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Policies and Procedures at Sustainable Play Preschool…
The purpose of these policies and procedures are to ensure compliance with Children’s
services Laws and Regulation. The policies and procedures outline Sustainable Play
Preschools expectations and standards whilst ensuring the National Quality Standards and
Framework expectations are at least met.
These Policies and Procedures are to be read, understood, and reviewed regularly in
accordance with our review schedule.
As we value collaborative relationships and input from all stakeholders, we welcome any
suggestions and feedback about the content of these policies.
Education and Care Services National Regulations (2011 SI 653) states 168 Education and care service must have
policies and procedures. Policies and procedures are required in relation to the following, health and safety, including
matters relating to— nutrition, food and beverages, dietary requirements; and sun protection; and water safety,
including safety during any water-based activities; and the administration of first aid; and sleep and rest for
children; incident, injury, trauma and illness procedures complying with regulation 85; dealing with infectious
diseases, including procedures complying with regulation 88; dealing with medical conditions in children, including
the matters set out in regulation 90; emergency and evacuation, including the matters set out in regulation 97;
delivery of children to, and collection of children from, education and care service premises, including procedures
complying with regulation 99; excursions, including procedures complying with regulations 100 to 102; if the service
transports or arranges transportation of children other than as part of excursions, transportation including
procedures complying with Division 7 of Part 4.2 of Chapter 4; providing a child safe environment; staffing,
including— a code of conduct for staff members; and determining the responsible person present at the service; and
the participation of volunteers and students on practicum placements; interactions with children, including the
matters set out in regulations 155 and 156; enrolment and orientation; governance and management of the service,
including confidentiality of records; the acceptance and refusal of authorisations; payment of fees and provision of a
statement of fees charged by the education and care service;
Education and Care Services National Regulations (2011 SI 653) states 170 The approved provider of a centre-based
service must take reasonable steps to ensure that nominated supervisors and staff members of, and volunteers at,
the service follow the policies and procedures required under regulation 168.
Education and Care Services National Regulations (2011 SI 653) also states 171 The approved provider of an
education and care service must ensure that copies of the current policies and procedures required under regulation
168 are readily accessible to nominated supervisors and staff members of, volunteers at, the service. The approved
provider must also ensure the policies and procedures required under regulation 168 are available for inspection at
the education and care service premises at all times that the service is educating and caring for children or otherwise
on request.
In relation to changes to policies and procedures, the Education and Care Services National Regulations (2011 SI 653)
states the approved provider of an education and care service must ensure that parents of children enrolled at the
service are notified at least 14 days before making any change to a policy or procedure referred to in regulation
168 that may have a significant impact on— the service’s provision of education and care to any child enrolled at the
service; or the family’s ability to utilise the service. The approved provider of an education and care service must
ensure that parents of children enrolled at the service are notified at least 14 days before making any change that
will affect the fees charged or the way in which fees are collected. If the approved provider considers that the notice
period would pose a risk to the safety, health or wellbeing of any child enrolled at the service, the approved provider
must ensure that parents of children enrolled at the service are notified as soon as practicable after making a change
referred to in sub regulation (1)
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●●● Code of Conduct
POLICY
On commencement of employment and every twelve months, every employee must read and acknowledge their
understanding of and commitment to complying with the Code of Conduct.
As an employee, you should be aware of Sustainable Play Preschool’s Policies and Procedures and the delegations
that apply to your role. These documents are available on the Sustainable Play website and refer to relevant
legislation with which you must comply.
Behaviour that conflicts with the standards or the spirit of the Code of Conduct or related documents may result in
disciplinary action, including termination of employment.

WHAT IS THE CODE OF CONDUCT?
The “Code of Conduct” defines how all persons working at Sustainable Play Preschool should act on a day to day
basis. It reflects the preschool’s daily operation, values and company culture.

WHO DOES THE CODE OF CONDUCT APPLY TO?
The Code of Conduct applies to anyone who is employed by Sustainable Play Preschool (permanent, temporary and
casual), independent contractors, students, volunteers, and others acting on behalf of Sustainable Play Preschool.

