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INTRODUCTION

ENABLING EXCELLENCE IN CARE AND EDUCATION

At Foundations Family Day Care Service, we aim to provide high quality care for children and their families. We are
committed to developing and maintaining positive relationships with educators, families, Foundations FDCS staff and all
other key stakeholdes.

Our Policy and Procedure Manual has been developed to ensure all parties effectively understand their roles and
responsibilities by providing clear and practical guidelines. Effective assessment and review of policies and procedures
are part of our canmitment to providing high quality education and care outcomes in family day care. Foundations
FDCS welcomes and values your involvement and participation in developing and adhering to these policies. From time
to time you may require clarification on @lxy or procedure, when this occurs our staff will be happy to assist you.

These policies have been framed in accordance wittEihecation and Care Services Natidreal Act(2010), the
Education and Care Services NatidRegulationg2010), the Family Assistance L&#/999) andthe National Quality
Standard (NQ.
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OPERATIONALDETAILS

Approved Provider Malaika Garden Family Day Care Pty Ltd

Provider Approval Number | PR40001525 ABN 85 167 367 277

Education & Care Serviddéame | Foundationd=amily Day Care Service

Service Approval Number SE40003043

Must employ or engage at leashefull time equivalent family day care
coordinator for every 15 family day care educators engaged by or registers w|
the FDCS. Must not engage or register more than 12 family day care educatd
with the service

Conditions on Approval

NQS Rating Meeting National Quality Framewlo

Director/ Responsible Person| TabsangwaSango Nominated Supervisor| Bintu Conteh

Coordinator(s) Corianna Quak Educational Leader Corianna Quak

Office Administratos Jess Meeknd Kierstin Ham

Office Address Shop 1a/ 158 Church Roadl|rdere QLD4034

Office Phone (07) 3150 9543 Outsideof HoursPhone | 0412 596 782

Monday toThursday@am¢ 5pm
Office Hours Friday8am ¢ 4pm
Closedon weekends andyblic holidays

Email office@foundations.net.au

Website www.foundations.net.au

Foundations FDCS is available to all parents and edu@tdrsurs 7 days per week ord412 596 782

NATIONAL QUALITY FRAMEWORK

The National Quality Framework (NQF) begamhenst of January 2012. It is the result of an agreement between all
Australianstate governments to work together to provide better educational and developmental outcomes for children
using education and care services.

The NQF is about:
- Bnsuring servicesareof$h KA 3IKSaild Ll2aairoftsS ljdzZ tAde F2NI I OKAf RQa
- Providing families with the right information to help them make informed chaices

NS

The legislative framework consists of thducation and Care Services National Bat(2010) and theEducatiorand

Care Services National Regulati¢2@11) The NQF introduces a new quality standard to improve education and care

across long day care, family day care, kindergarten, and care outside of school hours. Quality education and care shapes
everyOKAf RQa FdzidzaNBE FyR fle&a (GKS F2dzyRIFIGA2Yy F2NJ RSOSt 2 LIV S
selfesteem, resilience, healthy growtand capacity to learn.

Children need quality care and attention that meets their individual nedus to main influences on the quality of
care arecaregiver qualifications, arldwer staff to child ratiosThese factors are particularly beneficial for very young
children and those from disadvantaged backgroumdsre information can be found atww.acecqa.gov.au



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

WHAT THE NATIONAL QUALITY FRAMEWORK MEANS FOR AUSTRALIAN FAMILIES
TheNQF is designed to give children the best possible start in life. It is a national system designed to provide
transparency and accmtability. The NQF is designed to provide better educational and developmental outcomes for
all children wherever they live in Australia.

The NQF covers the critical areas of education, development, health and, safétgrovides clear and comprehensive
information for families about the quality of care services available. It focuses on better learning outcomes for children
through improved educator to child ratios and new qualification requirements for educathefNational Registers of
educators, proiders and services give consistent and dependable information to help families assess individual
education and care services across Australia.

THE NATIONAL QUALITY STANDARD

The National Quality Standard (NQS) ske¢sbenchmark for the quality of childréhd SR dzOF G A2y | YR O NE
PdzZaGNFfAF® ¢KS bv{ KAIKEAIKGEA (GKS A YaskeldslreatidsshigsWithOK A f RN
families. Our service is assessed and rated ags@v&nquality areas, 18 standardand 58 elements thamake up the

NQS. We then receive an overall NQS ratngl a rating for each of the seven quality areas.

CODE OF ETHICS
C2dzyRFiA2ya C5/{ KFI& IR2LIISR GKS 9FNXeée /KAfRK22R ! dzai N
(Appendixl) has beerincluded at the back of this Policy and Procedure Manual.

OUR MISSION ANDPHILOSOPHY

OUR MISSION

Our mission isdr each child to grow up as competent and confident learners and communicators, healthy in mind,
body and spirit, secure in their sensebafionging and in the knowledge that they makealued contribution to
society.

PHILOSOPHY
We support the belief that childhood is a unique and critical stage ofiéeare dedicated to the care, nurturing and
development of children, whilst providing goort and respect for families.

We believe that children learn and develop in an environment wileeg feelhappy and secure. By providing children
with a warm, safe, inclusive, educationahd stimulating environmente will ensure all children havihe best start in
life. Thiswill create a better future for them and wiallow them todevelop holistically and naturally at their own pace.

We believe that each child, family, educator and staéfimberis a unique individual and that their culture, costs,
languages, values and beliefs should be respected.

We aspire to developtrongand respectful relationships between all children, families, educators and staff through
open, honest and effective communication. We will work with families to supporttimetheir parenting role and
share information with thenwhichA & 2F o0SYSTA G (2 GKSANI OKAf RQa RS@Sft 2 LIV

We believe in providing children with an educational program that supports both group and individual needs, as
experience has shown #i children learn and develop best when exploring their world through stimulating and
challenging playwe aim to provide programs that include a combination of atkdd and childnitiated experiences
as we believehildren should have input inttheir learnings We believe in fostering children to develop a love and
curiosity for all aspects of our natural environment
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1. EDUCATIONALPROGRAMMING ANCPRACTICEPOLICY

RevisedApril 2020

POLICY STATEMENT

Foundations FDG®ekso provide the best educational outcomes for every child in our service. We collaboratively
work with children, families and the community using a glaged environment which considers sustainability,
diversity, cultures, languages, traditions, child rearing pcastiand lifestyle choices of the families.

OBJECTIVE
To ensure Educators are:

Working with parentgo nurture and support the individual development of each child in a welcoming, safe and
purposeful home environment.

Gonsistently demonstrahg acceptablesocial behaviour, open communication, acceptance, encouragement and
positive guidance teach child. This modellingovidesan opportunity for each child to learn respect for
themselvesand for others, to share and communicate, to help and coopetatenake positive choicesnd to
connect and care for the world around them.

Meetingthe program requirementsand poviding education and caréhat followsthe national approved learning
frameworks ‘BelongingBeing, and Becoming2 The Early YearsLearning=ramework(EYLFand Wly Time, Our
Plac&€X, Frameworkfor School Age Care

DocumentingS I OK OKAf RQa f S| NJEXLpacomes hntl godtiting ib [l effedtliard S R
future learning which promotes individual learning environments for each child.

EDUCATIONAL PROGRAM PROCEDURE
Educators are to:

Provide children with uninterrupted andxtendedplaytime, andresources and space for play.

Have warm, consistent and positive interactiavish children. This willoster positive relationshipbetween
educator and child in order tgtimulate a sense of wellbeirgnddevelop relationships.

Provide an aesthetically pleasing environment contaimatyiral, homelike resourceén a variety of spaces.
Provide @cess to a range of resources that are o@ded and culturally responsiwehichcan be used to enrich
and extend their playincorporate theirinterests andurther thelearning focus

Allow for the expression of personality and uniqueness while creating opportunities to pursue their interests,
passions andtleas

Utilise different teaching strategiefor different childrenin different contexts.

Applythe principals and practices describedBelonging, Beingand Becomingand Wy Time Our Placfelative
to their own personalised philosophy, context and environment.

Demonstrate positive communication skills and promote appreciation and acceptanaé individuals by using
inclusive phrasing and by observing differences or similarities in a respectful and positive manner.

Talk openly with families and children regularly and support them in achieving effective learning outcomes.
Provide opportunites, resourcesand aculture of learning and enquiry to assist children in meeting their full
potential in elationto the EYLF learning outcomes.

PNRY203S SIOK OKAfRQa asSyasS 27F OdzNR 2 aakangedf edperigrieeSNg | y R
mayincludecreative and verbal expression, inside and outside activities, achievable challenges, movement
activities,and role playSocial enjoyment and confidence can be encouraged by eating as a gnolipy free
participation in group activiés. Sekentertainment and reliance may be encouraged by offering opportunities for
free choice play and quiet individual activities.




- Inspirethe children to be capableompetent learnersThis can be achievdyy encouraging the children to
- Take accetable risls
- Recognise and respond to their own and othéelings
- Includetheir views and input on daily decisions aedrning activities
- Createa sustainable environment
- Becomendependen andachieveindividual excellence
- Encourage childrentd OG A @St & O2yadNUzOG GKSANI 2y €SINYyAy3a o6& |0
curriculum decisionsThisallowsthem to lead play and asss&hem to construct their environment.
- Assessmonitor and recorel OK OKAf RQa f S| NJ Alab&ationyith chRdBed Snd tarhilaSiggli Ay
the Child Observation Journals.
- Document learningiaarangeof methods including learning stories, photographs with written observations,
FYSOR20GIf 20aSNBIFGA2yas FNI@g2N] &l YLIXE Ay3IS RAIAGEHE YS
- Include in the documeiattion evidenceof, and reflection on:
- IYRA QDA Rdzsfinte@K A f RNBY Q
- (ollaboration with families
- Selfreflection
- 91 OK Ceefopniedad nediisincluding inclusion support
- EachchildQ @articipaton in the program
- Thefamiliesand thecommuni& n@ut to the program
- Ensure reflections of the curriculum frorhildren, families, and themselves are discussed and evaluated
throughout the year.
- AaSaa GKSANI LINI Ol Aléadingloyitcom&t F A2y G2 GKS 9, [ CQa
- Complete the Weekly Programming Book by creating an educational program whiginékeonsideration
chi RNByQa Ayi®NMpwlia |yR LI NByd
- Complete a minimum ofwo observations per childper month in their Child Observation Journals. One must be
an individualthe other can be a group observation.
- Reflect on their program and practice using the Educaionthly Reflection Journal. At the end of each month
educatos are to answer the two pages of questions and follow up on areas they decide to review.
- Complete their own Quality Improvement Plan (QIP). A framework for their own QIP has been includedbatkh
of the Educator Monthly Reflection Journal.
- Attend allin-service programming trainingnd ProfessionaDevelopmentprovided by Foundations FDCS

Coordinators are to:

- wWS@ASS YR ardy GKS 2SS{1feé t NP I Ndswevelugaibrs arg @hpleBndzNA y 3 S
programming as required by Foundations FDCS policy and procedure.

- Provide educators with additional support with programming, should theejound to not be competent in one or
more areas Supportwill include twicemonthly visits for three months by the Educational Leader or the
Nominated Supervisor

Foundations FDCS Policy and Procedure Manual 7



1-A. ENVIRONMENTALSUSTAINABILITY

Revised: April 2019

POLICY STATEMENT
Foundations FDAScommittedto developingenvironmental sustainabilityntegrating theuse ofnatural resources
and encouraing children to bemindful andconsciouf the impact they have on their world.

OBJECTIVES

Toensureeducatorsdevelop knowledge and awareness of environmental educatiod sustainable practices
within their progranming.

To encourage educatote utilise environmentally aware practicesdaily activities in order to demonstrate to
children how torespectthe natural world,andrelationships between people and animals.

Topromote the useof, and provide training irgnvironmentally sustainable practices within the office setting.

ENVIRONMENTAL SUSTAINABILITY PROCEDURE
Educatos are to:

Establish an environmentally considerate education and care setting through the use of

- Composting of organic waste

- Recycling of paper, boxes, containers, packaging, bottles etc.

- Being water wise

- Energy efficient lighting and electrical use

Provide opportunities for childreto exercise environmentally sustainable practices.

Provide childen with garden to table experiencds.ggrow flowers, herbs, fruit or vegetalseand explore the
origins and practices of food provision and preparation.

Include panned and spontaneous opportunities to explore water conservation, water reuse, watetingand
compostingin their programming

Foundations FDCS will:

Provideeducators with environmentally sustainalifaining,through newsletters, posters and in professional
development training.

Promote the use of environmentally sustainalpeactices within the office setting through the usk

- Recycling of paper, boxes, containers, packaging, bottles etc.

- Being water wise

- Energy efficient lighting and electrical use

- Minimal use of paper where possible




2. CHILDRENGHEALTH ANDSAFETYPOLICY

RevisedApril 2020

POLICY STATEMENT

Foundations FDG®ekso ensuke children are cared for in a physically and psychologically safe environment. All
children have the right to experience quality educataond excellentare in and safe and healthgnvironmentas they
learn through play

OBJECTN&E
- To ensure thatducators are aware aiur/ KA f RNBSy Qa | SIf 6Rtol2@R {FFShGe t2fA0A
- To develop strategies of implementation to create a child safe environment.

HEALTH AND SAFEAFROCEDURES

Educatorsare to:

- FollowRANBOGAZ2Yya FTNRY C2dzyRIFiGA2ya C5/{ Ay NBftlLiliAzy (2 K

- Completethe Daily Safetghecklistwhich includeslaily visual checks of the environment to ensure ongoing
complince with safety standards.

- Supervise lichildren at all times to ensure their safety and wellbeing.

- Use theimprofessional judgment to ensutéeir environment and personal practices are safe.

- Manage and maintain all furniture, equipment and toys in &80l y OS (2 $AGK (GKS WYARal T
DdZA RSt Ay Sa HAMHQ 0SS (i xppoFiatdfgr thadchiRiien). g 2 N] Ay 3 2 NRSNE

- Ensure all fences and gates are well secured to ensure children cantiwbggh, under, or over the them.

Qoordinators are to:

- Annually omplete aComprehensive Home Safety ChémkeachS R dzO | (i 2 NX aidehiiy B reduc® any (i 2
hazards in and around the homandensure the service continues to meet legislative requirements.

- M2y AG2N) SI OK SeRusntylthé Rade Bonitdhts ahd Support Form on a regular basis.

- Provide information and support through home visits to ensure that educators are providing a physically and
psychologically safe environment for children in care.

