plan and medical management plan. 

 Monitoring signs and symptoms of specific medical conditions and communicating any 

concerns to the Nominated Supervisor. 

 Ensure that parents/guardians are contacted when concerns arise regarding a child’s health 

and wellbeing. 

 

In the event that a child suffers from reaction, incident, situation or event related to a medical 

condition the Service and staff will (for more information please refer to the Incident, Injury, Illness 

and Trauma Management Policy): 
o Follow the child’s Emergency Medical/Action Plan.  

o Call an ambulance immediately by dialing 000 

o Commence first aid measures/monitoring 

o Contact the parent/guardian when practicable (within 24 hours) 

o Contact the emergency contact if the parents or guardian can’t be contacted 

when practicable (within 24 hours) 

o Notify the regulatory authority (within 24 hours) 
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ROLE OF THE FAMILIES: 

 They provide management with information about their child’s health needs, allergies, medical 

conditions and medication on the enrolment form and through verbal 

communication/meetings. 

 The Service enrolment form is completed in its entirety providing specific details about the 

child’s medical condition.  

 Developing a Risk Minimisation Plan with the Nominated Supervisor and/or other relevant staff 

members at the service. 

 Providing a medical management plan signed by a medical practitioner, either on enrolment 

or immediately upon diagnosis of an ongoing medical condition. This medical management 

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

followed by staff in the event of an incident relating to the child’s specific health care needs. 

 Provide an updated medical management plan when available and annually. 

 They notify the Service if any changes are to occur to the Medical Management Plan. 

 They provide the required medication and complete the long-term medication record.  

 They provide an updated copy of the child’s Medical Management Plan each year.  

 

PROCEDURE: 

 Where children require medication or have special medical needs for long term conditions or 

complaints, the child’s doctor or allied health professional and parent/guardian must complete 

a Medical Management Plan. Such a plan will detail the child’s special health support needs 

including administration of medication and other actions required to manage the child’s 

condition.  

 The Nominated Supervisor will also consult with the child’s family to develop a Risk Minimisation 

Plan. This plan will assess the risks relating to the child’s specific health care needs, allergy or 

medical condition; any requirements for safe handling, preparation and consumption of food; 

notification procedures that inform other families about allergens that pose a risk; procedures 

for ensuring educators/students/volunteers can identify the child, their medication.  

 Children with specific medical needs must be reassessed in regard to the child’s needs and our 

service’s continuing ability to manage the child’s special needs, on a regular basis, depending 

on the specific child’s medical condition.  

 If a child’s medical, physical, emotional or cognitive state changes the family will need to 

complete a new Medical Management Plan and our service will re-assess its ability to care for 

the child, including whether educators are appropriately trained to manage the child’s 

ongoing special needs.  

 

EMERGENCY ADMINISTRATION OF MEDICATIONS: 

Medication can be administered to a child without authorisation in the case of anaphylaxis or 

asthma emergency. If medication is administered to a child without authorisation for anaphylaxis 

or asthma, the approved provider or nominated supervisor is to ensure the parent/guardian of the 

child is contacted and notified as soon as practicable. If emergency services have been 

requested, they will need to be informed of the administration of medication. For more 

information please see the Administrating of Medicines Policy. 

 

ONGOING MEDICATION FORM: 

When a child requires ongoing medications whilst at Greengables, an ongoing medication form 

will need to be completed for each medication the child will be required to take. Ongoing 

medications will require an action plan or letter from a medical practitioner or doctor to 

administer over an extended period of time. This must be completed by a parent or authorised 

person as specified in the enrolment form. Once a form has been completed in full, it will need to 

be handed to an educator along with the medication to check all details are correctly 

completed. The medication form requires the following information: 

 Details of the child’s name, date of birth and gender and the authorisation to administer the 

medication to the child. 
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 Details of the name of the medication, the dose to be administered and how it will be 

administered. 

 There are records separate from this form for when the medication has been administered to a 

child including the details of the dose that was administered and how it was administered each 

time it is administered at Greengables. The time and date the medication was administered 

along with a signature of the person who administered the medication and the name and 

signature of the person who witnessed the administration of the medication that the child’s 

identity and dosage has been checked before it was administered. 

 

MEDICAL MANAGEMENT PLANS: 

Medical Management Plans are required if a child enrolled at Greengables has a specific health 

care need, allergy or relevant medical condition. This involves:  

 Requiring a parent of the child to provide a medical management plan for the child. The 

medical management plan must include: 

o have supporting documentation if appropriate 

o include a photo of the child 

o if relevant, state what triggers the allergy or medical condition 

o  include first aid needed 

o Include contact details of the doctor who signed the plan 

o state when the plan should be reviewed 

 Requiring the medical management plan to be followed in the event of an incident relating to 

the child’s specific health care need, allergy or relevant medical condition.  

 A copy of the Medical Management Plan will be displayed for Educators and Staff to see to 

ensure the safety and wellbeing of the child.  