CODE OF CONDUCT STANDARDS
●●●Respectful and Reciprocal Relationships
-We are committed to treating children, families and colleagues with respect and kindness
-We are committed to making children feel safe, secure, and supported, consider:
• Are they happy?
• Are we fostering the right environment?
• Are we promoting a sense of belonging?
-We are committed to fostering a sense of community within the company and building genuine
connections with the local community
-We do not tolerate bullying, harassment, or discrimination
●●●Environmental Responsibility
-We are committed to ensuring that the net benefit of our work is greater than any net detriment
to society
-We are committed to ensuring that the most ethical/sustainable, method/system/product that can
be afforded to us is used
-We are committed to ‘embedding sustainability in all daily routines and practices’ for children and
staff
●●●Professionalism
-We are committed to acting in a professional and ethical manner
-We do not tolerate being under the influence of alcohol or illicit drugs while attending work
●●●Accountability
-We are required to comply with laws and with Sustainable Play Preschool’s Policies and Procedures
-We have an obligation to accept responsibility for our actions
-Act honestly and in good faith
-Ensure safety is considered in every decision made and every action taken
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●●●Leadership
-We believe that all staff should have, at a minimum, some control and direction over their work
-We will never misuse information, and we are committed to respecting and ensuring personal
privacy and confidentiality at all times
●●●Collaboration
-We endeavor to work together, enabling everyone to do their best
-We are committed to spending as long as is needed to communicate effectively
-We are committed to ensuring that people know what they do is important and appreciated
●●●Continual Improvement
-We are committed to continual education and reflection

CODE OF CONDUCT RESPONSIBILITIES
-The Code of Conduct reflects Sustainable Play Preschool’s, Vision, Mission, Philosophy, and
Company Principles. We take compliance with the Code of Conduct very seriously. Employee
behaviours which conflict with the Code of Conduct may result in disciplinary action, including
termination of employment.
-Every employee has the responsibility to immediately report any suspected or actual breaches of
the Code.
-Report any breaches to the Preschool Director, or if the behaviour involves the Preschool Director,
report it to the Approved Provider.
-Incidents of actual or alleged child harm should immediately be reported using the Mandatory
Reporters Guide.
These and other very serious matters, such as activities that are illegal, fraudulent or risk significant
financial or reputational loss for Sustainable Play Preschool, may be reported to the Preschool Director, or
if the behaviour involves the Preschool Director, report it to the Approved Provider.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
National Quality Standard 1,2,3,4,5,6, and 7

Review
Date Published – 05/08/2020
Revision Date Due – 02/05/2022

NQS1 Educational Program and Practice
PURPOSE
To ensure that the educational program (curriculum) and educator practice (pedagogy) at Sustainable Play Preschool
is play-based and child-centred to enhance each child's learning, development and well-being outcomes. Sustainable
Play Preschool aims to ensure all curriculum decisions are made to maximise learning opportunities, individual
knowledge, strengths, ideas, culture, abilities and interests which provides lifelong benefits for children and the
broader community.

POLICY
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Sustainable Play Preschool’s curriculum and pedagogy is underpinned by the Early Years Learning Framework with
influence from theoretical perspectives, evidence-informed teaching practices and Sustainable Play Preschool’s
service philosophy.
Sustainable Play Preschool educators recognise the importance of relationships and connection and utilise
opportunities for small group interactions to assist in developing stronger, reciprocal relationships with all children.
Children are viewed as capable and independent learners who are encouraged and supported to be decision makers
in the service operations. Children’s input and educator teaching strategies are used to influence and deliver the
educational curriculum which extends and assesses children’s learning, development and well-being outcomes, as
well as assisting children to be active participants within their learning environment.
Sustainable Play Preschool values and respects Aboriginal and Torres Strait Islander people and culture and
acknowledges them as the traditional custodians of this land. Our service endeavours to supports the inclusion and
participation of children and families from all cultural and socio-economic backgrounds.

STANDARDS, LAWS AND REGULATIONS
This Sustainable Play Preschool policy related sub-policies relates to the National Quality Standard’s Quality Area 1:
Educational program and practice.
QA1
1.1
1.1.1

1.1.2
1.1.3
1.2
1.2.1
1.2.2

1.2.3
1.3
1.3.1

1.3.2
1.3.3

Educational Program and Practice
Program
The educational program enhances each child’s learning and development.
Approved
Curriculum decision-making contributes to each child’s learning and development
learning
outcomes in relation to their identity, connection with community, wellbeing,
framework
confidence as learners and effectiveness as communicators.
Child-centered
Each child’s current knowledge, strengths, ideas, culture, abilities and interests are
the foundation of the program.
Program learning All aspects of the program, including routines, are organised in ways that maximise
opportunities
opportunities for each child’s learning.
Practice
Educators facilitate and extend each child’s learning and development.
Intentional
Educators are deliberate, purposeful, and thoughtful in their decisions and actions.
teaching
Responsive
Educators respond to children’s ideas and play and extend children’s learning through
teaching and
open-ended questions, interactions and feedback.
scaffolding
Child directed
Each child's agency is promoted, enabling them to make choices and decisions that
learning
influence events and their world.
Assessment and
Educators and coordinators take a planned and reflective approach to implementing
planning
the program for each child.
Assessment and
Each child’s learning and development is assessed or evaluated as part of an ongoing
planning cycle
cycle of observation, analysing learning, documentation, planning, implementation
and reflection.
Critical reflection Critical reflection on children’s learning and development, both as individuals and in
groups, drives program planning and implementation.
Information for
Families are informed about the program and their child's progress.
families