Foundations FDO®ill:

- Ensure theHome Rsk Assessmenis completedduringthe ComprehensiveHome Safety checkn compliancewith
the National Safety Sandard

- BEnsure theEmergencyRisk Assessmenis doneannuallyin compliance witithe National Safety Sandard

- Ensure veltles in which children are transported are safe and are fitted with appropriate safety restraints suitable
for the age of the child. Children must never be left unattended in a vehicle

- Ensure all regular and specialcarsion risk assessmexare completeal in compliance with thdNational Safety
Sandard Should a regular excursion place (e.g. library) condratvatiors, Foundations FDGBustcomplete an
updated risk assessment before the next excursio

- Approveall regular and specialxcursiors before the excursion takes place. This includes obtaining copies of
accurately completed, signed and dated permission forms from all families

- Provideannualprofessional developmerandtraining on health and safetipr all educators.

Foundations FDCS Policy and Procedure Manual 9



2-A.VISITORPOLICY

RevisedApril 2020

POLICY STATEMENT
Foundations FDCS seeks to ensure all visitors comply with the safety regulations (Regulation 165, 166) to maintain the
safety of all children in care.

OBJECTIVES

- To ensure the bildrenQ safety.

- To maintain the ontinuity ofeducator@ care safty.
- To ensure no strangers enters the premise

VISITOR PROCEDURES

All visitors:

- Educators will ensure all visitors to t8eR dzO I (i A 2 y W@ilBsign.IN&BdroutafSh#isitors Logbook.

- TheVisitorsLogbookwill be kept in an area visible to any visitors entering the premises.

- Regular visitors may be required to holéPasitive Notice Blue Caadt Positive Blice Checkf requested to do so by
Foundations FDCS

- Familes ofchildren in care @ not required to sign th&isitorsLogbookunless they stay for longer than what could
be expected as a reasonable time when collecting and delivering children.

- No child will be left alone with a visitor at any time.

- Any person who isigqualified from applying for a Positive Notice Blue Card (list of disqualifications can be found at
https://www.gld.gov.au/law/lawsregulatedindustriesand-accountability/queenslandawsand
requlations/requlatedindustriesand-licensing/bluecard/eligible, is not permitted to enter th& R dzO | G 2 N & LINS
while care is being provide

Overnight Visitors

- Educators must notify Foundations FDCS two weeks bafomernightvisitoris scheduled tarrive.

- Any overnightvisitor who stays in th& R dzO | résiledd® %or more thathree weeksmust apply fora Positive
Notice Blue Card

- Any overnight visitors who are unable to apply for a Positive Notice Blue Card (e.g. overseas resident) may stay for a
maximum of three consecutive weeks at tSeR dzO | rési@lexde aThe educator must inform Foundations FDCS two
weeks before arrivadf the vsitor.

- Any person who is disqualified from applying for a Positive Notice Blue Card is not permitted to stay overnight at the
SRdzOF 62 NR& LINBYAaSao
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2-B. REST PERIODS ANI24-HOUROVERNIGHTCARE

RevisedApril 2020

POLICY STATEMENT
Foundations FDG®ekso maintain excellensleep, rest and beddingygienepracticesfor all childrento provide them
with a balanced and healthy learning environment.

OBJECTIVE

- To ensure safe and appropriate d@ye sleeping and resting periods are providedhildren in care.

- Toimplementstrategies toensurea safeenvironmentfor children staying overnight in care.

- To ensureeducators are aware of the processes figepingarrangements, ats and beddingand wernight care
(non-standard hours)

SLEEPINGRRANGEMENTS
Foundations FDCS wallovide educators with up to date information from recognised safety authorities on the
selection and use of cots, beds and bedding and safe sleeping practices.

Educators are to:

- Ensurethe sleep and resheedsof the children being cared for are m&king into consideration the age,
developmenal stage, length of stayfamily and cultural differencesnd theindividual needs of the children.

- (Checkdeeping babiestoddlersandchildren known to be at risfi.e. chilren with epilepsyevery 1020 minutes
during the dayin accordancevith the current'Red Nosé&afe Sleepinguielined.Q

- Observehe Red Nos&afe Sleepinguidelined & all times Exceptions can only occur with specific, written
authorisation fromtheD KA f RQ& LI Ndhg uiill powide altdrhaieRIdeping arrangement

- Consult with parents as to theld K A €leRp@ritlrest requirements and encourage children to sleep in order to
meet their developmerdl needs

- Not force a child to sleeguring a period of rest. Clilen who do not wish to sleep will rest quietly or be offered
alternativeW |j daktSitle<such as reading or puzzles

- Maintain supervision and be accessible to childaéall times.

USE OIEOTS

Cots (new and secoraand)used in family day care will comply with Australaard New Zealand Safety Standard

(AS/NZS 2172 Cots for Household Use) and be maintained in a clean and safe condition, taking into consideration the

following:

- Finger trapg; there should be no spaces beten 5mm and 12mm wide.

- Arm and leg traps there should be no spaces between 30mm and 50mm.

- Railings; should be no less than 50mm and no more than 95mm wide.

- 1 SR 0 NJ HIEK NRYEE KécRHér shaultiBe &0 spaces 95mm or wider.

- Protrusions; there should be no protrusions that jut out more than 5mm. Clothing can get snagged on knobs,
decorative features, wing nuts, side catches, and cause distress or strangulation.

- Pillows an extra mattressor toysare not to be puin the cot as the child can become trapped and suffocate
between these items or can use these items as a foothold to climb out of the cot.

Foundations FDCS Policy and Procedure Manual 11



- No cot bumpers, transfers, decorative wall stickers, string or ribbon will be used, or near the cot.
- Wall heatersandany cords (i.e. blind cords, electrical cords) must be kept away from the cot.

USE OF PORTABLE COTS

Portable cots will comply with Australian Safety Standard (AS 2t@b¢ducators are to:

- Ensure the sides are fully locked into place and secure

- Check mechanisms regularly for wear.

- Use the cot mattress provided.itting mattresses may create spaces where a small baby may be trapped.
- Stop using the portable cot if the baby can undo latches.

- Stop using the portable cot when the chilthchesone year old or weighs more than 15 kg.

- Place the portable cot away from potential hazards.

- Check that latches are securely locked before use.

- Check regularly farars in vinylloose fabrigor broken locks

LINEN ANBEDDING

- The area in which the children sleppst be an area approved by Foundations FDCS.

- b2 FNIAFAOAFE KSIFGAy3 gAftf 0SS dzaSR Ay GKS OKAfRQa o
- Children will be provided with individual beds and beddirigch isbe stored individuallyand hygienically

- Childrenareneverto be punished or negatively treatefithey have siled or wettheir bed.

- Beds and mattresses not in use must be cleaned, aired and stored appropriately.

- Upper bunk beds will not be used for children endchool age.

- Individual linershould bewashed weekly or sooner if it is soiled.

- The sharing of linen between children is not permitted.

w
T«

OVERNIIGHT CARE

Foundationd=DCSuvill provide educators with training to ensure they are aware of their vulnataltd allegations of

child abuse and its ramification to ensure that protective measures for themselves and their families are put into place.
Overnight care can only be provided by an educator after their application has been approved by Foundations FDCS

Educators are to:

- Seek approval fronfFoundations FD{Sior to providing overnight care.

- Provide specific details when applying to provide overnight care. Including if there will be any other children
OAYyOf dzZRAYy 3 (G(KS SRdzOF Gehsgd. 26y OKAf RNByo aidreiay3a Ay (K

- Obtain witten parental approval befora child shall sleep overnight in the same room with any other chitther
educator

- Provide the child witlheir own bed linenand personal items for emotional comfort if overnight care is redylar
provided

- Maintain supervision and be accessible to childaéall times.

- 9RdzOF G2 NBR Ydza G Sy adzNd§arda i Frde framfsi8okelakditdbatdblbilliciRdiugsiaitdiads 4t)
all times.

- Complete a welbeing check every two hoursd. checkon everychild andmonitor theroom temperature)while
children are sleeping.

- Use ababy monitorto allow continue supervison ofthe child whileout of the room.Educators ared keep the
portable receiver from the monitor with them at all times while the childeza sleepng.

- Record childre® daily sleep in the Infant/24 Hour Care &oas required b¥foundationsFDC3he Education and
Care SrviceNational Law 012, andthe Education andCare ServiceNational Regulations

12



2-C. NUTRITION, SAFEFOODHANDLING & ORAL HEALTH

RevisedApril 2020

POLICY STATEMENT
Foundations FDCS seekstjuip educatorsto provideand supporthealthy, nutritious, and age-appropriatefood for
each child.

OBJECTIVE

- To ensureampleprovision of nutritious food.

- To consider and respect the cultural, religipasd overall health needs of individual children.
- To promote good dental and oral health practices.

- To follow best pratices to reduce risk of allergeaxposure

HEALTHY EATING PROCEDURES

Educatorsare to:

- Ensure that safe drinking water is available to the children at all times.

- Ensurehat food provided wilexceedthe recommended minimum food requirements for childrertlieir care.
- Ensure thavaried and include seasonallyailablefood is provied.

- Ensure their weekly menu is displayed and accessible to parents.

- Encourage as requirediditional snacks of bread, fryind vegetabls.

- Encourage the children trink water on a regular basis throughout the day.

- Inform families itheir child is not eating enougbr consistently overeat.

- gt with children at mealtimes as often as possible, making mealtimes an enjoyable and social experience.
- Never usedod as gorm of punishment or reward.

SAFE FOOD AND DRINK HANDLING

Educatorsare to:

- Ensure that they and all childremash their hands before handliray food.

- BfO2dzN> 3S OKAfRNBY (2 | @2AR ,dduyeRsilshAyd 2G§KSNJ OKAt RNBy Qa
- Ensurdoodisstoredin a refrigerator which can maintain the temperature of food at or befwe degrees.

- Ensureall foods which may cause chokifgg. popcorn, corn chipss notgiven to infantr young children.

- Ensureall foodis correctly cooked and served at a safating temperature.

- Ensure H fruits and vegetableare washed prior to serving.

- Use a separate cutting bodrand utensilsvhen preparingaw meat andor chicken.

SPECIAL NUTRITION REQUIREMENTS PROCEDURE
Children on special diet&.g. allergyrestricted, coeliac gluten free, low sugan)ll be asked to provide detaitompiled
by a qualified doctoor dieticianof anyspecificfood need which

Foundations FDCS Policy and Procedure Manual 13



Educators are to

- Enrsurethe food providedrespects thecultural and religiouseliefs of the families

- BEngage ifood awareness activities from a variety of culturasdcelebrate special occasions with culturally
appropriate foodge.g. birthdays, culturaland religious days

- Avoid cross contaminatiowheninteracting with chitiren with Coeliac Disease or food intoleranbgausing
separate cooking and serving utensils, stgfood in appropriatly labelled containers, wagiig all food handling
equipment between use and waisty hands between handling food.

MILK AND BOTTLES PEODORE
5dzNAy 3 SyNRfYSyd Ald Aa NBO2YYSYRSR (e@ukcaior. Bottlertimesalla RA & Odz
preferences (i.e. water/formula combinations) need to be given to the educator as a guideline for feeding the child.

Parents are to:

- Szl & GKS o0200fSa F2NJ 0KSANI OKAf RQa dz&aS UGKNR.AZAK2dzi 0|

- Supply the appropriate2f Ny dzf | = o6 NB I &0 YOS N\ENI G2 60B (YSAR (6 A GK GKS OF
it must also be marked ith the date expressed, and/or date frozen.

Educator are to:

- Ensure bttles aresealed and placed into the fridge arrival each day

- Make up bottles with formula with frestboiled water.

- Encourag childrento be laying down or sittingvhen they haveheir bottle.

- Not allow dildrento walk or crawl with a bottle.

- Ensure bttles arekept in the fridgewhenthe child is not drinking it. If the bottle has been left out foore than
ten minutes the bottle must be emptied out and remade.

- Heat bottles by m@cing the bottle in a large juaf boiled water. Bottles must be shaken, and wrist teste@surea
safe drinking temperature.

DENTAL HYGIENE AND ORAL HEALTH PROCEDURE

Educatorsare to:

- Ensure they promote good oral health and hygiene practioceshildren and families.

- Discuss and promote dental hygiene incidentally at @@ ck andgroup times.

- Encourage drinking of miler water, instead ofsoft drink cordial or juice throughout the day

- Actively implement the sun protection policy fibre prevention of lip cancer.

- Report to the family any signs noticed of tooth cavities, gum swelling, infection of the mouthppdiscomfort
the child has wittchewing, eating or swallowing.

- Appropriately eport any accident, injury or suspted injuy to teeth and gums.

14



2-D. SUNPROTECTION

RevisedApril 2020

POLICY STATEMENT
Foundations FDCS seeks to ensBren Smafipractices and sun protection behaviours are implemented throughout
the organisation of activitiesjse ofoutdoor environmens andthe education of children

OBJECTIVE

- To ensure ample education resources for educators to actively support Sun Smart practices.

- ToMNR iSOG OKAf RNByQa & Bunsmaeravidifhoaiyh ac@labdrétiGapproachavidaithe
SRdzOF 62NJ I yR .0KS OKAftRQ&A FI YAfe&

SUN PROTECTION PROCEDURE

Educators are to:

- 9yadaNBE OKAfRNBY |NB ¢SIENAYy3I KIFIiGa 2dziR22NAIZ YR I NB (2

- Apply SPB0+ broad spectrum sunscreen lotiahleast 15 minuted®efore the children go outdoors.

- Re-apply sunscreen when required and before any other subsequent outdoor play sessions.

- Ensure any childreander 12 months old, cany childwhose parents have not given authorisation for educators to
apply sunscreerdo not play in the sun or in wat that is not shaded.

- Weartheir ownhat and apply sunscreen before the outdoor sessions and as required.

- Program outdoor activities befor&@0am and afteBpm.

- Ensure the children are not playing outside when the UV ratinjasenine.

- Incorporate sun protection awareness activities in programs and displagafetyposters

- Ensurechildren wash their hargbefore andafter applying sunscreen.

- Ensure hats are worn during outdoor play at all times throughout the yiéducators are recommended to establish
a "no hat, play in the shade" strategy.

Parents are to:
- Read the8un Smafipolicy upon enrolment as outlined in the Parent Handbook.
- Provide protective clothing for outdoor playncluding degionnaire or broad bmmed hat shirts with sleevesand
long pants or shorts. If inappropriate clothing is worn children will be encouraged to play in the more shaded areas.

Foundations FDCS Policy and Procedure Manual 15



2-E. CHILD PROTECTION

RevisedApril 2020

POLICY STATEMENT
Foundations FDG®eks tgorotect children from physical, emotionaexualneglectandor abuse. Webelieve all
children have right tdeel protected, and deserve tde safewhereverthey are.

OBJECTIVE

- To ensure educatsrare able to identify children whare experiencing, orra suspected to be experiencing, neglect
and/or abuse

- To be able to documergndreport disclosures or suspected abuse appropriately aocurately

- To maintainconfidentiality for childrerwho are experiencing or are suspected to be&xperiencing, negle@and/or
abuse

- Toensure Childrotection trainingis conductedannuallyandwhen changes to the legislatiatcur.