 The Service must ensure that medical management plans remains current and up to date at all 

times. 

Please note without a current Medical Management Plan and required medication that has not 

expired, your child cannot attend Greengables. 

 

RISK MINIMISATION PLANS: 

A meeting will be arranged with the parents/guardian as soon as the Service has been advised of 

the medical condition. During this meeting a risk minimisation plan will be developed in 

consultation with the parent/guardian to ensure: 

 

1. That the risks relating to the child’s specific health care need, allergy or relevant medical 

condition are assessed and minimised 

2. That practices and procedures in relation to the safe handling, preparation and 

consumption and service of food are developed and implemented 

3. That the parents/families are notified of any known allergens that pose a risk to a child and 

strategies for minimising the risk are developed and implemented 

4. Staff members and volunteers can identify the child, the child’s medical management plan 

and the location of the child’s medication are developed and implemented 

5. That the child does not attend the Service without medication prescribed by the child’s 

medical practitioner in relation to the child’s specific health need, allergy or relevant 

medical condition 

6. Plan(s) in conjunction with parents/guardians will be reviewed at least annually and/or will 

be revised with each change in the Medical Management Plan 

7. All relevant information pertaining to the child’s health and medical condition is 

communicated to parents at the end of each day 
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8. Any special activities taking place such as celebrations, sporting events and excursions so 

plans of safe inclusion can be made 

9. Appropriate hygiene practices are followed when managing medical conditions in line 

with the Control of Infectious Diseases Policy 

10. Risk minimisation plans will be reviewed in collaboration with families every 6 months 

Communication Plan  

A communication plan will be created after the meeting with the parents/guardian to ensure:  

1. All relevant staff members and volunteers are informed about the medical conditions policy 

and the Individual Health Management Plan and Risk Minimisation Plan for the child; and 

2. An individual child communication book is created so that a parent can communicate any 

changes to the Individual Health Management Plan and Risk Management Plan for the child.  

At all times, families who have a child attending the Service who have a diagnosed medical 

condition will be provided with a copy of this policy which includes a communication plan 

and any other relevant policies. 

 

REFERENCES: 

 Community Child Care NSW, 2015 

 Staying Healthy in Child Care 5th Edition – June 2013 

 Education and Care Service Regulations 2011 

 National Quality Standard 

 Occupational Health and Safety Act 
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Greengables Nutrition Policy 
Greengables recognises the importance of healthy eating to promote the growth and 

development of young children and is committed to supporting the healthy food and drink choices 

of children in our care. It is acknowledged that the early childhood setting has an important role in 

supporting families in healthy eating. Greengables therefore recognises the importance of 

supporting families to provide healthy food and drink to their children.  

 

We are committed to implementing the healthy eating key messages outlined in the Australian 

Dietary Guidelines and the Australian Guide to Healthy Eating. We support and promote the NSW 

Health initiative Munch & Move and utilise the Australian Government’s Get Up & Grow-Healthy 

Eating and Physical Activity for Early Childhood and Eat for Health resources. 

 

NQS: Quality Area 2: Children’s Health and Safety 

2.1: Health- Each child’s health and physical activity is supported and promoted 

2.1.2: Health practices and procedures- Effective illness and injury management and hygiene 

practices are promoted and implemented. 

2.1.3: Healthy lifestyles- Healthy eating and physical activity are promoted and appropriate for 

each child 

 

 

EDUCATION AND CARE SERVICE REGULATIONS: 

Regulation 77: Health, hygiene and safe food practices. 

Regulation 78: Food and beverages 

Regulation 79: Services providing food and beverages 

Regulation 80: Weekly Menu 

Regulation 90: Medical conditions policy. 

Regulation 91: Medical conditions policy to be provided to parents. 

Regulation 162: Health information to be kept in enrolment record. 

Regulation 168: Education and care service must have policies and procedures. 

 

EARLY YEARS LEARNING FRAMEWORK: 

Outcome 3: Children take increasing responsibility for their health and wellbeing. 

 

Related Policies   

Bottled Breast Milk  

Sterilising Bottles and Teats Policy  

Infant Bottle Safety and Preparation Policy 

Multicultural Policy 

 

AIM: 

For Greengables to promote and provide nutritious and healthy food options for children that 

encourage good food habits and attitudes to all children and families at the service. We also aim 

to support and provide for children with food allergies, dietary requirements or restrictions and 

specific cultural or religious practices. We are committed to implementing the healthy eating key 

messages outlined in Munch and Move and supporting the National Healthy Eating Guidelines for 

Early Childhood Setting as outlined in the Get Up and Grow resources. Greengables recognises the 

importance of healthy eating to promote the growth and development of young children and is 

committed to supporting the healthy food and drink choices of children in our care. It is 

acknowledged that the early childhood setting has an important role in supporting families in 
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healthy eating. Our Service therefore recognises the importance of supporting families to provide 

healthy food and drink to their children.  