This Sustainable Play Preschool policy, related sub-policies and educator expectations relates to the following
sections of the Education and Care Services National Law and Regulations:
●●●section 51(1)(b)

Conditions on service approval (educational and developmental needs of children)

●●●section 168

Offence relating to required programs

●●●section 323

Approved learning framework
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●●●regulation 73

Educational programs

●●●regulation 74

Documenting of child assessments or evaluations for delivery of educational program

●●●regulation 75

Information about educational program to be kept available

●●●regulation 76

Information about educational program to be given to parents

●●●regulation 111

Administrative space

●●●regulation 111

Educational leader

●●●regulation 155

Interactions with children

●●●regulation 156

Relationships in groups

●●●regulation 177(1)(a)
Prescribed enrolment and other documents to be kept by approved provider – the
documentation of child assessments or evaluations for delivery of the educational program
●●●regulation 178(1)(a)
Prescribed enrolment and other documents to be kept by family day care educator –
the documentation of child assessments or evaluations for delivery of the educational program
●●●regulation 254

Declared approved learning frameworks

Related Policies
• Supporting Participation and Inclusion
• Educational Planning and Documentation

Review
Date Published – 29/08/2019
Revision Date Due – 07/03/2022

●●● Supporting Participation and Inclusion
PURPOSE
To ensure that the educational program and practice of Sustainable Play Preschool Educators are child centered,
stimulating and maximises opportunities for each child’s inclusion and participation in learning.
To recognise and support a quality program that builds on every child’s individual knowledge, strengths, ideas,
culture, abilities, and interests that is likely to have long term benefits for children and for the broader society.

POLICY
Sustainable Play Preschool will ensure that the programs delivered to all children in care are based on the approved
learning frameworks. These frameworks will be used to guide promotion of children’s learning and development, the
pedagogical practices of Educators and guide a reflective approach to assessment and planning for each child.
Programming is to focus on a play based learning and planning approach and provide opportunities for children to
gain competence in all areas of their development.
Educators will establish and maintain reciprocal relationships with children and their families to keep knowledge of
every child up to date and to inform the type of support each child may require.
At Sustainable Play Preschool we aim to ensure all adults and children are treated equitably and with respect,
regardless of their background, ethnicity, culture, language, beliefs, gender, age, socioeconomic status, level of
ability, additional needs, family structure or lifestyle. We promote inclusive practices and ensure the successful
participation of all children at Preschool.

PROCEDURE
1.0

Relationships and family input
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1.1

Educators will maintain open lines of communication with children and their families

1.2

Parents/caregivers will be provided ample opportunities to provide feedback/input which
will be used to support their child’s participation in our quality educational program

1.3

Children will be encouraged to lead their own learning with encouragement from
educators for each child to express their ideas.

2.0

Educator Practice
2.1

Educators will utilise child and family input to guide their planning and environment set up
to maximise opportunities for supporting every child’s participation.

2.2

Provide children with acknowledgement and encouragement for their efforts.

3.0

Additional Needs and Inclusion
3.1

Sustainable Play Preschool and their Educators will endeavor to provide additional support
to children in need to support their participation in the educational program

3.2

Collaboration with external agencies to support inclusion when requires e.g. Ku Inclusion
Support Agency

3.3

Sustainable Play Preschool and its educators will be guided by the Early Childhood
Australia’s Statement on the inclusion of every child in early childhood education and care
and Position statement on the inclusion of children with a disability in early childhood
education and care when developing education curriculums for children.
Educators will also be guided by Sustainable Play Preschools own inclusion library
collection

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.