ALLEGATIONS OF CHILD ABUSE OR NBHEREGCEDURE
All educatoisarerequired to report any allegation of abuseeglector assault, includingexual assaulto the director
andnominated supervisor dfoundationd=DCSDefinitions related to Child Protection can be found in Appe&dix

Foundations FDCS will:

- Ensure almandatory annual training is completed by all staff and educaegstered with Foundations FDCS.

- Ensure all adults in regular contact with children in care have a cuPasitive NoticdBlue Card.

- Ensure all educators understtheir role in reporting any harm or suspicion of harm.

- Ensure that all support providdd providedwithout bias and_Jdzii & (1 KS @dvedlResa al FSde

DOCUMENTING A SUSPIC/DID/OR DISCLOSURBESHARM
If a Foundations FDCS staff member or an educ#ias concerns about the safety of a child they will:
- Record their concerns imaobjectiveand accurate manner as soon as possible.
- Record their own observationas well as precise details of any discussidgth a parent €.g. a parenexplainsa
noticeable mark on a child).
- Not endeavar to conduct their own investigation
- Document as soon as possible so the details are accurately captured including:
- Time, date and place of the disclosure
- WhatK I LILJSY SR Wg2NR F2N) g2NRQ YR ¢KIG gFa alARI AyoOf
been taken
- Date of report and signature.

If a Foundations FDCS staff member or an educasmeives a disclosure frora child they will:

- Remain calm andrfd a private place to talk

- ¢Stf 0KS OKAfRKLISNE2Y (GKS& KI @S R2yS GKS NRARIKOG GKAyYyS3
someone who can help keep the child safe

- Only ask enough questions to confirm the need to report the maff&eeducator or staff member must not
prompt or guide the answers a child provides.

- Not attempt to conduct their own investigation or mediate an outcome between the parties involved

16



- Document as soon as possible so the details are accurately captured including:
- Time, date and place of the disclosure
- 2KIFG KFLIWSYSR Wg2NR F2N 62NRQ YR ¢KIG 61 & alFARI Ay
been taken
- Date of report and signature.

REPORTING PROCEEDURE

If an educatoror parenthas a reasonable suspiciofthe neglect and/or abuse @ child the following procedure will

be followed:

- The educatopor parentis to ensure the immediate safety of the child and notify Foundations FDCS

- Foundations FDGAII notify the Dept. of Familand Community Services Helpline or the local commseityices
office of any suspected child abussappropriate and onfidentiality will be maintained at all times.

- Foundations FDCS and educators will follow the direction of the relevant who wdliciotihe investigation and
inform of what further steps are needed.

Foundations FDCS Policy and Procedure Manual 17



2-F. TOBACCQALCOHOL AND DRUGS

RevisedApril 2020

POLICY STATEMENT
Foundations FDG®eks tgorovide an environmenivhichis free from the use of tobaccalcohol,andillegalor illicit
drugs.

OBJECTIVE

- To ensurdFoundations FDCS aaducators are healthy and safe to perform their role within the organisation.

- To ensurdhose present aFoundations FDG&#id the elucatoi@ premisesare able to be in a smoke, drugnd
alcoholfree environment

TOBACCO, ALCOHOL AND DRUGS PROCEDURE

Educators are to:

- Notify Foundations FDGfsthey aretaking any medicatiomwhichis likely to have side effects that could impair
their performance.

- Disclose if there is a smoker in the household and demonstrate procedures to ensure children in the education
and care setting are not exposed to secondary smoke.

- Ensurenopersonatth€ RdzO (i 2 NRA& LINB Y A & Ssidkesitake illidzRirigs ar drinks &laokobon & S a
the premises during care hours

- Ensure children in care are not exposed at any time to tobacco smoke, alcohol or illicit drugs.

- Place d alcohol in dockedcupboard or storage unit out of the reach of the children.

- Informallvisitors to theS R dzO | {i 2 NIXbfthe ltNdISCY, drlighril alcohoffree environment.

Foundations FDCS will:

- Conduct inspections of the environmeiitanyone is fand to breach this policifoundations FDGAIl evaluate
each situation on its merits and take appropriate action. This may include immediate suspension or dismissal.

- Ensure the safety of all people attending Foundations FDCS social,@itdsat an edzO | 1 2 NR& LINBSYAa$S
service, by only providing nesdcoholic drink and all those in attendance are acting responsibility.
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2-G.WATER SAFETY

RevisedApril 2020

POLICY STATEMENT
Foundations FDCG®elsto develop a clear and informed understanding of water safety practicgsdwding
information toeducators, childrepandparents about water safety.

OBJECTIVES

To ensure ample education resourcesédducators to actively suppowater safety practces.
To protect children and educate them abowmter safe behaviouyin collaboration with families and educators.
To put into place clear procedures and systems which are designed to maintain water safety practices

WATERSAFETYROCEDURE
Educators are to:

Teach children about water safety on a regular basis.
Closely supervise children near water at all tiraad never leave children alone near any water.
Srictly follow the adult: child ratiosfor all water activitiedoth in and out ofthe water €.g.beaches, lagoongublic
and private swimming poolslams):

- one adult for one childl:1)for under three years of age

- one adult for every two childre(iL:2)for over three years
Ensure vading poolsare emptied after each use and stored cectly to avoid collection of rain or hesvater.
Ensure all water containers.@.ponds, spas, nappy buckets, bathtyilbse made inaccessible to children or covered
when not in use
Ensure that all child play areas are safely fenced off from water hazards such as dams, creeks, lakes, irrigation
channels and wells.
Ensure children with diarrhoea, upset stomach, open sores or nasal infections do not use the pool or other water
play equpment.
Ensure all children wear the appropriate sun protection clothingaflowater activities(e.g. broad brimmed hat, sun
shirts).

SWIMMING POOBAFETYROCEDURE

All pool fencing must comply with the Australistandards for pool fencing and gatésa pool is present at an

S R dzO | ptethiBERA copy of the pool safety certificate must be provided to Foundations FDCS, and regular
inspections will be performed thereafter.

Educators are to:

Check pool fencing and gates daily, as well as ensuring no other hazards are present in the area.

Keep a current cardiopulmonary resuscitation (CPR) guide near the pool.

Ensure pool filters and chemicals are inaccessible to children.

Ensure all childrewear clearswim wearand go to the toilet before entering the pool

If a child passes a bowel motion while in the pool, remove all children from the pool immediately, theaptol,
and disinfecit.

Foundations FDCS Policy and Procedure Manual 19



2-H. FIRSTAID (ACCIDENTSINJURY, INCIDENTS AND TRAUMA)

Revised: April 2020

POLICY STATEMENT
Foundations FDG®eks taequip educators to ensurehildrenreceive appropriate first aiend carein the event ofan
accident, incidety injury, or trauma

OBJECTIVES

- To ensureeducators are dequately trained and maintain annual certification requirements.

- To ensure children are supervised adequately to avoid and minimise any accidents, incidents, arjtreama.
- Toensureappropriate measureare takenwhen an accident, incident, injurgr trauma occurs.

ACCIDENTI3NJURYINCIDENTS AND TRAURMROCEDURE
Definitions related to Accidents, Injury, Incidents and trauma can be found in Apgzndix

Educators are to:

- Maintainanannual cardiopulmonary resuscitation (CPR) certificatimid a three yearlyfirst aid certification
including athma andanaphylaxis

- Maintain a fully stockefirst aid kit in thér home, in theircar, and on any excursiongnd it iseasily recgnisable
and readily accessible.

If first aid is administered for an injury the educators must:

- Document the injury in the Incidents Records Book.

- Inform parents.

- Send a copy of the incident report to Foundations FDCS on the day of the incident.

Iffurtrler nledical gttention isvrequi,red:v 3 3 o o o

- WSTSN) 2 AYRAGARdZ f OKAf R®ManagenefasSy O RSGFAf & yR | yeé
- Call emergency services (e.g. ambulance or doctors) as required.

- Call parents and Foundations FDCS immediately.

In the event significantrauma has occurred:
- Foundations FDCS will report the incident to appropriate governing bodies and ensure adequate care is provided for

all parties.
- Foundations FDCS will ensure all instructions and recommendations provided by authoritreplareented.
- All details are to be recordeappropriately inthe Incident Record Book.
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2-1. INFECTIOUDISEASEAND | LLNESSESEXCLUSIONCRITERIA, AND
PANDEMICPROCEDURE

RevisedApril 2020

POLICY STATEMENT
Foundations FDG®ekso maintainexcellent health and hygiene practicesinimise the risk of infection and cross
infection, andto protect the health of children, familieeducatorsand Foundations FDGSaff.

OBJECTIVES

- To ensure educators arlebundations FDGaff arein good healthanddo not haveanyillnessesvhich may affect
their ability tosafely providecare for children.

- Toactively supporeducators ininfectious disease and illness managemimbugh educational resources

- To ensure there are clear procedures in place ®vpnt the spread of the infectious illnessand diseases.

- To prevent cross infection with other children in care

- To ensureeducators follow the appropriate management procedures for infectious or communicable diseages (
HIV, Hep B) to prevent crosgaction with other children in care.

INFECTIOUS DISEASE ILLNESSES PROCEDURE

- Achild must not attend care if they have experienced vomiting or and/or diarrhoea within the last 48 hours.

- Achild must not attenctareif they have experienced any of the follimg withinthe last24 hours:High
temperature (37 degrees or morgjpnjunctivitisor any other contagious illness

- Children who have moist skin lesions or abrasions are required to have them covered and sealed with an
appropriate dressing whilattending careEducators will use their discretion and aaclude any child who is
obviously unwellor is regarded as a health risk to other children.

Educators are to:

- Ensure they are igoodhealth to provide care for children

- Refrain fromproviding care when they are at risk of spreading illnesseg.¢olds, flu)

- Incorporate infection control awareness activities in their programming

- Display the appropriate infection control and hygigresters as specified by Foundations FDCS

- Regularly monitor the health and wellbeing of any child in care

- Take all reasonable precautions to prevent the spread of infection if a child becomes ill while in care

IF A CHILD BECOMES ILL DURING CARE
Educators are ta
- t NPGARS AYYSRAFGS FANBG AR YR FRYAYAAGSNI LI NI OSil Y2
- Provide a resting place for the chilchichis separate from the other children in caend maintain supervision of all
children in care.
- /2y G Olb i K $to cliedt thechild aslsomNa gossible.
- Record and sign the Accidents, Incidents, Injyaesl Trauma Forprand ensure that it is signed by the parent
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IF AN EDUCATOR BBAES ILL WHILE PROVIDING CARE

Eduwcators are ta

- Notify Foundations FDCS immediately, who will deternififigrther assistance is needed to ensure the safety of the
educator and the children in care.

- Contact parents to collect their children as soon as possible

EXCLUSION CRITERIA PROCEDURE

In addition tothe aforementioned proceduregxclusion periodslsoapply for all communicable ilinesses and diseases.
Some medical conditions require exclusion from school or childcare to prevent the spread of infectious diseases among
staff and children. The Time Out Chart (Apper®iprovides information on theecommended minimum exclusion

periods for infectious conditions and will assist families and educators to meet the requirementshuftifie Health

Act(2005. Refer to this chart for all exclusion criteria.

It is the responsibility of parents twotify tk SA NJ OKAf RQ& SRdzOl i2NJ gAGKAY Hn K2dzNA
any communicable disease or infectious condition.

PANDEMIC SPECIFIC PROCEDURE
In the case of a declared pandemic (e.g. C&l@ICadditional measures will be put in place to endiheesafety of the
children, families, educators and the wider community.

Ly GKS OFrasS 2F SyF2NOSR Wwaz20Alf RAaGFrYyOAy3aQ:I (G(KS F2ff2
- If a child, or any person living in their household, becomes ill for any reason they must notedtend he child will
require a medical certificate declaring that the child is healthy before they can return to care. Should a child be sent
to care when they are ill or do not provide a medical certificate, the child will be immediately sent homeeand th
OKAf RQa OFNB YIlIe& 0SS a4dzaLISYRSR®
- If an educator, or any person living in their household, becomes ill for any reason they must not work. The educator
will require a medical certificate declaring that they are healthy before they can return to work. Stroattlcator
be found to be working when they are ill, or do not provide a medical certificate before returning to work they may
be suspended.
- Should a child or educator test positive for the pandespecific illness (e.g. C@v19) then the child,educator,
and all people who have had direct contact within the last 14 days (e.g. family members, any person living with th
OKAf R 2NJ SRdzOI 12 NE 2 KSNJ O KisofatR i yhinilym ofi 14 8aysSAN dfddted 2 N & C
people must obdin a medical certificate beformoncludingselfisolation.
- b2 @GAAAG2NE Yl & 02YS (G2 G§KS SRdzOEdiucatdid@ra pen@tddSo havk A £ S (G K S
visitors outside of carbours;however,they must maintain appropriate hygiene andccsad distancing as
recommended B the Australian Government at the time.
- No regular or special excursions may occur. This includes excursions with the children to the library, park, or shops
- Hand washing and hygiene must be followed at all times (iforeeating and drinkingand playing with toys
inside and outside; and after going to the toilet/ nappy changing, and coughing or sneezing)
- Social distancing must be observed where possible i.e. maintaining 1.5 metre distance from each other at all times
It is recognised children and those with a disability may have reduced capacity to maintain distancing, therefore
supportive measures (e.g. separate/spread out eating, sleeping and nappy changing areas) may be implemented.

Inthecase oB Y T2 NOSR2WEAGAFY Q FYRK2N) wO2YYdzyAiie 201 R2yQ (K¢

- All nonessential travelsocial interactiongind evens, and nonessentiakervicesareto be closed

- Inthe event schools and childcares atesed daycareproviders must also close amducators are t@ease work
immediately.No child is to be sent to care under any circumstances.
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2-J.MEDICINES

Revised: April 2020

POLICY STATEMENT
Foundations FDG®eks to ensure the safe storage and administration of medication and to provide additional support
as needed tehildren who require medicatioto be administered during care hours.

OBJECTIVES
- To ensure medication is only administered as per directiahiainaccessible at all other times.
- To ensure that medication is only administered with parental permission

APPROVED NORRESCRIBEMIEDICATIONPROCEDURE
- Educators may administer one dosepafracetamoljbuprofen, or teething geper child, per day, asdicated by
parents on the enrolment form, for the following situations:
- A child under 12 months old has a temperature 37 degreesare.
- A child over 12 months old has a temperature 38 degreesare.
- Minor accidents and injuries, nogquiring further or ongoing treatment (e.g. minor falls resulting in
bruises and scrapes).
- Hucators mustcomplete aMedicationRecordForm, and obtaina parent signature for all medication dispensed.
- If a parent has administered any medication prior targng to care, theynust tellthe educator of the time and
dose of last administration.