We support and promote the NSW Health initiative Munch & Move and utilise the Australian 

Government’s Get Up & Grow-Healthy Eating and Physical Activity for Early Childhood and Eat for 

Health resources. 

 

PURPOSE 

Early childhood education and care (ECEC) Services are required by legislation to ensure the 

provision of healthy foods and drinks that meet the requirements for children according to the 

Australian Dietary Guidelines.  It is essential that our Service partners with families to provide 

education about nutrition, and promote healthy eating habits for young children to positively 

influence their health and wellbeing.  Dietary and healthy eating habits formed in the early years 

are shown to continue into adulthood and can reduce the risk factors associated with adult chronic 

conditions such as obesity, type 2 diabetes and cardiovascular disease. 

 

Greengables recognises the importance of healthy eating for the growth, development and 

wellbeing of young children and is committed to promoting and supporting healthy food and 

drink choices for children in our care.  This policy affirms our position on the provision of healthy 

food and drink while children are in our care and the promotion and education of healthy 

choices for optimum nutrition. 

 

We believe in providing a positive eating environment that reflects dietary requirements, cultural 

and family values, and promotes lifelong learning for children, as we commit to implementing and 

embedding the healthy eating key messages outlined in the NSW Health’s Munch & Move 

program into our curriculum and to support the National Healthy Eating Guidelines for Early 

Childhood Settings outlined in the Get Up & Grow resources. 

 

IMPLEMENTATION 

Greengables has a responsibility to help children to develop good food practices and 

approaches, by working with families and educators.  

 

All food prepared by the Service or families will endeavour to be consistent with the Australian 

Dietary Guidelines and provide children with 50% of the recommended dietary intake for all 

nutrients. Food will be served at various times throughout the day to cater for all children’s 

nutritional needs.  

 

Meal times reflect a relaxed and pleasant environment where educators engage in meaningful 

conversations with children. When possible, educators will role model healthy eating behaviour, 

by sharing a small amount of the food on offer with the children. This assists in creating a positive 

and enjoyable eating environment. 

 

Food will be prepared in accordance with the Food Safety Program. All kitchens and food 

preparation areas shall comply with Food Standards Australia and New Zealand. (FSANZ) 

 

STRATEGIES: 

 Children will be provided with food from each of the five different food groups on the Morning 

and Afternoon Tea tray including fruit and vegetables, bread and cereals, dairy foods, meat or 

other protein foods. See the lunchbox fact sheet, Healthy Lunchboxes Fact Sheet from NSW 

Health, Munch and Move. 

 Children will be offered adequate food for morning and afternoon tea in addition to the lunch 

provided by their families. 

 Reduced fat milk (light) will be offered at morning tea in addition to any child who brings in milk 

as part of their lunch or sleep routine. 

 Water is available to children at all times either through their water bottle or cups provided. 

 Dairy products are reduced fat or light options where possible. 
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 Children who are unable to consume dairy products will be offered a substitute product 

provided from home. 

 100% fruit juice is offered during special events and diluted with water at a ratio of at least 

50:50. 

 Additional food is available for children if children are hungry or if their food is not able to be 

consumed. 

 The inclusion of foods of low nutritional value and high fats and sugars in the lunch box will be 

discouraged. 

 If children are on special diets, families will be asked to provide specific details about suitable 

foods for the child and where possible, provide these to the centre. 

 We provide all families with the healthy lunchbox fact sheet in the enrolment pack, advising of 

suitable food to pack. 

 A variety of foods will be offered daily. Parents will be advised of what food and drinks the 

centre is offering through a monthly menu on display in the Cabniet outside the kitchen and 

posted to Kinderloop. Any changes to the menu will also be documented. 

 Families will be informed of the amount of food their child has eaten throughout the day 

through the sign in sheets and/or orally. 

 Greengables is a NUT FREE service and no nut products are to be brought onto the premises. If 

a nut product is brought in by a child, it will be bagged and discarded in the large green otto 

bin. Families will be notified via email, Kinderloop call or a note will be placed in the lunchbox 

to advise of the unsuitability of the product and the replacement item given. 

 Greengables will vary the meals and snacks on the menu to keep children interested and 

introduce children to a range of healthy food ideas. 

 No hot drinks or soups are to go into the classrooms, outdoors or any areas the children are in. 

 Greengables will ensure food is presented attractively. 

 

FOOD SAFETY: 

Greengables observes guidelines from the NSW Food Authority and Staying Healthy in Child Care 

when storing, preparing and serving food to children. During the day, Greengables provides 

morning tea, lunches (packaged and provided from families) and afternoon tea, along with any 

required snacks. 

 

When purchasing foods, Greengables uses a trusted food supplier we are confident provides safe 

and suitable foods. This includes: 

 Packaged foods such as eggs, meat, foods in packages and cans are clean, intact and 

undamaged. 