Related Documents
Regulations 73 Educational program
74 Documenting of child assessments or evaluations for delivery of educational program
76 Information about educational program to be given to parents
National Quality Standard 1 – Educational Program and Practice

Review
Date Published – 01/07/2020
Revision Date Due – 22/07/2022

●●● Educational Planning and Documentation
POLICY
Sustainable Play Preschool Educators will develop a play based educational curriculum, guided by an approved
learning framework, The Early Years Learning Framework (EYLF). The curriculum will involve all children, be planned,
documented and evaluated to meet the individual needs of each child and the standards in the National Quality
Standards

PROCEDURE
1.0

Educator Responsibilities
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1.1

Educators should be familiar with and use the following documents when developing, delivering,
assessing, and documenting the Educational Curriculum
a) The National Quality Standards
b) The Early Years Learning Framework (EYLF)
c) The Education and Care Services National Law

1.2

An ongoing cycle of planning, documenting, and evaluating each child’s learning underpins the
educational curriculum
Planning involves observing, gathering and interpreting information about children to inform the
preparation of environments and experiences that engage them and are meaningful to them

1.3

Educators must consider the following when planning the educational curriculum:
a) Their knowledge of the child gained from observation, information from parents and conversations
with children
b) The child’s culture and background
c) The child’s current interests and abilities
d) The physical environment
e) Evaluations of previous activities and curriculums

1.4

Written plans, records of child assessment and evaluations underpin practice and enhances the
accountability and professionalism of the service. This is inclusive of assessments of a child’s progress
against the learning outcomes of the educational program (EYLF)

1.5

Active participation in critical reflections both individually and collaboratively, educators evaluate how
and why; resources are offered, environments are set up and daily routines run.
Reflections support educators to evaluate their practice and think overall about what is working well
and what could use improvement.

1.6

When preparing documentation for children, the period of time each child attends preschool needs to
be considered.

1.7

Information about the educational curriculum being delivered must be accessible and current for
families to view and provide input.

2.0

Sustainable Play Preschool, Preschool Director and Educational Leader Responsibilities

2.1

The Preschool Director and Educational Leader will provide training and support on the
implementation of the Educational Curriculum during induction. Ongoing mentoring and guidance will
be provided throughout employment.

2.2

Access to resources and documents for developing the curriculum will be provided to all educators.

2.3

Curriculum formats, access to, and training in programs such as Xplor will be given to employees.

2.4

Ongoing monitoring of the educational curriculum ensures the regulatory requirements, educational
outcomes and standards are being met.

3.0
3.1

Accessibility
Sustainable Play Preschool uses a digital platform for planning and documentation, alternative options
will be provided for families who require it, to ensure the curriculum is accessible.
e.g. USB portfolio, printed portfolio, translated portfolio.

RESPONSIBILITIES
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This requirement is to be implemented by: All Sustainable Play Preschool staff.

Related Documents
Regulations 73 Educational program
74 Documenting of child assessments or evaluations for delivery of educational program
76 Information about educational program to be given to parents
National Quality Standard 1 – Educational Program and Practice

Review
Date Published – 08/07/2020
Revision Date Due – 23/05/2022

NQS2 Children’s Health and Safety
PURPOSE
To acknowledge that children’s health, comfort and wellbeing strongly impact on their learning, confidence and selfgrowth. That they have a right to safety and protection from harm and that they are provided with adequate
supervision and the effective management of incidents and emergencies to ensure their safety is paramount. To
have in place procedures for reporting to the Education and Care Regulatory Authority any circumstance or incident
that has or reasonably may be expected to affect the health and safety of any enrolled child.

POLICY
All educators at Sustainable Play Preschool will endeavour to meet each child's health and safety needs.
This is inclusive of but not limited to individual health and comfort requirements, effective hygiene practices will be
implemented to ensure the spread of infectious diseases is controlled. Educators will take precautionary action to
prevent and manage injuries and illness and trauma while in attendance at Sustainable play
All Sustainable Play employees will promote the importance of healthy eating and physical activity by ensuring
children’s nutritional and physical health needs are met and that opportunity for learning about healthy lifestyles
underpins everyday routines and experiences.
Sustainable Play believes that all children have the right to experience quality education and care in an environment
that provides for their protection through adequate supervision, safe experiences and environments, and emergency
preparedness. Sustainable Play Preschool Management is committed to ensuring that staff understand their legal
and ethical obligation to act to protect any child who is at risk of abuse or neglect.
The behaviour you ignore is the behaviour you accept, we have a responsibility to keep children safe, therefore any
form of child harm will not be accepted.