PRESCRIBEMIEDICATIONPROCEDURE

- All medications must be labelled by a pharisaand includecK A f R Q,&resgribing$loctor or pharmacigta
name dosage and frequeng and piry date

- Allirregular prescribednedications (e.g. antibiotics) mubt directly handed to the educator, with signed
instructions from the prescribing doctor. A copy of these instructions must be submitted to Foundations FDCS
immediately.No medication will be administered unless tihdedicationRecord Brm is signed by parent

- All regular prescribed medications (e.g. Ritalin) must be given directly to the eduth®oeducator is responsible
for advising parents when the medication supplyuisning low.

- All medicationsnust be stored in strict accordance to the product instructiespecially in regard to temperature.
Storage should be secure and with clear labelling. Medicines required to be administered in an emergency must not
be stored in a locked cabinet.

- Foundations FDG#rmits children over the age sfxto selfadminister prescribed medicatiomith supervision.

- If the child is given the wrong medication, éger takes the medicationiathe wrong route, the following steps
should be taken:

- Phone POISONS INFORMATION LINE 13 11 26.

- Give details ofhe incident and child.

- Act immediately upon their advice.

- b20GATFe paebts dadKFodndafivas FDCS immediately.

- Complete a child injuryandincident form then inform theFoundations FDG#) the same day.
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2-K. MEDICALCONDITIONS INCLUSIONSUPPORT ANDCARE

RevisedApril 2020

POLICY STATEMENT
Foundations FDCS seeks to proageropriate support and car®r children with additionaimedical,physical,
cognitive,andemotionalneeds.

OBJECTIVES

- To ensure all children witladditional needsre equally included in reguladucation andcare activities.

- To ensure children wittadditional need$iave acurrentManagement Plandeveloped in collaboration with relevant
medicaland allied healttprofessionalsfamilies, and inclusion support workers.

- To ensure all educators are aware, @nd accurately completall relevantdocumentationfor children with
additional needs.

MANAGEMENT PLARROCEDURE

- All parents of a child withdditional needgi.e. medical, physical, cognitive, and emotiorsa required to provide
aManagementPlan from relevant medicahllied healthprofessionals, and inclusion supporbkkersfor their child
including a photo for identification purposes.

- ARskManagementPanfor the educator to followfor all children withadditional needswill be developed in
consultation with the parents anBoundations FDCS

- Aopy2 T | cOnférit MaRdag@mentlanand Risk Management Plan willpbeS LJG | G G grBmissRdzO | G 2 NJ
at Foundations FDC&nhd mustbe followed according to all instructionSoundations FDG8II checkManagement
Plansduringevery monthly visito help ensurethech ft RQ&a &l FSG e o

- IfanychangesoccaO2 LI8 2 F | O KrdageRéniian daidisk Masagemantlan must besubmitted to
Foundations FDCS.

- All Foundations FDCS staff, including new staff membdlidje madeaware of any children in care witdditional
needsand our policies for care and management.

ADDITIONAL MEDICAL NEEFIRDCEDURE.G. ASTHMA, ANAPHYLAXIS RISK, DIABETES)

- All children wih additional medical needs require a current medical Management Plan as above.

- All medicationrelated to any additional, ongoing medical need#i be administered as per the plan noted on the
MedicationRecord Brm, and confirmed by the parenbnthe sane day.This includesadministration of an EpiPen
insulin, and/or nebuliser and spacer.

- Reasonable precautions will be taken by the educator to ensure the safety of all children with an additional medical
need (e.gchild deesnot come into contact withtie knownanaphylaxigrigger, monitor insulin levels).

- In the case of an emergency an ambulance will be called the parents anéroundations FDCS will be immediately
notified.

- Educators may require additional training on specific medioatitions (e.g. diabetes management). Foundations
FDCS will support educators to complete additional training for a child with a specific medical condition before the
child commences care.
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ADDITIONAL PHYSICAL NEERSGCEDURE
- All children with additionbphysical needs require a current Management Plan as above.
- Foundations FDCS vélsisteducators to providghysicaimodificationsti 2 (G KS SRdzOF 62 NRa K2YS
support the child with additional physical needs, within reason.
- Reasonable precautns will be taken by the educator to ensure the safety of all children with an addipbyalcal
need (e.gphysicakenvironment isadjusted;other children are aware of the additionphysicaineeds a child may
have).
- Educators may require additional trainitgsupportchildren withspecificphysicalconditions (e.gappropriate
manual handlingnon-restrictive practises Foundations FDCS will support educators to complete additional training
for a child with a spedif physicalcondition before the child commences care.

ADDITIONAL COGNITIVE NEBBROCEDURE

- All children with additional cognitive needs require a current Management Plan as above.

- Reasonable precautions will be taken by the educator to ensure the gafatichildren with an additional
cognitiveneed (e.gvisual aids/schedule, simplified instructions and routireer children are aware of the
additionalcognitiveneeds a child may have).

- Educators may require additional trainit@support childrerwith specificcognitiveconditions (e.gusing
alternative and augmentative communication aidenrestrictive practisesbehavioural support strategigs
Foundations FDCS will support educators to complete additional training for a child with a spegifitve
condition before the child commences care.

ADDITIONAL EMOTIONAL NEPR®CEDURE

- All children with additional emotional needs require a current Management Plan as above.

- Reasonable precautions will be taken by the educator to ensure the sdfatlahildren with an additional
emotional need (e.g.afe areas for sensory calmingher children are aware of the additionaimotionalneeds a
child may have).

- Educators may require additional trainitmsupport children witrspecificemotionalneeds (e.g.sensory
processingsupport animalsbehavioural support strategies). Foundations FDCS will support educators to complete
additional training for a child with a speci@motionalneedbefore the child commences care.
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2-L. TOILETING ANDNAPPY CHANGING

RevisedApril 2020

POLICYSTATEMENT
Foundations FDG®eks to creatpositive nappy changing and toileting routines contribute to the whole health,
development and selperception ofchildren.

OBJECTIVES

- To ensure positive interaction occurs when changing and toileting childre

- To ensure hygienic measures are undertaketirhit the spread of infection and maintain high levels of hygiene

- ¢2 SyadzaNB Kl §antbilet kequddmeritsRr@ fet gslfréguéntly as necessary to maintain comfort
andhygiene.

- To ensure that on excursioehildren are provided with apppriate supervision and camhile using facilities

TOILET & BATHROOM HYGIPROCEDURE

- Toilets must be inspected daily and cleaned as often as required.

- Toilets are preferable to pottiei§ developmentally appropriate for the chiltf a potty is beingised it must be
cleaned in disinfected after each use.

- Educatoswill discus with children proper hanavashing proceduress this will assist children in understanding
the spread and prevention of disease.

- Educatos will ensure they always have a stiffnt supply of hygiene materials including paper towelling, gloves,
wipes,andsoap Disposable towalmust be provided for hand drying

- Foundations FDCS encourages the use of environmentally friendly materials and cleaning products.

TOILETING AHOME
- Children who are toilet trainedill be encouraged to use the facilitiessponsiblyand ndependenty.
- Access will be monitored to ensure that oplye child is in the toiletirea at the time

TOILETIN@&/HILEON EXCURSIONS

- A dild will neverenter a public toilet alone.

- Toiletsshould be checked by the educator prior to use

- In the case of a female educator with male children in parenale educator with female children in care, it is
advisable to use theJr NBy (i Q& sékBigghé baiidinsidyede available.

- Primary school age children may take a sagpaderbuddy to the bathroom with permissidinom the educator

NAPPY CHANGING PROCEDURE

Consistent and diligent hygienic measures limit the spread of infectionl@edsesnd providephysical comfort and a
healthy environment for children. Positive interaction during these routines fosters a trusting connection between the
child and the edoatorand contributesi 2 G KS OKA f RyGad wallbghg. S 2F A RSY
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To ensurehis, educatos are to follow a strict procedure when changing nappies

PREPARATION

1. Wash your hands.
2. Place paper on the change table
3. Put disposable gloves on lohands

CHANGING

1. wSY2@0S (KS OKAf RQ& -fr¢eblnlviid lid}Syiled clofded mustybe rinsedated iR a

waterproof bag, and the bag placed in a closed container out of reach of children until parents collect their child.
/I £SIy GKS OKAftRQa o62i0id2Y

Remove the paper and put it in a harfise bin with lid.

Remove your gloves and put them in the .bin

Place a clean nappy on the child

Dress the child

Take the child away from the change table

2 aK @2dz2NJ KFyRa FyR KS OKAfRQA KIyYyRa

© N Ok wN

CLEANING

1. Clean the change table with warm soapy water after each nappy change
2. Wash your hands

TOILET TRAINING PREDORE

Educators in consultation with parents will assist in providing toilet training to children who are at an appropriate
developmental stage. This process will only begin after parental coaseinparents ar@advised to dress the child in
accessible clothingnd provide an additional set of clothdaring the training period.

Educators are to:

RSalLISOl GKS OKAf RQA wNénabsisingalchild dr thatgileti @ Yy R LINK @I O@
Exercise patience and tolerance when assistihdgdren with toileting and toilet training.

Never leave ghildunattended if theyrequire assistance with toileting

Wear rew gloves each occasion a when assisting children on the toilet. The handsediidsorand the child
must be washed according hand washing practices after each toileting occasion.

Ensure that no child, regardless of age or circumstance, is humiliated in any way or by anyegerds to toileting.
Rinse soiled clothingglacethe clothes in &ealed waterproof bag, and platiee bag in alosed container away
FNRBY OKRAf{ hiBep@r@ntsdiect@icir child.

In the instance when wileting accident occurs outside of the toilet treglucatorwill use new gloves to clean up
andwill follow safe hygiene and cleaningagtices.
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2-M. TRANSPORTOFCHILDREN

RevisedSeptember2020

POLICY STATEMENT
Foundations FDCS seek®tsure the safe delivergollection and transporof childrento and from home, schools
and excursionand adhere to regulatorgrocedures.

OBJECTIVES

- To ensure accurate documentation of all transportation of children

- To ensure the safety of childreturing transport between locations

- To ensure thaprocedures are followed to minimise risttaringtransport andaroundother vehicles
- To ensure driversomply with all regulations and legal responsibilities regarding transport.

MOTOR VEHICLE TRANSPORT PROCEDURE

Educators are to:

- Provide to Foundations FDCS a copy of their cuiReNth @ceis&)ahicle detailsregistation number,insurance
certificate of currencyand road worthy certificatdefore transport can occur.

- Ensure their vehicles are properly maintained and kept clean.

- Ensurechildren are not transported withow parentsigning therelevant Transport Perission Form.

- Ensure thatoundations FDCS details are displayed in the car at all times.

- Ensure althildrenare provided with suitable and weight/size appropriate restrajresd car seats that meet
Australian standards AS/NZS 1754:2013, AS/NZS 1754:2010 or AS/NZS 1754:2004

- Ensure all childreaged betweerfour andsevenyears of agelo notsit in the front row of a vehicle that has more
than one row of seats unless all thther seats are occupied by the children less teamenyears of age.

- Ensure thathey are not drivinguinder the influence of any substan¢es using their mobile phone while driving

- Ensurethey are the sole driver of children in their cafdl aher drivers, including learner driverare not permitted
to drive the vehicle while transporting children in care.

- Ensure they arry a charged mobile phone, current emergency contact numiaeca first aid kit

- Ensure that allliildrenarenever left unattendedin a vehicldor any period of time.

Foundations FDCS are to:

- Ensure that alTransport Permission Forrage currentand complete

- Ensure all relevant documentatioagardingS R dzO | véh&Isl@2éails and registrations are obtained prior to
transport of children

- Ensure thatisk assessments foransportare completed and reviewed annually.

- Ensure that coordinators complete regular vehicle cheltking their monitoring visits.

MOTORVEHICLEND ROABBAFETY PROCEDURE

Educators are to:

- Ensure all childreim care are securely the vehicle before commencing travel

- Ensure all children areparopriatey supervigd around all vehicles (g. driveways, car parksfootpaths and private
properties)at all times (eg. While placing children into the car, and moving arowholv moving or parked cars).
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In the event of a vehicle leakdown,accident oremergeng, educators are to

- Assess the situation for any risknd/or injuriesand contact emergency services if required

- Administer first aid in the event of minor inju(sefer to Policy2-H)

- Notify Foundations FDGS soon as possible after the evewnho willnotify the parents as require.
- Follow all instructions from emergency s&es and/or Foundations FDCS

PUBLIC TRANSPORT PROCEDURE

Educators are to:

- Ensure all relevant documentation has been completed priarsiag public transport with children.

- Ensure all childreare seated in close proximity tbe educabr andchildren requiring additional suppoftave
priority seatingIn the event children are unable to sit next to the educator, children are required to sit in pairs
within sight of the educator.

Foundations FDCS are to:

- Ensure that allransport Permissionofmsare current and complete.

- Ensure all relevant documentation regarding educ@&aeehicle details and registrations are obtained prior to
transport of children.

- Ensure that risk assessments for transport are completed and reviewed annually.
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2-N. AUTHORISEDPERSONS ANIDUTY OFCARE

Revised: April 2020

POLICY STATEMENT

C2dzyRFiA2ya C5/{ asSsSia (2 SyadaNB GKS alFFfSie 2F OKAfRNB
care.Educators will provide safeansitionsfor all childrenin accordance witlparent consentgovernment regulations

andcourt orders

OBJECTIVES
- To ensurdhe safety of children is maintained throughout transitions between authorised persons
- To ensure current records are maintainieyl Foundations FDG&@ any custody arrangements or court orders

TRANSITIONINGF CHILDREN PROCEDURE
Educators are responsible for all childrémtheir carefrom the time theyare signed in by the paremd the moment
they are transitioned to an authorised persand electronic sign out has been completed.

Educators are to:

- BEnsureaccurate recordare keptof arrival and departures timaa compliance withhe regulatory and
government guidelines.

- Be present when a child is entering or departtage in order to complete the sign in/out procedure

- Ensure chilten arenot releasednto the careof anyone under the age dByears old unless the person is the
legal guardian of the child.

- Use their professional judgement when releasinthddto an authorised persarEducators are permitted to
refusetransition of care if a person appears to be under the influence of alcohol or other substances.

- Maintainsupervision of child in the event of an emergency wh#rauthorised persons for the child are unable to
be contactel.

A child mayonly be transitioned to an authorised person vén:

- Thepersond fA&A0GSR 2y (KS O Kélevart@etailsiamd.BontacByfriber, and atldresp A G K

- The person as provided photo identification to Foundations FDCS duringthR €hia Sy NB f Yafd/isi LINB OS
able toshow photo identificatioreach time they areollecting a child

- Theperson(if under the age of 16 yeardd) has completed additionalocumentation to confirm they are willing
and able to proide adequated dzLJISNIBA aA 2y 2F (KS OKAtRX yR KIFa SELINBa
has been provided to Foundations FDCS.

A child may seHransition when:

- Their parent has provided express written permissaoid a risk management plan has been completed.

- Conditions are appropriatée.gin the event ofsevereweatherevents, a child may not seifansition and the
educator must provide transport for the child).
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LATE COLLECTION PROCEDURE
In the event an authorised person is late to collect their child:

30 minutes after the booked session of carals the educatorwill contactan authorised persono arrange for the
child to be collected from care.