 Fresh produce such as fruits and vegetables are clean, fresh and undamaged. 

 Select and purchase refrigerated foods that are stored at 5C or below. 

 Check food is within ’used by’ and ‘best before’ dates. 

 Transport refrigerated items in a cooler bag or refrigerated delivery truck to minimise the growth 

of bacteria. 

 Transported food is moved quickly from the store to the Greengables kitchen to minimise the 

time food is out of temperature control. 

 

When handling foods, Greengables will: 

 Always wash hands properly with soap and warm water before preparing food, after handling 

raw foods, going to the toilet, smoking or handling pets. 

 Check “Best Before” and “Use By” dates before consuming. 

 A monthly clean out of the refrigerator and cleaning will be completed and form signed. 

 Thaw frozen food in the microwave or place in the refrigerator. 

 Grapes and cherry tomatoes will be cut in half as shown in the diagram attached. This diagram 

will be given to all families upon enrolment. 

 Dishcloths should be regularly cleaned and replaced. 

 Ensure same tea towels used for drying dishes are not used for wiping hands or bench tops. 
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FOOD STORAGE: 

Once food has been purchased and transferred to the Greengables kitchen, the following 

guidelines will be used for food storage: 

 Pantry foods will be stored in a clean and tidy area off the floor. 

 Remaining foods from opened packaging will be stored in sealed, clean containers to prevent 

pests and harmful bacteria’s entering the food. 

 Food stocks will be rotated (first in first out), so we are not left with old stock. Foods with ‘used 

by’ dates have a limited shelf life. Any old, damaged, unlabeled or out of date stock will be 

thrown away. 

 Food will be safely stored in the refrigerator at or below 5C or cupboard out of direct sunlight 

to prevent contamination or bacteria growth. 

 

FOOD PREPARATION: 

At Greengables, the staff member responsible for preparing the morning and afternoon tea has 

completed a Follow Basic Food Safety Practices course or similar. The staff member will follow 

these guidelines when preparing the morning and afternoon tea:   

 The staff member will wash their hands with warm running water and soap prior to food 

preparation and when hands become contaminated. Hands will be dried well with a paper 

towel before placing on disposable blue gloves. 

 Colour coded chopping boards are used to prevent cross contamination. See Kitchen Key. 

 All cutting and preparing utensils will be washed thoroughly between uses with hot soapy water 

and immediately placed back in its storage position. 

 When preparing fruits, vegetables and salad ingredients, they thoroughly washed in clean 

drinking-quality water. The skin and edges of fruits are removed where appropriate. 

 Prepared fruit and vegetables are served immediately or covered and stored in the refrigerator 

until served (on the day of preparation). Any unused portions of fruit are discarded or fed to the 

worms or guinea pigs. 

 Staff member preparing morning/afternoon tea is to ensure their hair is tied up at all times and 

a clean apron worn. No food or beverages are to be consumed whilst preparing 

morning/afternoon tea. 

 During food preparation no none else is to be in the kitchen and the screen door is to remain 

closed. 

 

REHEATING LUNCHES: 

When families provide lunches that need to be reheated, educators will check that food is heated 

properly to help prevent germs and bacteria from growing in foods. Greengables follows Australia’s 

food safety standards in reheating foods until they reach 60C. Heating to this temperature will 

destroy germs that may have grown in foods since it was cooked. It is further recommended that 

food reach at least 70C. Food and milk bottles will only be heated once to ensure that germs do 

not have a chance to regrow. Reheated foods will be discarded if it has not been eaten and will 

not be returned to the refrigerator. 

 

If a staff member feels that a food may be unsafe for consumption, they may contact the family 

and an alternative meal will be given. 

 

Any surfaces used to reheat meals, will be cleaned in-between uses including equipment such as 

microwave and toaster. Thermometer must be cleaned between each use with warm soapy water. 

 

SERVING FOODS: 

At Greengables when serving foods to children, educators will wash their hands and wear gloves 

before coming in contact with foods. Children are encouraged to wash their hands with soap and 

water. Children will have an individual bowl and/or eating utensil whilst using common serving 

utensils including tongs, instead of using their hands. 
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STORING AND PREPARING MILK: 

At Greengables, we provide reduced fat (light) milk to the children at morning tea. It is removed 

from the dairy fridge and provided to children as soon as possible and returned to the fridge. 

Families are able to bring in bottles of milk from home to provide to children before sleep time. 

Bottles will be stored in the fridge and then heated (if necessary). Milk bottles will be heated by 

standing them upright in warm water for no longer than 15 minutes. Bottles will be shaken or swirled 

to assist milk to heat evenly. The temperature of milk will be tested before being served to children. 

Check the temperature of the milk by letting a little drop onto the inside of your wrist. It should feel 

comfortably warm or a little bit cool. Left over milk will be discarded and the bottles will be rinsed 

to be taken home and cleaned. 

 

FOODS BROUGHT FROM HOME: 

Greengables respects and understands that a variety of foods will be provided to the children by 

families from different cultures and religious backgrounds. Whilst we take every precaution to 

ensure the health and safety of children, some foods may not be provided to children that have 

been brought from home if deemed unsafe or contains nuts.  

 Children’s milk bottles are to be placed in the dairy fridge. Children’s lunchboxes are to be 

placed in respective classroom fridges. Children with allergies will be allocated a designated 

spot for their lunchbox. 

 Any foods containing nut products will be discarded immediately and an alternative meal will 

be provided. 

 Check best before and use by dates when opening food for children. 

 Any foods deemed unsafe to reheat or serve, including fast foods, for example McDonalds, will 

be discarded and an alternative meal will be provided. This is to ensure foods are safe for 

consumption and do not contain any bacteria’s. 

 Greengables educator’s monitor children’s lunch boxes for nutritious, balanced meals.  If 

educators feel that meals are not meeting Australian Guidelines, information will be provided to 

families about healthier alternatives. 

 Greengables ensure the educators sit with the children at meal and snack times to role model 

healthy food and drink choices and actively engage children in conversations about the food 

and drink provided. 

 Greengables encourage children to eat the more nutritious foods provided in their lunchbox, 

such as sandwiches, fruit, cheese and yogurt before eating any less nutritious meals. 

 Each classroom will create a relaxed atmosphere at mealtimes where children have enough 

time to eat and enjoy their food as well as enjoying the social interactions with educators and 

other children. Educators will: 

-Respect each child’s appetite. If a child is not hungry or is satisfied, do not insist he/she eats. 

-Be patient with messy or slow eaters. 

-Encourage children to eat the more nutritious foods provided in their lunchbox, such as 

sandwiches, fruit, cheese and yogurt before eating less nutritious food provided. 

-Encourage children to try different foods but do not force them to eat. 

-Do not use food as a reward or withhold from children for disciplinary purposes. 

 Greengables aim to ensure children’s individual dietary requirements are met. Children with 

allergies or anaphylaxis will have a Risk Minimisation Plan created (Please see Medical 

Conditions policy). Greengables staff will be aware of each child’s dietary requirements, new 

staff and relief staff will be informed of dietary requirements. Greengables will keep a list of 

dietary requirements in respective children’s classrooms, kitchen and on Morning/Afternoon tea 

trays. 

 

Creating a positive learning environment  
Greengables will: 

 Ensure that educators sit with the children at meal and snack times to role model healthy food 

and drink choices and actively engage children in conversations about the food and drink 

provided. 

 Choose water as a preferred drink 
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 Endeavour to recognise, nurture and celebrate the dietary differences of children from 

culturally and linguistically diverse backgrounds. 

 Create a relaxed atmosphere at mealtimes where children have enough time to eat and enjoy 

their food as well as enjoying the social interactions with educators and other children. 

 Encourage older toddlers and preschoolers to assist to set and clear the table and serve their 

own food and drink - providing opportunities for them to develop independence and self-

esteem.  

 Respect each child’s appetite. If a child is not hungry or is satisfied, do not insist he/she eats. 

 Be patient with messy or slow eaters. 

 Encourage children to try different foods but do not force them to eat. 

 Do not use food as a reward or withhold food from children for disciplinary purposes. 

BREASTFEEDING: 

Greengables will: 

 Provide a suitable place within the service such as staff room where mothers can breast feed 

or express milk. 

 Ensure the safe handling of breast milk and instant formula including transporting, storing, 

thawing, warming, preparing and bottle feeding. 

 Always supervise children while drinking and eating- ensuring safe bottle feeding and eating 

practices at all times. 

 

BIRTHDAY PARTIES: 

Greengables is happy to share special milestones with your child including birthdays for children to 

develop a confident sense of identity and to build relationships with educators and other children 

as they develop a sense of belonging. If you would like to bring something in to celebrate your 

child’s milestone, please adhere to the following guidelines: 

 Please inform educators two weeks in advance about your intent to have a party to check 

children’s numbers, for any allergies. To book a party please email or speak to your child’s room 

leader. Greengables celebrates one party per room each day to ensure it is a special 

celebration for the Birthday child. 

 Individual servings are great for sharing. Mini cupcakes and doughnuts are easy to stop the 

spread of infection and to share. To prevent the spread of germs when the child blows out the 

candles, parents should either: 

-provide a separate cupcake (With candle if they wish) for the birthday child and enough 

cupcakes. 

Due to allergies some days may be unavailable for a party if specific dietary requirements can 

not be met. 

 At any time, in both groups, there can be a maximum of 28 children in each room. Please keep 

this in mind when bringing in any foods. 

 Please remain vigilant in ensuring no products contain nuts and can be consumed at 

Greengables. 