If after 35 minutes after the booked timends contact has not been establishélde following steps are to take
place:

The educator will continue to provide care for the child, avilll complete arincidentform and immediately send

to Foundations FDCS.

The educator will immediately notifyoundatons FDCB8f the incident andnaintain regular contact while the issue

is being resolved.

Foundations FDCS will notRggulatory Authority and policeand maintain contact with theelevant agencieantil

the situation resolves itse(e.g.the arrival ofanauthorised person to collect the chjld

Foundations FDCS and the educators will followsituctionsand directions provided by theelevant agencies.

In the event an authorised person does not collect the ¢hiid educator will either continueotprovide care as

suitable, or the relevant agencies WIS Y2 @S G KS OKAf R T NPryvidé doBopriate datluiter N &
the Child Protection A¢fL999)guidelines.

LEGAL CUSTODY AND ACPREECEDUR
In the event acourt or custodyorderis in place for a child

A copy of thecurrentorder must beprovided toFoundations FDCG#id the educatorWhere acopy of thecourt
order is not supplied, theducatormust release the child tany authorised person listed on the enrolment form
regardlessof verbal instructionsegarding custody and care

Access visits are not to be providatian educatoQ gremises
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2-0O. EMERGENCYAND EVACUATION

RevisedApril 2020

POLICY STATEMENT

Foundations FDCS seeks to prowidadren in care witta safeenvironmentthat allows foracceptable risk In the
event of an emergency or natural disaskundations FDG8Il take appropriateactionsto minimisetrauma and
distress to children.

OBJECTIVES

- To ensurd~oundations FC&andeducatorsare prepared for # evacuations, emergencies and natural disasters.

- To ensureFoundations FDCGfhd educators comply with the Fire Protection Association Australia (FPAA)

- To easure Foundations FDCS and educators are familiar with adtos for evacuation, emergencies or natural
disasters and complete regular drills.

EMERGENCY AND EVACUATION PROCEDURE

Educators are to:

- Prominently displayand ensure children are familiar wiimergency and evacuatiguians

- Gonductemergencyevacuations drills every three months aadditionallywhen a new chilgoins care

- Ensure ecords of the emergency evacuation practice aceurateloggedin the Emergency Drills Logbook.
- Ensure all emergency incidents aezorded and a copy immedately providedto Foundations FDCS

In the event of a firg educators are to:

- Ensure all emergency suppliéscludingurgent medications, are gatheréfisafe to do so.

- Assist children to the emergency evacuation poard ensure all children anmersons inside the house are
accounted for.

- Contact emergency servicasd follow their directions.

- Inform Foundations FDG$ the incident and immediately provide a copy of the Incident Report.

In the event of a lock down situation, educators are to:

- Ensure all emergency supplies, including urgent medications, are gathered if safe to do so.

- Identify and secure alvindows and doorsvhichcan be safely locked.

- Determineand relocateall children and persons in the horte the safest room or area

- Ensureall children and persons in the home remain seated, still and quiet for the duration of the threat.
- Contact emergency services and follow their directions.

- Inform Foundations FDCS of the incident and immediately provide a copy of the Incident Report.

Inthe event of severe weather eventsr natural disaters(e.g. storms, floodbushfires,earthquake) educators are

to:

- Inform Foundations FDCS if they are willing and able to continue to care for the children, should a severe weather
event or natural disster be forecasted. If the educator is unable or unwilling to continue care for the children at
this time, parents are required to immediately collect their child.

- Ensure all emergency supplies, including urgent medications, are gathered if safe to do so.

- Follow theinstructionsand recommendations dhe relevant emergency service (efigst respondersMET
service, SE8efence force)n regards taevacuationadvisement.

- Inform Foundations FDCSalif evacuations, angdrovide a copy of théncident Reportvithin 24 hours.

32



2-P. CHILD RATIO LIMITS

RevisedApril 2020

POLICY STATEMENT
Foundations FDQ8ust ensure whenever children are being educated and cared for, the supervision of children by
educatos complieswith the regulationst all times.

OBJECTIVES

- To ensureeducators adhere to the guidelines in regardhe limit on numbers for children in care.

- To ensure thaFoundations FDASin compliancevith the Education and Care Services National Bat(2010,
and theEducation and Care Services National Regulations (2011).

- To ensureeducatorsare aware of theiresponsibilities and public liability when caring for children not enrolled in
the service.

CHILD RATIO COMPLIANTEOCEDURE

- The educatorin accordance with th&ducation and Care National Laws and Regulation 124 (2) (m4dii)not
provideeducaion and care for more thasevenchildren at any one timé anS RdzO | (i 2 NQGfthasdNB YA &4 S &
children, no more than foucanbe under the age of five.

- | KAt RNBY 6K2 N5 dzy RSNJ mo & Shiltldtio aufbelif thSe ignb bttier d@it2 dzy & A Y
present at the residencdhis includes any children related to the educator, wheliving at thepremises

- Foundations FDCS may need to limit the number of children to be cared for at any one time by an educator based
on availability oafeplay areé ¢ A G KAy (pke®iseS RdzO G 2 NR &

The following exceptions may applunder Reg. 124 (2) (b) (and (iii):

- Nonenrolled children at th& RdzO (i 2 ND & ¢IKRBE YNBSS 20 06SAy3a AyOf dzRSR Ay
be directly supervised at all timey Bnotheradult. Thisadult must be a usual occupant of theemises

- In the event of theelectedsupervisingadultis unableto directly care for the nowenrolled childrenthese children
Ydzad 06S 02 dzy (S Rhildirgfioninibérs TR mzy resul iNddiblled children being unable to attend
care for the duration of theelect supervising R dzf i Q& The &diicitgr ust inform Foundations FDCS, in
writing, before this change occurs.

Caring for children related to the edwtor

Educators are permitted to provide care for children related to them under the following circumstances:

- The educator tahild relationship is a niece or nephew, cousin, grandchild (including-graatichild)

- ¢KS 10208 ALISOATAOFGAZ2Yya A kibérdyRSfaciokranarBagee ¥ G KS SRdzO!I i
- The ratio ofless than 50%e.g. 3:7)s applied to the number of ddiren cared for by the educator

Caring for childrerhow are not FDC children:

Educators who do not have a full quota of family day care children may care for children who are not their own children
and who are outside the service. This care needs toi$midsed with Foundations FDCS prior to offering care to

OKAf RNBY 2dzidaARS G(GKS ASNBAOS® ¢KAA OFNB Ydzad O2YLX & 4A
responsibility to discuss with parents that the Family Day Care public liability iceudaes not cover the children not

enrolled with the service
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2-Q. EXCURSIONS

RevisedApril 2020

POLICY STATEMENT
Foundations FDG®eks to enable children the opportunity to gain educational and community experiences via
excursions.

OBJECTIVES
- To ensureall excursiongre well plannednd beneficial for the children
- To ensurdhat risk assessmestind permission formare completedorior to any excursion

EXCURSION RISK ASSESSMENTS
Risk Assessments are completed by Foundations FDCS prior to an exoeirsjoapproved

Risk assessments wathnsider

- The poposed activityand capacity of each chilth care

- The poposed transport, route and destination

- Water hazards and riskand thebenefits associated with wategctivities.
- The numberof adults and children involved in excursion

- The aailability of shade, water, toiletand other facilitie.

- The nobile phone coverage in the area

- The &ngth of time of excursian

- All requied tems to take on excursion

Risk assessments and excursion permission fimmggularexcursionsare renewed annually, or when a significant
change takes place (e.g. educator moves halRek assessmerdasd excursiompermission forms for special
excursionsare valid for three months.

EXCURSIONPPROVAPROCEDURE

- Educators are to contact Foundations FDCS and discuss their proposed excursion

- Foundations FDCS will visit the excursion location and prepare a risk assessment

- Ifthe location is approw# permission forms will be compiled to be signed by each pafenhild cannot
participate in the excursion if a signed and dated permission form is not returned to the educator and Foundations
FDCS.
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3. EDUCATOR®S PHYSICALENVIRONMENTSTANDARDS

RevisedApril 2020

POLICY STATEMENT

Foundations FDG®eks teensure elucators adhere to the conditions described in the Foundations Family Day Care
Premises Contract at all tiregto ensure a suitable and safe environment to pronOt& A f RNSy Qa f SI Ny Ay 3
development.

OBJECTIVE
- To ensure each venue or residence whedecation andcare is provided meets the criteria for protection of
children and is comprehensively assessed annually.

ASSESSMENT AMPPROVAPROCEDURE

Educator Prenges Contract

Educator Premises Contract contains a detailed overview of the responsibilities of educators to maintain a safe, clean,
sustainable environment for children in care. This contract is reviewed annuallis r@fierred to on echmonthly

home \sit to ensure educators are maintaining a high standard of cleanliness aratsafety. Refer to Educator

Premises Contra¢Appendixd) for detailed explanations of requirements.

Comprehensive Home Safety Check

The suitability of each residenteenue & considerednnuallyusing the Comprehensive Home Safety Ch&bis check
must be passed in ordéo approve new educators arfdr educators tamaintain ongoing registration with
Foundations FDCS.

Home Risk Assessmeahd Emergency Evacuation Risk Assessment

All approved venues and residences must undermgarmualrisk assessmertf their premisesandtheir emergency
evacuation routeThese assessments must be completediatl compliancen order to approve new edwatorsand
for educators tamaintain ongoing registration with Foundations FDCS.

Renovations and Modifications

If there are any renovations or modifications made to the premisase must not be provided untl new
Comprehensive Home Safety Check, H&tiskAssessment and EmergerieyacuatiorRisk Assessmehave been
completed with full compliance.

MONTHLY MONITORING

During monthly home monitoring visiEoundations FDCS will complet®anthly Home Monitoring Report to ensure
educators areanaintaining a high standard of cleanliness, care and sdfdiyeaches are noted during this monitoring
educators will begiven support and guidande accordance with the timelines outlined in the Educator Premises
Contract.
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4. STAFFINGARRANGEMENTS: CODE OFCONDUCT

Revised: April 2020

POLICY STATEMENT
Foundationd=DCSequires all staff and educators to adhdrethe Code of Conduct outlined below émsure a
harmonious workplace environment for all stagfjucatoss, parents and children

OBJECTIVES

- To ensurd~oundations FDCS and educatapéioldthe expectations outline inhie Code of Condugtind are aware
misconduct will lead to serious consequences.

- To ersure Foundation&DC%nd educators receive adequate training and professional development in regards to
the rights andresponsibilitief the chid, familiesand educators.

CODE OF CONDUCT

In order to ensurehe provision of quality childcare, includiegmpliance with theeducation and Care Services
National LawAct (2010)andthe Education and Care Services NatidRefulationg2011) all Foundations FDCS staff
and educators are expected to abide by the following principals as a part optieééssional conduct.

Confidentiality:
- alAydlrAy FyR NBaLSOG SIFOK AYRAGARdzZ f Qa NARIKG G2 LINRKRJI
- Information regarding the families and children's needs will be shared between the educator and coordination team
in the best interest of th child.
- LYF2NXIFGAZ2Y NBIFNRAY3I FlILYATASAU ySSRa gAift 0S akKlkNBR
child protection matters.

Conflict of interest
Individuals must maintain their professional integrity by recognisingrapdrting potential conflicts of interest,
financial gainpersonal knowledge that may compromise the integrity of either party/anitlationship gain.

Fair and respectful behasur:

- Communicate honestly and openly.

- All parties to lave access to grievance procedure.

- Value each person's point of view.

- Welcome diversity and engage in inclusive practice.

In relation to children:

Above all else our first responsibility is to children in providing a healthy, nurfatgresponsive setting which is
both safe andstimulating In appreciation of the special vulnerability of the chddr practices will acknowledge the
rights of each chilévhichincludethe right to:

- Avoice

- Dignity and respect

- Participate.

- Quality eperiences whilst in care

- Beachild

- Learn through play.
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We are committed to respecting and supporting:

- All children as individuals with their own individual cultural, social and family backgrounds
- The development of the whole child acrossaaéias

- The competence of each child.

In relation to families

- Acknowledge and value the uniqueness and diversity of families including cultural and religious beliefs and child
rearing values.

- Acknowledge the rights of each familydonfidentiality, privacy, information and participation.

- Assist families to exercise freedom of choice in accessing quality family day care.

- Inform families of policies and procedures that relate to all aspects of their participation with the scheme.

- Be acountable to families by adhering to legislative requirements regulating children's services.

- Be conscious of the key relationships that exist in the work environment and ensure that professional boundaries
are maintained.

In relation to colleagues

- Recognise and respect the dignity and rights of the individual and conduct myself in a professional manner.
- Practice open and effective communication.

- Be fair and consistent in decision making within a cooperative framework.

- Recognise and observe boundarihat support professional relationships.

- Be accountable in my work relationships and value each individual and their contribution.

In relation to self as a professional

- Be committed to the principles of honesty, respect, trust and integrity that undeab of my professional practice.

- Demonstrate and be committed to reflective practices that encompass an awareness of my strengths, limitations
and weltbeing.

- Demonstrate a commitment to my professional development, knowledge and skills.

- Own and promotea vision that is child focused and congruent with current best practices.

In relation to community.

Acknowledge the role of community in setting community standards and articulating community needs.
Be responsible to the community by:

- Liaison andvith cooperation with agencies and professions which support children and families,

- Engaging in culturally appropriate and Rdiscriminatory practices,

- Actively promote the service in the wider community, and

- Work within the legislative framework and gitglassurance process to promote the wellbeing of children.
Develop and sustain services which are characterisegpbginess accountability accessibility flexibility, and
professionalism
Support community education and advocacy for children.

Breaches of th&dode of Conduct
Breacheshall be dealt with in a manner according to the individual involv&e. will utilise a restorative justice
approach. Continued breaches will not be tolerated and may lead to termination of cordrastclusion from service.
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EDUCATORIISCONDUCAND TERMINATIORROCEDURE

Educato@ O2YLX Al yOS 4AGK GKS LI2fAOASE FYR LINRBOSRdAzNBKa 2F C;:
Premises Contracfppendix4) at each monthly home visit. This contract specifies the different consequences for

educators who breach particular areas of condwatd specifies the response from Foundations FX@Sropriate

action will be taken byuthorised Foundations FDCS stafswiftly rectify any breachn regulation or failure to provide
satisfactory level of care

Educators with repeated breaches in a single area will be subject to the penalties outlined in the aghicadinclude
termination of their contract without ntice.

Educators who are found to haveceived threewritten warningsfor contract breachesacrossany of theareaswill
have their contracplacedunderone-month review by the Foundations FDCS Dirediarting this process the eduaat
and the director will work together toesolve these issues. If no reasonable resolution can be faurttle educator
has not made reasonable attempts to improve thesmpliancethe educato® contract will be terminaté without
notice.