 If you choose to bring in ice-cream cakes or other difficult to handle cakes, we ask that you 

provide spoons, bowls and or cones. 

 If you bring in one large cake, please provide one smaller cupcake for your child to blow a 

candle out on as per the Staying Healthy in Childcare 5th Edition recommendation. 

 We request no lolly bags be brought into Greengables.  They are not only against our Nutrition 

policy but are also a choking hazard to small children. Please do not supply any decorations or 

gifts for the children to take home. 

 

COOKING EXPERIENCES: 

Cooking experiences assist children to have practical experience in food related activities. They 

also foster an awareness and understanding of healthy food and drink choices through including 

in the children’s program a range of learning experiences encouraging children’s healthy eating. 

Greengables discusses foods with children as they are eating or preparing foods throughout 
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cooking experiences. Children are to wash and dry hands before and after cooking experiences. 

A risk assessment is to be completed I week prior when there is a danger of heat. 

 

Management/Nominated Supervisor/Educators will: 

 Ensure water is readily available for children to drink throughout the day in both indoor and 

outdoor environments. Children’s water bottles will be refilled regularly. 

 Be aware of children with food allergies, food intolerances and special diets and consult with 

families to develop individual management plans 

 Ensure young children do not have access to foods that may cause chocking. 

 Ensure all children remain seated while eating and drinking 

 Ensure all children are always supervised while eating and drinking 

 Encourage and provide opportunities for food handling staff to undertake regular professional 

development to maintain and enhance their knowledge about early childhood nutrition. 

 Educators will follow the guidelines for serving different types of food and the serving sizes in 

Guidelines and may use the Australian Government “Eat for Health” calculator 

http://www.eatforhealth.gov.au/eat-health-calculators. 

 Ensure the monthly menu must be displayed in an accessible and prominent area for parents to 

view. 

 Display nutritional information for families and keep them regularly updated. 

 Ensure the monthly menu is accurate and describes food and beverages provided each day of 

the week. 

 Ensure food is presented attractively. 

 Encourage toddlers to be independent and develop social skills at mealtimes 

 Establish healthy eating habits in the children by incorporating nutritional information into our 

program 

 Not allow food to be used as a form of punishment or to be used as a reward or bribe. 

 Talk to families about their child’s food intake and voice any concerns about children’s eating 

 Encourage parents to the best of our ability to continue our healthy eating message in their 

homes. 

 Ensure fridge and freezer temperatures are taken daily and recorded on the morning checklist, 

working in compliance with the National Food Authority. 

  Establish healthy eating habits in the children by incorporating nutritional information into our 

program. 

 Talk to families about their child’s food intake and voice any concerns about their child’s eating.  

 Encourage parents to the best of our ability to continue our healthy eating message in their 

homes. 

 

Service Program  
Greengables will: 

 Foster awareness and understanding of healthy food and drink choices through including in 

the children’s program a range of learning experiences encouraging children’s healthy 

eating.  

 Encourage children to participate in a variety of ‘hands-on’ food preparation experiences. 

 Provide opportunities for children to engage in discovery learning and discussion about 

healthy food and drink choices. 

 Embed the importance of healthy eating and physical activity in everyday activities and 

experiences  

Communicating with families  
Greengables will: 

 Provide a copy of the Nutrition Policy to all families upon orientation at the Service.  

 Provide opportunities for families to contribute to the review and development of the policy. 

 Request that details of any food allergies or intolerances or specific dietary requirements be 

provided to the Greengables and work in partnership with families to develop an appropriate 

response so that children’s individual dietary needs are met. 

http://www.eatforhealth.gov.au/eat-health-calculators
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 Communicate regularly with families about food and nutrition related experiences within the 

Greengables and provide up to date information to assist families to provide healthy food 

choices at home. 

 Communicate regularly with families and provide information and advice on appropriate food 

and drink to be included in children’s lunchboxes. This information may be provided to families 

in a variety of ways including factsheets, newsletters, during orientation, information sessions 

and informal discussion.  

 

REFERENCES: 

Education and Care Service National Regulations 2011 

NSW Food Authority Children’s Services Voluntary Food Safety Guide 

Staying Healthy in Childcare 5th Edition 2013 

www.nutritionaustralia.org - Factsheets 

Australian Children’s Education & Care Quality Authority.  

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

National Regulations 

Guide to the National Quality Standard 

Early Years Learning Framework 

Food Standards Australia New Zealand 

Safe Food Australia, 2nd Edition. January 2001 

Get Up & Grow: Healthy Eating and Physical Activity for Early Childhood  

Infant Feeding Guidelines 2012 

Australian Dietary Guidelines 2013  

Eat for health: Dept. Health and Ageing and NHMRC 

Food Safety Standards for Australia 2001 

Food Standards Australia and New Zealand Act 1991 

Food Standards Australia New Zealand Regulations 1994 

Food Act 2003 

Food Regulation 2004 

NSW Food Authority 

Work Health and Safety Act 2011 

Work Health and Safety Regulations 2011 

Dental Association Australia 

Australian Breast Feeding Association Guidelines 

Munch and Move- NSW Health initiative  

Revised National Quality Standard 2018 
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Greengables SunSmart Policy 
Australia has the highest rate of skin cancer in the world. Research has indicated that young 

children and babies have sensitive skin that places them at particular risk of sunburn and skin 

damage. Exposure during the first 15 years of life can greatly increase the risk of developing skin 

cancer in later life. Early Childhood Services play a major role in minimising a child’s UV exposure 

as children attend during times when UV radiation levels are highest. 

 

NQS: Quality Area 2 

2.1.1: Each child’s health needs are supported. 

2.3: Each child is protected. 

2.3.2: Every reasonable precaution is taken to protect children from harm and any hazard likely to 

cause injury. 

 

NQS: Quality Area 3 

3.1.1: Outdoor and indoor spaces, buildings, furniture, equipment, facilities and resources are 

suitable for their purpose. 

3.2.1: Outdoor and indoor spaces are designed and organised to engage every child in quality 

experiences in both built and natural environments. 

 

NQS: Quality Area 6 

6.2.2: Current information is available to families about community services and resources to 

support parenting and family wellbeing. 

6.3.1: Links with relevant community and support agencies are established and maintained. 

 

Education and Care Service Law Act: 

Section 167: Protection from harm and hazard. 

 

Education and Care Service Regulations: 

Regulation 113: Outdoor space – natural environment. 

Regulation 114: Outdoor space – shade. 

Regulation 168: Policies and Procedures – Sun protection. 

 

AIM: 

Greengables’ sun protection policy has been developed using the Cancer Council NSW SunSmart 

policy to protect all children and staff from the harmful effects of ultraviolet (UV) radiation from 

the sun. 

 

IMPLEMENTATION 

Some sun exposure is important for vitamin D which is essential for healthy bones and muscles, 

and for general health.  But too much sun can cause skin and eye damage and skin cancer. Sun 

exposure during childhood and adolescence is a major factor in determining future skin cancer 

risk. 

 

RATIONALE: 

Exposure to ultraviolet (UV) radiation in childhood is a major risk factor for developing skin cancer 

later in life. By implementing a best-practice Sun Protection Policy and practices, early childhood 

education and care services can help protect staff, educators and children from UV radiation 

and teach children good sun protection habits from an early age. 
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SCHEDULING OUTDOOR ACTIVITIES: 

Outdoor activity times and sun protection practices to include: 

 October - March: Sun protection is required at all times. Extra sun protection is needed 

between 11am and 3pm and during this period outdoor activities should be minimised. 

Minimising outdoor activities includes reducing both the number of times (frequency) and 

the length of time (duration) children are outside. 
 

 April – September: Outdoor activity can be planned at any time of the day. Sun protection 

practices are required between 10am and 2pm except in June and July when the UV 

Index is mostly below 3. 

All sun protection measures will be considered when planning all events held at the service. 

 

SHADE 

All outdoor activities will be planned to occur in shaded areas. Play activities will be set up in the 

shade and moved throughout the day to take advantage of shade patterns. 
 

The service will provide and maintain adequate shade for outdoor play. Shade options can 

include a combination of portable, natural and built shade. Regular shade assessments should be 

conducted to monitor existing shade structures and assist in planning for additional shade. 

 

HATS 

Staff, educators and children are required to wear sun-safe hats that protect their face, neck and 

ears. 

Sun-safe hats include: 

• Bucket hats with a deep crown and brim size of at least 5cm (adults 6cm) – These are provided 

to all staff during the induction process. 

• Broad-brimmed hats with a brim size of at least 6cm (adults 7.5cm). 

• Legionnaire style hats -These are provided to all children upon enrolment and can be 

purchased for $8 if an extra hat is required 

Please note: Baseball caps or visors are not sun-safe hats. Children without a sun-safe hat are 

required to play in an area protected from the sun (e.g. under shade, veranda or indoors) or will 

be provided with a spare hat. 

 

CLOTHING: 

Staff, educators and children are required to wear sun-safe clothing that covers as much of the 

skin specially the shoulders, back and stomach) as possible. This includes wearing: 

• Loose fitting shirts and dresses with sleeves and collars or covered neckline. 

• Longer style skirts, shorts and trousers. 

Please note: Midriff, crop or singlet tops are not sun-safe clothing. Children without sun-safe 

clothing are required to play in an area protected from the sun (e.g. under shade, veranda or 

indoors) or will be provided with spare clothing. 

 

SUNSCREEN: 

Staff, educators and children are required to apply at least SPF30+ broad-spectrum water-resistant 

sunscreen 20 minutes before going outdoors and reapply every 2 hours. Sunscreen is stored in a 

cool, dry place and the expiry date is monitored. Greengables currently uses The Cancer Council 

Everyday 30+ Sunscreen. If your child is allergic or sensitive to our sunscreen, you can provide your 

own given it is compliant with the above requirements. 