Educators who are leaving the scheme must return Foundations FDCS prqjectieting all documents given by
Foundations FDCS at induction and ongoing training or support. These items remain the property of Foundations FDCS
and must bereturned to the officeand compliance with this request is outlined in thducation and Care Services

National Regulationg=ailure to return Foundations FDCS property by the requested date will restithholding of

any money owed to the educatorhis is to ensure Foundations FDCS is compensated for lossoofrces due tthe

failure of returnof said documentsn the part of the educator.
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4-A. DETERMINING RESPONSIBLE PERSON

RevisedApril 2020

POLICY STATEMENT
Foundations FDCS seeksraintaingovernance and order lsffectivelydeterminingaresponsible person

OBJECTIVES

- To outline key responsibilities for the management of at Foundations FDCS.

- To ensure a suitable person is available to conduct the day to day operationssafrthee.

- To ensure each person associated with at Foundations FDCS is able to determine who is responsible and the
appropriate person to report/refer to.

RESPONSIBLE PERSON POLICY

A responsible person can ltiee approvedprovideror nominatedsupervisa. For a Family Day Care (FDC) Service, the
nominatedsupervisor assumes the legal responsibilities of the day to day operations of the s&hgceominated
supervisor is available to providssistance to educators at all timeacluding outside of careours viatelephone.

Foundations FDCS will:

- Ensurenominatedsupervisorshave a clear understanding of the raé&the responsible persan

- Ensure the responsible person is appropriately skilled and qualified

- BEnsure a responsible persas knowneach day

- INNYy3aS F2N GKS {SSLAyYy3I 2F || aNBalLlRyairotS LISNE2Y NBO2?
- Ensure the name of the responsible person is displayed in the main entrance at the Foundations FDCS Office.
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4-B. EDUCATORENGAGEMENT ANOREGISTRATION

RevisedApril 2020

POLICY STATEMENT

Foundations FDC&a 9 prdvide a harmonious placement of children into a developmentally suitable, educational,
stimulating, nurturing and safe environment. Téducatorrecruitment and selection process will be fair, equitalaled
transparent.Educatos will be selected based only on their ability, desared suitability to contribute in a responsible

and beneficial manner

OBJECTIVES

- To ensure the recruitmergducatas who are suitably qualifie@nd/or experienced to meet the needs of families
within the community

- To ensure thabnly educatorswho meet the selection criteriare engaged in the service.

ENGAGEMENT AND REGISTRATION PROCEDURE
In order to apply to be andeicator with Foundations FDCS an applicant must:
Be over 18 years of age.
- Haveeither completed Diploma in Early Childhood Education or Cert 1l in Early Childhood Education from an
ACECQA Approved provider be actively studying and able poovide
- Corfirmation letter from the registered training organisation (RTO)
- Progress report of completed units of competency
- Must regularly provide a progress report of completed units of competency from the RTO
- HoldPositive Notice Blue Ca(Baid)
- Haveacurrg i RNAGSNDRa tAO0SyoOS
- Be able to povide a copy of last car service report or a safety certificate.
- Have avnership of a working mobile phone.
- Hold a current approved first aid qualification including CPR, Asthma and Anaphylaxis
- Obtain a psitive Police Ché&c
- Hold an ABN
- Mustindependently complete, and padbe Educator Literacy and Numeracy Assessment
- Be of good health and free from any medical conditiordependency on medicatiathat may inhibit their ability

to providecare for children. Applicants requiring regular medication may need to présenR 2 O 2 NDa OSNI A

confirming their ability to provide care.

After the above criteria has been fulfilled the following must asour:

- TheLINE & LIS O (i A ZpfemiSeR whérk the2phiEpactive educator is proposing to provide care will be assessed
using the Comprehensive Home Safety Check.

- LT GKS SRdzOFG2NDRa K2YS gAft 0SS GKS LI hasd Pidve KoticdBs | £ €
Blue Card.

If these requirements are passed the educator may be offeredmdh contract with Foundations FDCS and
induction and training may begiAn application may be declined, at the discretiorFofindations FDC&t any shge
of the application andnductionprocessRenewal of thesontract after 12 monthsvill depend upon theeducator
meetingFoundations FDG8quirements, legislation and quality standards as well as contigoetmitment to

C2 dzy RI (i A dhiidgsoplysd dradtiges.
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4-C. ADULTSRESIDING AT THEFAMILY DAY CARERESIDENCE

RevisedApril 2020

POLICY STATEMENT
Foundations FDG®eksto ensureour educatos andall adults residing at th& R dzO | i 2 NXag fitlaidBrypera S a
persons to be in the company of children.

OBJECTIVES

To ensure that akkducatosand/or adulsI NB R Sitavd$Rpe&o be in the company of children.

To ensure that a quality environment will be provided for all children ugifgS S RdzOF (2 NDad NBEAA RSy
To ensure all educatar and adults residing #te S R dzO | (i 2 NXuaderktindStek € @nd responsibilities

GAOGKAY GKS SRdzOF 62NDa &aSNBAOSO®

FOR AULTS RESIDING AT THE FAMILY DAY CARE RESIDENCE.
All adultsover 18 years of age residing @tk S SR dzO| (i amIda LINBYA &Sa

Hold aPositive Notice Blue Card.
Qupport the educator by adhering to the policies and procedure of Foundations FDCS.

FAMILY DAY CARE EDUCATOR RESPONSIBILITIES
Educatorsoperating ati KS S RdzOl G amixa LINBSYA aSa

Notify the service of any children residing or intending to resitiie S R dzO I i 2 NIwho atdNLBidh 18 $edrs

of age within 30 days prior to themmoing 18.

Notify Foundations FDCS in writing within 24 hours of any change of circumstances to residents or persons intending
toresidel G G KS SR dzO whbarhdvér 18 ybkls bilageS a

Notify Foundations FDCS in writing of any person aged ovged8 of age intending to residéthe S RdzO | i 2 N &
premise2y I GSYLIR2NINE o0Faida AyOfdzRAYy3I | &Gl aGSYSyd 2dzift Ay
the service is in operation.

Appropriate action will be taken in accordance wibundatons FDCgolicy and procedure if conduct or behaviour
negatively impacts the quality of care and education
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4-D. PARTICIPATION OFSTUDENTS ANDVOLUNTEERS

RevisedApril 2020

POLICY STATEMENT
Foundations FDCS seeks to encourage and facsitateentobservations and worexperience when the situation is
beneficial to the student, educatpand the children in care.

OBJECTIVES

- To ensure the rights and dignity of each child is catered for mvihiy Foundations FDCS environment.

- To ensure that only appropriate students or volunteers interact withcators staff, parents and children related
to Foundations FDCS.

PARTICIPATION OF STUDENTSY@RNOLUNTEERS PROCEDURE

Students andolunteerswift 2yt & 068 | OOSLIi SR Ay iidadari dgBemSrRizdedn 2ebichel  LINS Y
between Foundations FDCS, the educator, and the student. In addition faltiparents must give written consent

priortod KS & ( dzR Sy {i codmna@reitdzy G S S N &

Foundations FDCS will
- Provide theeducatos and thestudent or volunteer with the appropriate paperwork to authorise the placement.
This includes:
- Guidelines which identify their responsibilities and limitations
- Foundations FDG&pectationof Code of Conduct
- Foundations FDCS Policy and Procedures.
- Ensure the studendr volunteer has the appropriatpublicliability insurances before commencement of placement.

- Ensure aleducatos maintain a record of any studerdsvolunteersattending theS R dzO | 4 2 N & LINBYA &S a
- Visit the studenbr volunteer while on practicum to give a full experience of beifignaily day care educator.
- Encourage the studertr volunteer to participate within their defined role and communicate in an open amkht
manner.
- Give support and guidance to the studemtvolunteer where needed.

Educators are to

- Providethe studentor volunteer with the opportunity to learn and participate in a positive and encouraging
environment.

- Ensure there is a record of anydentsor volunteers attendinghe S RdzOl G 2 NRa LINBYA asSa

- Liaise withFoundations FDG8garding the placement and give feedback as to performance and any issues of
concern.

- Ensure the studenbr volunteer is not left alone with any child at any time during placement irethecatoQ &
premises

- Ensure the studendr volunteer will be fullysupervised when providing any type of personal care to the children.

- Ensure the studendr volunteer is not counted in theducatorto child ratio for they are not registered as an
educator
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Studentand \olunteersare to:

- Understand and acknowledge thequirement for confidentiality of all information relating ezlucatos and
families within the service.

- Agree to abide by the requirements Bbundations FDG%licy and Procedure Manual and tBducation and Care
Services National Lact (2010), and theEducation and Care Services Natidregulations (2011)

- Take responsibility for the role which they are undertaking whilst on placement viewing it as part of their own
professional development

- Discusghe practicum requirements to be completenth the educata prior to commencement of placement.

- Work with theeducatorto timetable the practicum requirements

- Sign and dat¢he Visitors Register on arrivahd departure

- Understand they ar@otto bealonewa 1 K ' ye& OKAfR 4 Fye GAYS RdzZNAy3a LI I O

Families will

- Be aware of and have the opportunity to be involved with shedent/volunteer practicum.

- Upon agreement to a student/volunteer placement will siga Parental Permission Form for Students/Volunteers.

- Be given the right to refuse to have a student/volunteer perform their placement where there their child attends
family day care.

- Have the oppdunity to consult with the studenbr volunteer on their observations.
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4-E.EDUCATORBASSISTANTENGAGEMENT ANOREGISTRATION

Revised: April 2020

POLICY STATEMENT
Foundations FDG®eks to ensure any educator assistant engaged is treated in a way fifiat éxjuitable and
transparentand puts the safety and care of the children first.

OBJECTIVES
- To provide the facility for aaducatorto engage an assistaptiucator to provide additionadducation and care
- To ensure that all educators assistants are engaged only with the approval of parents and Foundations FDCS.

REGISTRATION PROCEDURE

An educator assistant is an adult deemed suitdbleaintain the quality care offered to children when the educator is

absent in limited circumstancesr requires additional help to provide care for children on a temporary bEsés.

registration and engagement of an educator assistamot anemployee/employer relationship nor is it undertaken for

any financial reimbursement. y SRdzOF G2NJ [ aaAradlyd Aa G2 oS tAaGSR Ay
the educator assistant will be maintained within the educators Alprospective educar assistant must undertake an
interview, complete an application form, attend specific educator assistant training and sign an Educator Assistant
Agreement prior to providing care to children.

Educator assistants must:

- Be over 18 years of age

- Hold a Posive Notice Blue Card

- Hold a current approved first aid qualification including CPR, Asthma and Anaphylaxis

- Have demonstratedislls and/or Experience

-1 F@S I OdzZNNByYyld RNAGSNRAE ftA0SyOS Ay@z2ft @SR Ay (NI yalLkR NI
- Have a working mobile phone

ENGAGEMET PROCEDURE

An educator assistant magnly be used

- To assist an educator who is temporarily restricted due to physical injury (e.g. broken bones, sprains).

- To allow an educator to offer quality outcomes for all children present. e.g. provedincation and care to multiple
ages of children during school holidays or to better provide care for children with additional needs.

- To provide additional supervision for excursions.

- For no longer than four hours each instance.

To engage aeducator assistant, the following steps must be completed by the educator:

- Discuss the situation and reasoning with their Foundations FDCS Coordinator.

- Provide Foundations FDCS with a completed Educator Assistant Nomination Form.

- Discusshe situationwik S+ OK 2F (KS OKAf RNByQa LI NByida FyR O02YLX S

If Foundations FDCS does not approve the request or all parents do not provide written consent an educator assistant
must not be used.
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5. RELATIONSHIPSWITH CHILDREN

RevisedApril 2020

POLICY STATEMENT

Foundations FDG®ekdo build positive, respectful and equitable relationships with children maietin a way
whichencourages children to express themselves and their opinadltsvs children to undertake experiences that
develop sé-relianceandselfesteem and maingins at all times the dignity and rights of all children

OBJECTIVES

- To promote quality developmental care in the security and warmth of a family environment.

- Toewsure educatorandLI NBy G & | g NB |, 2rifotiod htellRcNEaidphysiéalg@wth so they can
be actively involved in the provision of such care.

- To ensure the development and growth of the whole child is encouraged and stimulated in a variety of ways.

RELATIIONSHIPS WITH CHILDREN
Educators are to:
- Qeate aneducationalenvironmentthat is relaxed and happy.
- Engage with each child througipen interactiongo support the acquisition of skills for life and learning.
- Ensure routines such as mealtimes, toileting, nappy cirangnd rest times are relaxed, unhurried and are used for
positive interactions with individual children.
- ANLAOALI GS Ay OKAf RNBFOQAI 161 @KEyAGKNERNS YO F dA T €2 NILKA ¢
- Bewarm, responsive and build trusting relationshthsough their interactions with child.
- Respond sensitively and appropriatelyk A f RQa STFF2NIia (2 SELINBaa (kKSvyasStgSa
- PNRY2{GS St OesteérKkiriafsiarad frie®lly hantbat OF 4§ SNBE (2 Sl OK KAt RQaA Ay
- SQupport each child to work with, learn from, and help others through collaborative learning opportunities.
- T 1S Ayid2 O2yaARSNIGA2Y SI OK OKAf RMyplarniBghogrdminig A OF £ | y |
- Support each child to manage their own behaviowespond appropriately to the behaviour of otheend to
communicate effectively to resolve confligefer to the Behaviour Guidance Policy)
- RSALRYR LRaArAldA@Ste | yR NBaLIS O iamddzqhiests for assisiakice.f RNBy Qa 02 Y
- Ensure he digrity and rights of every child will be maintained at all times.
- XKX2¢g NBaLISOl FyR @lFftdzS G2 SIFOK FlLYAfeQa Odz GdzNI t @I f dz
their cultural customs and practices.
- Provide opportunities to interact andevelop respectful and positive relationships with other children and with
staff members and studentor volunteers fromFoundations FDCS.
- Maintain correcteducatorto child ratios in order to provide opportunities for each child to interact and develop
respectful and positive relationships with the other children and st#tif members and studentor volunteers
from Foundations FDCS.
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5-A. BEHAVIOURGUIDANCE

RevisedApril 2020

POLICY STATEMENT
Foundations FDCS seekgtomote a positiveapproach to managing behaviour of all childr&ehaviour guidance
requires a broad approach for children to be physically and psychologically safe, gradually guiding them to

communicate needs verbally, and developing independent skills without the wggoéssive or destructive behaviour

to resolve conflictandto meet their needs.

OBJECTIVES

Toensure educators createhysical and emotional environment that facilitates personal and social rand
assists children to regulate their energy to be appropriate to the task being undertaken.

To ensure educators are aliielp each child develop setbntrol, learn to respedhe rights of others, learn to
express emotions appropriately, build seteem, become setkliant, to be able to handle situations, recognise
consequences to behavioy@nd explore alternative solutions and outcomes

Tosupport educators in developj and implementing appropriate positive guidance techegfor children in their
education and care service.