 

ROLE MODELLING: 

Staff and educators are required to act as role models and demonstrate sun-safe behaviour by: 

• Wearing a sun-safe hat (See hats) 

 Wear sun safe clothing (See clothing),  

 Applying SPF30+ broad-spectrum water-resistant sunscreen 20 minutes before going outdoors  

• Wearing sunglasses (optional) that comply with the Australian Standard 1067 (Sunglasses: 

Category 2, 3 or 4. 
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 Using and promoting shade 

• Encouraging families and visitors to role model positive sun-safe behaviour when at the service. 

EDUCATION AND INFORMATION: 

Services are required to incorporate sun protection information regularly into learning programs 

and communicate information to staff, educators, families and visitors. Further information is 

available from the Cancer Council NSW website www.cancercouncil.com.au/sunsmart. 

 

POLICY AND REVIEW: 

The Sun Protection Policy, updates and requirements (including hat, clothing and sun cream) will 

be made available to staff, educators, families and visitors. Management, staff and educators will 

regularly monitor and review the effectiveness of the Sun Protection Policy. The service’s Sun 

Protection Policy must be updated and submitted to Cancer Council NSW every two years for 

review to ensure continued best practise. 

 

REFERENCES: 

 The Cancer Council NSW Sun Smart Policy 

 Australian Children’s Education & Care Quality Authority. (2014). Guide to the Education 

and Care Services National Law and the Education and Care Services National Regulations 

2015, ECA Code of Ethics. 

 Guide to the National Quality Standard.  

 Occupational Health and Safety Act 2004   

 Children's Services Act 1996  

 Cancer Council -www.cancercouncil.com.au/sunsmart 

 Sun Smart Child Care: 

http://www.imagineeducation.com.au/files/CHC30113/Sunsmart__20Childcare_A_Guide_f

or_Service_Providers.pdf 
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Incursion Policy 
NQS: Quality Area 2 

2.3.1: Children are adequately supervised at all times. 

2.3.2: Every reasonable precaution is taken to protect children from harm and any hazard likely to 

cause injury. 
 

EARLY YEARS LEARNING FRAMEWORK: 

Learning Outcome Two: Children are connected with and contribute to their world. 
 

DEFINATION OF AN INCURSION: 

An incursion is a planned experience which is conducted within Greengables and may involve 

members of the community attending the Centre to educate, preform or participate in learning 

experiences. Parent/guardian consent may need to be given prior to a child’s participation in an 

excursion and there may be a small cost associated.  
 

AIM: 

At Greengables, we aim to provide children with a stimulating program, providing intentional 

teaching experiences that provides children and Educators more opportunities to connect and 

contribute within their community. To meet these needs within the centre, we invite in a variety of 

companies, community groups and emergency services to come to Greengables and present 

their information. This eliminates the need for children to be taken outside the centre on 

excursions.  
 

FOR CHILDREN: 

 To extend their learning within the Centre by using community resources. 

 To participate in a wide variety of learning experiences including those reflecting our 

multicultural society. 

 To learn about our community while being within the centre. 
 

FOR STAFF: 

 To plan experiences that extend learning. 

 To plan a variety of Centre visits evenly distributed across the year and across all days of 

the week. 

 To gain information about the Centre visit ensuring it is age appropriate. 

 To provide parents with information about the Centre visit, including description, cost per 

child, date of visit and permission slip to sign well in advance. 

 To create a calendar of events and distribute to families at the beginning of each year. 

 To ensure that all incursions undertaken by the Centre are planned and conducted in a safe 

manner ensuring children’s wellbeing is maintained at all times in accordance with national 

legislation 
 

FOR PARENTS: 

 To read Centre visit information. 

 To return permission slips and payment to the Centre by the specific day. 
 

THE PROVIDERS OF THE CENTRE VISITS 

For all providers of centre visits to have a current and approved New South Wales working with 

children check. Before booking any show, the educator booking the show will ensure that all 

presenters comply with current Greengables policies and procedures and are providing and 

educational program that supports the learning needs of children at Greengables. 
 

References: 

 Education and Care Service Regulations 2011 
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Parent Acknowledgement 
 
I/We have read this handbook carefully. I/We understand the commitment 
that you are undertaking and your responsibilities to the Service.  
I have completed the enrolment form at the Service.  I have read and agree 
to comply with the requirements set out in this handbook and in the Service’s 
policies. 
 

Family Name   

Parent Name   

Child/ren’s 
Name  

 

Parent 
Signature  

 

 
Please list what skills talents, interest and culture that you and your family (not 
forgetting grandparents) are able to share with the Service. 
 

 

 

 

 

 

 
Have you completed the orientation evaluation?  Please circle    
 Yes/ No 
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