BEHAVIOUR GUIDANCE PROCEDURE
Educatos are encouraged tdiscussany requiredd S K @A 2 dzNJ 3 dzA Rl y OS . Bidcusos®UldO K OKA f R
addressconcerns or differences in approa@ndcollaboratively agree oappropriate strategieso be implemented
This approach aids in providiegnsistent practices acroise home and education environment.

Educators are to:

(@]]

Be firm, warm, calmcaring and consistent

Adopt an approach to behavioural guidartbatl f t 2 a4 GKSY G2 4SS G4KS 62NI R FTNRY

facilitates an understanding as to why the behaviour is present.

Show respect and dignity to each child.

Employ aangeof strategies to cater for the variety of behaviour and learning styles. This includes prevention,
NERANBOGAZYKRAZGNI OGA2yS FyR (8F OKSNDRE Y2RStfAyS
consequencesy @ # Xthei X statemerts).

Consider the cause of the behaviqerg. changes at home, tiredness, teething, becoming unwell

Clearly explaitthe behaviour expected of the childsing age appropriate language

Explain to each child the importance of verbalising how they feekratianusingphysical responses.

Offer reinforcement and praise of positive behaviours.

Provide learning opportunities about positive behaviour that are age appropriate.

Promote and encourage each child to become assertive and active decision makers.

Attend professionaldevelopment training whiclfiocuses on building thepositive behaviour guidance knowledge.

T I OKAfRQa 0SKI@A2dzZNJ Aa RSSYSR (G2 0S5 dzyl OOSLIikot$S

SKI @A 2 dadhtolmentniagbé daredlled after consultation with the coordination stafFolundations FDCS.
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6. PARTNERSHIPSNITH FAMILIES ANDCOMMUNITIES

Revised: April 2020

POLICY STATEMENT

Foundations FDG®eks tadevelop strong partnerships with families and erestivat all possible efforts will be made
to adequately place children within @ducatoQd K2 YS ¢ RONAB I KNEBEd0DEAK values will be meet
and respectedFoundations FDCS embracesiigy, inclusionand diversitywhichunderpin the framewdk of all of our

services, educatigrand care.

OBJECTIVES

- To ensure all staff, educators, familiesd children from diverse backgrounds, cultyrasd religious beliefs are
treated equally.

- Topromote a sense of unity and connection with the communigyaloceptingenrolmentfor children from all
diverse backgrounds, culturesnd religious beliefs.

- Toacknowledge and value the uniqueness and diversity of families including cultural and religious beliefs and child
rearing values.

- To ensurecommunity connection is incorporated into educators programming and planning

PARTNERSHIP AND CONNECPROCEDURE

Foundations FDCS will

- Provide informationwhichis translated intdhe main community languagewhere possibleandutilise interpreters
asappropriate.

- Welcome theenrolmentof children from all diverse backgrounds, cultyrasd religious beliefs.

- Welcome the engagement of suitable educators from diverse background, cylanmgseligions.

- Require that all educators have adequate spoken aritten English communication skills to be able to follow
instruction from Foundations FIZfulfil National Regulation and Laws requirements, complete administrative tasks
and call emergency services regardless of their diverse background, caltuedigious belief.

- Seek regular feedback from families about all aspects of the service

- Assist educators to seek out connections and maintain regular community connections througihquipy, library
programs, churchiun programsor local school programs

Educators are to

- W2NJ] Ay | O2ttl 02Nl GABS LI NIYSNEKALI gAGK FFYAf.ASa oe@

- Embrace a collaborative partnership with families as they contribute to deciseayerding the cii RQa Ol NB

- Ensure that all children in their care are offered the same opportunities for participation, acceptance and belonging
within the education and care setting.

- Qater for individual needs, giving consideration to gender, celtandreligious bacground

- Acknowledge the holistic nature of children's learning and the significance of children's cultural anstitngui
identities.

- Seek regular feedback from families about thaiactice as educators

- Establish connections within their local commurstibough playgroups, library programs, churehin programs, or
local school programs
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6-A. FAMILY ENROLMENT

RevisedApril 2020

POLICY STATEMENT

Foundations FDG®ekgo develop strong partnerships with families and erestivat all possible efforts will be made

to adequately place children within @ducatoQda K2 YS ¢ KSNEB rieédSandvélies Wilkbedndefagdi Q a
respected.

OBJECTIVES

- Tooutline the enrolmentprocessfor families and educatqiincluding providing information regardifmgpw children
are placed in care and support a mutual understanding optiaity of accesto care.

- To ensure that all efforts are made to place children in carere all their social, intellectual, emotionaind
religious needs and wants are met.

- To explain the expectations and responsibilities of parents/guardians in order to maintain correct documentation
while their child is in care

FAMILY ENROLMENROCEDURE
In order for a family to enrol their child with a Foundations FDCS educator the following steps must take place:
1. Parents make contact with a Foundations FDCS staff member to discuss the needs of their family and to discuss if
there would be a stéble placement for them with current educatoi§there are no suitable places availale
family willbe given the option to be placed on the waiting listtil appropriate placement has been found
2. Parents are given enrolment forms/online enrolmelstails and a Foundations FDCS staff member expla{s
entitlements fees contractual responsibilities of parent and educatand theParents Information Handbook
3. The educatomeetswith parentand child andassesssif they are comfortable with whahe parents are seeking to
achieve during care.
- ¢2LA0EA 2FGSy AyOftdzZRSR Ay (KAa ekRdandodnteinedtyfal andlB GG KS O
religious requirements, allergies, medications, dietary requirements and preferences, any rmalditice
needs, theeducators programming and practice beliefs, brief summary of their daily routines etc.
- If both parties are not comfortable continuinfgedbackis gatheredand sharedvith the educatorand
alternative optiondor the child areexplored.
4. All required enrolment paperwork is returned to the Foundations FDCS Office for processing
5. Once processed the family and educator are notified that the child may begin care.

BOOKING AND CONTACT DETAILS UPDATE PROCEEDURE

Parents are required tbJNE A RS mn RIFI2&dQ y20A0S 6KSy NBIljdzSadAry3a | OKl
C2dzyRFGA2ya C5/{® /2LASE 2F /KIFy3aS 2F . 221Ay3 | 2d2NE F2
through the Foundations FDCS Office.

It is the responsibilityf the parents to ensure that all details provided to Foundations FDCS are correct. This includes
medial information, emergency contact informaticandany change of details that have occurred since the time of

enrolment. Copies of appropriate formscab 20 i AYSR SAGKSNJ 6 KNRdZAK G(KS OKAf RC
Foundations FDCS Office.
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6-B. COMMUNICATION WITHFAMILIES

RevisedApril 2020

POLICY STATEMENT
Foundations FDG®eks teencourag allchildren,educatoss, families,and Foundations FDG$aff to contribute ideas,
suggestions, interests and abilitié¥e believethat open and continued communication and the sharing of ideas

skills is thébasis ofa strongand healthyeducation and careommunity.

OBJECTIVES

- To provideopportunities for families to be involved in the service and contribute to service decisions.

- ¢2 NBO23ayAasS (GKS SELISNIAAS 2F LINByida yR SyO2dzNt 3sS i
and wellbeing.

- To ensure there is continuity déarning and transitions for each child by sharing relevant information and clarifying
responsibilities.

COMMUNICATION WITH FAMILIES PROCEDURE

At the enrolment interviewfamiliesare encouragedo regularly discuss their care arrangements with their edarcs
andprovided a copy of the Parent Information Handbodlhis handbook includes the contact details of therdinator
should they wish to discuss any concerns or issues regarding their care arrangements

Foundations FDO®ill:

- Regularly distribute nesletters, with feedback promptsnd contact information

- Provide a Parent Feedback Survey after a child has been in caneforonths to gather written feedback.

- Provide an Exit Survey ftamilies leaingthe service ¢ gain further feedbackow Foundations FDCS could
improve.

Educators are to:

- Be available for parents to provide feedback and communication at a mutually convenient time.

- Provide communication with familiee.@.talking with the family before or afterace, contacting by telephone if not
appropriate to talk in front of the childyr using a diary to exchange information).

Parents are able to:

- VisittheS RdzO I (i 2 NXp&FounikdNsHFBGEEile their child is being cared for by the educator.

- Attend, where possibleany excursiors.

- h¥FSNI GKSANI 26y SELISNIAAS yR O2ft1 62N GS 6A0GK GKS SR
wellbeing.

- Arrange with the educator to shakeith unique talents, experiences and skils a part of the education
experiences for the children

- Share relevant information with the educator about their child in care to ensure there is continuity of learning and
transitions

- Provide regular feedback with thesducator (eg.talking with the educator before or after care, contacting by
telephone if not appropriate to talk in front of the child, using a diargxchange information).
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7. GOVERNANCE ANIMANAGEMENT

RevisedApril 2020

POLICY STATEMENT

Foundations FDG®ekdgo ensure the service has in place policies and procedures in relation to governance and
management of the service, including confidentiality of recoRdgjulatory, licensingand funding bodies require the
retention and maintenance of records in relation to service stakeholders and children for a specifiedtémehich
they will be appropriatelydestroyed

OBJECTIVES

- To ensure compliancaith all policies and proceduraéquirements when engaging in activities relating to the
operation of the service

- To ensure kirecordsare maintained in a confidential and private manner.

- To ensure compliance with theicent National Regulations and Laws

- Toinform educators andamiliesof any relevant changes to Policies and Procediasual, or National
Regulations and Laws which directly impact them.

GOVERNANCE PROCEDURE

Foundations FDOSill:

- Provideall staff and educata@with a copy of thig2olicy andProceduresManual whichincludes the Code of
Conduct.

- Ensure policies and practices are developed in line thigfEducation and Care Services National Raw(2010),
the Education and Care Services National RegulafR0H), and theNQS

- Provide at leas14 days noticeand eplanation if requiredto all staff,families and educators of changes &my
polidesand procedures, before implementing changes.

Educators are to
- Ensure they have a good knowledge of the Foundations FDCS Policies and Procedures
- Ensurethe Policy ad Procedurévianual is placed in a location thatreadilyaccessible to parents and visitors.
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RECORDS MANAGEMENT PROCEDURE

Maintenanceof Records:

Foundations FDCS wilisure all records are recorded, properly maintained, updated and kept indheénated secure
place as per relevant legislation requirements. (Refer to National Regulatior&tdi@@e of records and other
documents) All records are kept confidential and only made available to authorised perBonsdations FDCS is to
ensure thefollowing records are kept as required Bglucation and Care National Regulati¢?2812)

- National Regulations 158 KA f RNBy Qa | GiSyRIy0OS NBO2NRa G2 oS 1 SLI
- National Regulations 159 KA f RNBy Qa | GiSyRIyOS NBX GaubaRa G2 0SS {1 SLI
- National Regulations 16€hild enrolment records to be kept by approved provider and family dayechreator.

- National Regulation$61- Authorisations to be kept on enrolment record.

- National Regulations 16Health information to be kept on enrolment form.

- National Regulation$77- Prescribed enrolment and other documents to be kept by approved provider.

- National Regulations 17®rescribed enrolment and other documents to be kepfdypily day careeducator.

- National Regulation%79- Family day careducatorto provide documents on leaving service.

- National Regulations 18&vidence of prescribed insurance.

- National Regulations 18Tonfidentiality of records kept by approved provider

- National Regulations 18Zonfidentiality of records kept by family day caducator

- National Regulations 183torage of records and other documents.

- National Regulations 18&torage of records after service approval transferred.

RecordStorage and Destructian

The follow outlines the type of records kept aratjuiredtime to keep them:

- For records relating toor following,an incident, illness, injury or trauma suffered by the child while being educated
and cared for by th&DCSuntil the child is 25 years of age.

- For records relating to the death of a child while being educated and cared &or bglucatoror that may have
occurred as a result of an incident while being educated and caredifdil 7 years following the death ofchild.

- For records relating to a child enrolledth Foundationd=DCS until the end of 3 years after the last day on which
the child was educated and cared for.

- For records relating to the approved provideuntil the end of 3 years after the last dabeé which the approved
provider operated the=DCS

- For records relating to the nominated superviséoundationd=DCStaff member ad educatorproviding education
and care on behalf of thEDCS until the end of 3 years after the last date on which tlwmnated supervisor or
staff member provided education and care on behalf of the service.

- For all other records until the end of 3 years after the date on which the record was made.

Records of educators who have exited or have been terminatexn the service:

Whenan educatorleaves or is terminated from the service, all documentation referred to in Regulation 179 need to be
submitted to the approved provider of tHeDCS at their edinterview:

- National Regulationg4 -Documentation of child assessments or evaluations for delivery of the educational program
- National Regulation87 - An incident, injury, trauma and iliness record

- National Regulation82 - A medication record

- National Regulatioris9-/ KA f RNBy Qa FiGSyRIFyOS NBO2NRa

- National Regulations 160Child enrolment records

- National Regulations 169Record of visitors to the family day care residence and/or venue
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CONFIDENTIALITY PROCEDURE

Theeducatorg A f £ 1 SSLI GKS | FFFANRE 27F S| OKconfderkidl &d shafl nai K S A NJ
disclose any information to a third party other th&oundations FDCRaff or as legally required to do so.
Confidential conversations wile conducted in a quiet area away from other children, parents,,staffnd

educatos. Conversations in relation to the health and wellbeing of the child should be noted in writing and stored
in a confidential manner.

Reports, notesand observations irelation to Foundationd=DCSgducatoss,and children must be objective,
accurate and free from negative commeritscluding use of labels.

Students, volunteers or visitors to tleelucatoQ gremiseswill ensure that information in regard t6oundations
FDCSgeducatos, children and families is not discussed outside of the context in which it was heard.

Any information received or transmitted via mobile telephoieecludingSMS or any other electronic
communication(e.g.email WhatsApp shall be treated with the same confidentiality as any other written form of
communication and must be storeatcordingly

PRIVACY PROCEDURE

Foundations FDGSaff and educatos will not collect sensitive information unless the individual ¢t@ssented,

there is a legal requirement to do sar in other special circumstances that have a bearing on the wellbeing of the
child.

Every reasonable step will be taken to ensure personal information collected, arséidclosed is accurate,
complete and current.

Every reasonable step will be taken to ensure personal information held within the service is protected from misuse,

loss and from unauthorised access, modificatimndisclosure.
All personal information requested through Freedom of InformatfFOI) will be managed by the approved
provider.
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7-A. THE ACCEPTANCE ANIREFUSAL OFAUTHORISATIONS

RevisedApril 2020

POLICY STATEMENT
Foundations FDG®eks to ensure appropriate authorisation occurs for all actions, incladimgnistration of
medications, collection of children, excursions and providing access to personal records.

OBJECTIVES
- To ensure the educators only act in accordance with the ecrauthorisation procedures to obtain:
- National Regulations 16(Qoersonal details
- National Regulations 9@dministration of medication
- National Regulations 99elivery and collection of children
- National Regulations 102xcursions
- To easureeducators are aware pand exercise the righdf, refusal if written or verbal authorisation does not
comply with National Regulations and the Foundations FDCS Policy and Procedures

ACCEPTANCE AND REFUSAL PROCEDURE

Foundations FDCS staff will advise edacs and parents upon induction tife Education and Care National Regulation
(2012)requirements for correct authorisation of personal details, administration of medication, deliamdycollection

of children and excursions.

Foundations FDCS educataidl apply these authorisations to the collection of personal details, administration of
medication, delivery and collection of children and excursions

Theeducators will exercise the right to refusal if written or verbal authorisations do not complythétNational
Regulationsand theFoundations FDO%licy and Procedures
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7-B. PAYMENT ANDCOLLECTION OFFEES

Revised: September 2020

POLICY STATEMENT
Foundations FDCS seeks#t the fees which will be applied to all familregardless of economic circumstances, race,
religion, valuesand beliefs.

OBJECTIVES

To ensure the fees and levies charged by Foundations FDCS provides families with high quality accessible and
affordable Early Childhood Education and Care.

Toensure educators and families receive accurate fortnightly statements of fees charged by Foundations FDCS.
To ensure families receive receipts for payed invqiaesdreceivefortnightly paymentsummaies.

PAYMENT AND COLLECTION OF FEBSEDURE
Foundatians FDCS will:

Provide information to families about the availability@hild Care Subsid¢S)and the procedure for application.

t NEOARS SRdzOI G2NBR ¢6AGK mn RI@EAQ y20A0S AF lyeé OKIy3dSa
exceph 2y (02 UGKS YAYAYdzY F2dz2NJ 6SS1aQ y2GA0S Yl & 200dzNJ Ay
are changed.

Provide written information on fees to the educator at induction, and when all approved fee changes occur.

Ensureall subsidy recommendatiorand requirements are undertaken in calculating and processing payments as
prescribed in the Child Care Service Handbooks.

Provide witten informationregarding fee structures and scheduliaigthe parent interview and when any other

approved fee changesccur.

Issue receip to parentavhen fees are paid

SUBSITY AND PAYMENT PROCESS

Educators are seémployed business operators who are contacted by Foundations FDCS and assessed throughout the
year. They areequired to ensure their obligations are meatrelation to any legislation, taxation requirements or
regulations.

Educator payments are processed fortnightly through the following procedure:

1. CCS payments are collected on behalf of the parents by Foundations FDCS.

2. All Foundations FDCS levies for péseand the educator are deducted from this payment.

3. The remaining amount is transferred to the educator.

4. |If parents have exceeded their CCS payment entitlements Foundations FDCS il semmdce ér the money
owingto the parentsto be paid with seven days from date of issue of invoice.

5. If applicable, this additional payment is then transferred to the educator.
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PARENT FENFORMATION

Parents will be given information on the fees, charges and accountability requirements at the time of parent interview
and enrolment. During this process parents are given written and verbal explanations on how to read their statements.
Parents will be irdrmed of the need to check each statement and ensure the booked and actual hours are correct. Any
anomalies discovered must be reportedRoundations FDJ8r review.

Parents are required to:
- Complete and sign attendangee. sigrin/-out) recording theactual time of arrival and departure of their child in
and out of care.
- DA@S (KS SRdzOF 02NJ y2GA0S a LISNI GKS SRdzQoérdeaswdne. TSS & C
- Parent must sign for an absence ONLY when their child has returnadetoAbsences are not to be signed in
advance.
- Parents are to complete all necessary documentation required in the processing of attendance records including
WOIFNB SEAG FT2NNVQ YR WalOKz2z2f K2fARFE 06221Ay3 F2NX¥OQ
- Parents must pay the fees recorded on thitendance Recoréach fortnightto Foundations FDCS
- Parents will receive a receipt from Foundations FDCS for any monies paid by the parent.

Hourly Fees (September 2020)

Standad Hours(8am¢ 6pm) $10including service hourly levy fee

Non-Standard Hourgbefore 8am and after 6pin $ 10including service hourly levy fee

Child Absences

Each child is eligible for CCS for the first 42 absences from care across all approved childcare services during each
financial year. Thesabsences can be taken for any reason and do not require supporting documentatiaddifidnal
absencegi.e. absencebeyond the first426 At f 2y f & 06S LI AR F2NJ aFrRRAGAZ2Y LT | 0
the absence has occurred under a péted circumstance prior to théimesheet being processeBermitted
circumstances fordditional absences include:

- An outbreak of infectious disease when the child is not immunised

- Any other absences due to sickness of the child, a parent or siblingpged by medical certificates

- Atemporary closure of a school or pupil free day

- Aperiod of local emergency

- The event of a stateor nationwide declared pandemic.

- Exceptional circumstances

Educator Absences

- If the educatorisunable to provide caréor the contracted hours and alternative catamot be arranged, payment
is not required to Foundations FDCS for those days and the educator will not receive payment for those days.

- Parents are requested to contact the Foundations FDCS if alternatéscapiired. Please note that alternate care
cannot be guaranteed.

- Educators must inform Foundations FDCS when they are planning to go on leave and when they will be available to
offer their service to families and children.

- Educators are to submit theiravel itinerary with their request for leave to the nominated supervisor or the
director when traveling out of the country.

Non-Standard Hours
- Foundations FDCS is entitled to charge fees for public holidays if the child has a regular booking that falls on the
public holidayFor the purposes of &Ca public holiday meansdeclared noawvorking day irthe area of the
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SRdzO | { 2 NDRublit elBagsd vélldeé couat as an absent day for CCé thild would normally have
attended the servicéhat day.

- CGSis payable for phlic holidays at the usual rateah educator is unavailable to provide care on a public holiday
afamily acesses care with an alternagelucator or service, then the reguladucator is unable to charge a fee for
this day.

- Foundations FDCS cannot charge fees for any eduaataral leavesick daysor other absences with the exception
of public holidays.

- Edu¢ G2NAR I N5 NBIldzZANBR 2 3IABS FILYAtASA FYR C2dzyRIGA2Yya
change any booked hourar are taking leave.

- Childare used in excess of booked hours will be charged at either a casual or startdaad sgbut in the
educator to parent ontract.

- Penaltyfees may be applicable if care is accessed outside of booked hours without prior notification.

LATE PAYMENT OF FEES PROCEDURE

- If Foundations FDCS has trouble obtaining outstanding fees and an expedautioesfor outstanding fees cannot
not be delivered, provision of care may be withdrawn. Outstanding monies maybehérilowed up by a debt
collection agency

- Transfer of care to another educator will not be provided if there are any outstanding fes ljnthe parent to
Foundations FDCS.

EDUCATOREE INFORMATION
Foundations FDCS Charges a levies and registration fees outlined below. These are used to provide resources and
support to the educators and the children in their care.

Foundations FDC%ducator Fee Schedule 2020

Foundations FDQ3.evy per hour per child $ 2 per child per hour
Educator Initial Registration Fee $ 100.00
EducatorResourcing Fee $ 17.50 per week

TIMESHEESUBMISSIORROCEDURE

- Electronic sig#in/-out procedures are to be followed each day to ensure correct processing.

- Any timesheets submitted by the educator after 12 noon on Sundays will not be accepted.

- Exceptions to requirements around deliverytmhesheetswill be assessed at thmanagey’ S y diger@tion.

- Timesheets that are illegally sign by educator on behaltoét is termed as fraud by Foundations FDCS, National
Regulation and Laws, and will result in the immediate termination of the educator.

- Timesheets are legal documents; thus, the date and time of care must be recorded accurately. Intentional claiming
beyand actual hours of care is fraud and will result in educator termination.

Timesheets may be withheld from submission by Foundations FDCS in the following situations:

- The educator does not have a current CPR, First Aid (including Asthma & Anaphylasi)jver Blue Card

- ¢KS SRdzOF G2NJ A& (NIyalLR2NIAy3a OKAfRNBY ¢gAGK2dzi | @I f AR
- The educator has not submitted their timesheet before the deadline

- The educator has been suspended due to a compliance breach as outlinedEdubator Premises Contract.
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7-C. DEALING WITHCOMPLAINTS

RevisedApril 2020

POLICY STATEMENT
Foundations FDG®eks to encouragand promptly respond tocomments, compliments, concerrgiggestionsand
complaints in order to continually improve the quality of the service.

OBJECTIVES

- To provide a service delivery which strive for excellence in all aspects of the Foundations FDCS.

- Todevelop and maintaim culture free from discrimination and hasment for all Foundations FDCS staff,
educators, familiesand the surrounding community.

- To ensure there is an effective complaints management system for staff, educators, parents and members of the
community.

- To ensure bhcomplaintsare dealt with in a thorough and discreet manner

GENERAL PROCEDURE FOR COMPLAINTS

- All parties involved in any grievance, complagrtdispute will respect anthaintain confidentiality.

- Foundations FDGAIl endeavour tgprofessionally resolve the dispuie a timely manner

- Anonymous suggestions or concerns maylaeed in our suggestion box located the reception desk at
Foundations FDQ8ailbox or can beposted to our postal address.

- All complaints and their outcomes will be recorded to ensure accahility on individual complaints and to enable
analysis afand reporting oncomplaint patterns and trends.

- Thecomplaints management process will be regularly reviewed to ensure its effectiveness. Any information
pertaining toa complaint procedure thas published on a social networking site may result in disciplinary
proceedings against the educator or staff member.

Saff Complaint Procedure

- All gaff are encouraged to discuss concerns respectfully, and where possiblg¢hwitierson directlynvolved with
the concern.

- If this is not appropriate or does not resolve the issta#f memberscan bring the complaint to thdirector.

- If the issue remains unresolved an impartial mediator or contact officer mapiacted for further guidance.

Eduator Complaint Procedure

- Anyconcerrs should be raised initially with the assigneabrdinatoror the nominatedsupervisor Every effort will
be made to resolve the issue as soon as possible.

- If the issue remains unresoldethe educator may contact thdirector to request further action or discussioti.the
issuecontinues to bainresolved the parties may be referred to an impantieddiator. If the issués believed to be
one concerningegulations, the contact officerdm the appropriatedepartment may becontacted for further
information.
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Families Complaint Procedure
- Parents are encouraged to discuss any concerns directly withgtiegator. If the family is not comfortable with
discussing their concerns with the educatparents maycontact the Foundations FDCS where the appropriate
personnelwith discuss and action their complaint.
- ¢KS SRdzOF G2NR& O22NRAY L { 2idWplanitd résolvé haigsierof cantplaint.y R RS@St 2 L
- If the issueremains unresolvé, the family may contact thdirector to request furtherdiscussionlf the issue
continues to baunresolved and is believed to be one concermiegulations, the contact officerdm the
appropriatedepartment may becontacted for further information.

Members of the Community Complaints Procedure

- Any complaints received from members of the public are investigétecbughly, documented and kept on file.

- The identity of a person igg1g acomplaint will remain confidential if so requested, however the validity of a
complaint may be called into scrutiny if no personal information is providétbtmdations FDQy the person
issuing the complaint.

Negotiation Procedure

- Negotiate a mutally convenient time and venue to fully discuss the issueclmate of tolerance and equality
without continual interruption and inaccordance witlthe Code of Conduct Policy

- Inthe instance @&oordinatoridentifies an area for concern with aaucabr the appropriate action will be taken by
coordinatoss to swiftly rectify any breach oégulation or failure to provide a satisfactory level of care.

- In the first instance of the breach a verbal notice will be given, and this will be documented on the Home Monitor
Form.

- Educators are provided with adequate time to rectify the concern. Up to two verbal notices will be given. If no
change is observed,varitten warning will be issued. Adequate time to rectify the concern will be provided. Two
GNRGGSY 61 NYyAy3IE YIe 0SS FABSY RSLISYRAYy3d 2y GKS aSOSNA
agreement to provide care contract will be reviewedlgossibly terminated.

- Consequence of breaches of policy or regulation involving the safety of children in care will be in accordance to the
severity of the breach and the risk involyeshd may include immediate formal warning or termination of the
educaR Ndordtract.

- Foundations FDCS will follow up with the complainant to ensure that the complaint has been successfully resolved.

Documentation Procedure

- All concerns and complaints, whether formal or informal, are recordetherComplaints Form. Adbmmunication
with partiesregardingthe complaint will be carefully recorded, particularly if communication tgkase by
telephone or in person.

- The outcane of each complaint will also be clearly recordatli files concerning complaints asecurelystored

Review Procedure

- To ensure that quality of assurance occurs our complaints management system will be reviewed ammually
whenever an incident occur® ensure the processes are clear and sthscriminatory.

- Educators and families will complete an exit questionnaire when they leave the service to ensure there are no
outstanding issues which have led to their decision to leave our service. Thisi@olt#dnformation will lead back
to further improvements of our service.
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7-D. REGISTER OFEDUCATORS STAFF ANDVOLUNTEERS

RevisedApril 2020

POLICY STATEMENT
Foundations FDG®eks to acurately and securely record information &@CStaff, educatoss, volunteers and
students in accordance with legislative requirements.

OBJECTIVE
- To ensurea register containing information d¥DCStaff, educatos, volunteers and studentsbe maintaired by
the FDC$ compliance with legislative requirements.

REGISTERROCEDURE

Foundations FDCS must maintaihits principle officea register of each educatevhich containghe prescribed

information in for each educatpmcludng:

- ¢ KS SRdedhaine difrésscdntact detailsdate of birth and days and times the educator is available to care
for children.

- The diate the educator was registered wifoundations FD&

- ¢KS SRdzOF (2 NI 3 induitlds ¥ staiefhént ds @ Rieidbei ifis a residence or a veiitiee premises is
a residence, the record must include the full names and dates of dirafl children and adultéving at the
residen@. Additionally adultsover the age ol8 must providea copy of their Positive Notice Blue Card

- Details of each childnder the care ofhe educatorincludingS I O K  @afad, take@fzbirth, days and hours that
the educator usually provides care fibiat child

- 9ARSYOS 2F G(GKS SmueThd2NDRa t23aA0A0S b2GA0S

- BBARSYOS 2F (KS SRdzOl. (i theNstu@atoNiEdt Sreatyyedalifig, trby indsFpkoddel A 2 v &
evidencefrom the TAFEDT their enrolment andthat they areactively working toward§.e. consistently completing
units over a reasonable amount of tima) approved qualification

- BBARSYyOS 27 dPR&ir§ Rdin@ihingghkmikcludes asthma arahaphylaxigraining.

- Bvidence of any other trainingytthe educator(e.g. any relevantnefessionaldevelopmeny.

- If the educator is a\pprovedProvider, the number of the Provider Approval and the date the approval was
granted must be included on the register

- If the educator is &ertified Supervisor, thenumber of the certified certificate and the date it was granted must be
included on the register

- When applicable, the date the educator ceased to be registered with Foundations FHiErSecord must be kept
for the period ofthree years following thatlate.
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