STANDARDS, LAWS AND REGULATIONS
This Sustainable Play Preschool policy related sub-policies relates to the National Quality Standard’s Quality Area 2:
Health and Safety
QA2
2.1
2.1.1
2.1.2
2.1.3
2.2
2.2.1

Children’s health and safety
Health
Health Each child’s health and physical activity is supported and promoted.
Wellbeing and
Each child’s wellbeing and comfort is provided for, including appropriate
comfort
opportunities to meet each child’s need for sleep, rest and relaxation.
Health practices
Effective illness and injury management and hygiene practices are promoted and
and procedures
implemented.
Healthy lifestyle
Healthy eating and physical activity are promoted and appropriate for each child.
Safety
Safety Each child is protected
Supervision
At all times, reasonable precautions and adequate supervision ensure children are
protected from harm and hazard.
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2.2.2

2.2.3

Incident and
emergency
management
Child protection

Plans to effectively manage incidents and emergencies are developed in consultation
with relevant authorities, practiced and implemented.
Management, educators and staff are aware of their roles and responsibilities to
identify and respond to every child at risk of abuse or neglect.

This Sustainable Play Preschool policy related sub-policies relates to the following sections of the Education and Care
Services National Law and Regulations:
●●●section 51(1)(a)

Conditions on service approval (safety, health and wellbeing of children)

●●●section 162A

Persons in day-to-day charge and nominated supervisors to have child protection training

●●●section 165

Offence to inadequately supervise children

●●●section 166

Offence to use inappropriate discipline

●●●section 167

Offence relating to protection of children from harm and hazards

●●●section 169

Offence relating to staffing arrangements

●●●section 170

Offence relating to unauthorised persons on education and care service premises

●●●section 171
premises

Offence relating to direction to exclude inappropriate persons from education and care

●●●section 189

Emergency removal of children

●●●regulation 77

Health, hygiene and safe food practices

●●●regulation 78

Food and beverages

●●●regulation 79

Service providing food and beverages

●●●regulation 80

Weekly menu

●●●regulation 81

Sleep and rest

●●●regulation 82

Tobacco, drug and alcohol free environment

●●●regulation 83

Staff members and family day care educators not to be affected by alcohol or drugs

●●●regulation 84

Awareness of child protection law

●●●regulation 85

Incident, injury, trauma and illness policies and procedures

●●●regulation 86

Notification to parents of incident, injury, trauma and illness

●●●regulation 87

Incident, injury, trauma and illness record

●●●regulation 88

Infectious diseases

●●●regulation 89

First Aid Kits

●●●regulation 90

Medical conditions policy

●●●regulation 91

Medical conditions policy to be provided to parents

●●●regulation 92

Medication record

●●●regulation 93

Administration of medication

●●●regulation 94

Exception to authorisation requirement – anaphylaxis or asthma emergency
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●●●regulation 95

Procedure for administration of medication

●●●regulation 96

Self-administration of medication

●●●regulation 97

Emergency and evacuation procedures

●●●regulation 98

Telephone or other communication equipment

●●●regulation 99

Children leaving the education and care service premises

●●●regulation 100

Risk assessment must be conducted before excursion

●●●regulation 101

Conduct of risk assessment for excursion

●●●regulation 102

Authorisation for excursions

●●●regulation 136

First aid qualifications

●●●regulation 161

Authorisations to be kept in enrolment record

●●●regulation 162

Health information to be kept in enrolment record

●●●regulation 166

Children not to be alone with visitors

●●●regulation 168

Education and care service must have policies and procedures

●●●regulation 168(2)(a)(v)
and rest for children

Education and care service must have policies and procedures in relation to sleep

●●●regulation 177
Prescribed enrolment and other documents to be kept by approved provider: (1)(b) an
incident, injury, trauma and illness record as set out in regulation 87 (1)(c) a medication record as set out in
regulation 92
●●●regulation 178
Prescribed enrolment and other documents to be kept by family day care educator: (1)(b) an
incident, injury, trauma and illness record as set out in regulation 87 (1)(c) a medication record as set out in
regulation 92

Related Policies
• Administering Medication to Children
• Medical Conditions Management (including
allergies, Anaphylaxis, Asthma, Diabetes and
Epilepsy)
• Child Protection
• Child Safe Environment
• Excursions
• Food, Nutrition, Beverage and Dietary
Requirements
• Incident Management
• Infection Control

• SunSmart, Sun protection, UV Protection and
Heat stress Policy
•Visitors to the Centre
• Water Safety
• Safe Sleep and Rest Practices
• Arrival's and Collection of Children
• First Aid
• Emergency, Evacuation and Lock Down
• Supervision
• Tobacco, drug and alcohol-free environment

Review
Date Published – 19/08/2019
Revision Date Due – 14/03/2022

●●● Administering Medication to Children
POLICY
Sustainable Play Preschool has policies and procedures in place which informs educators of appropriate practice
when dealing with medical conditions and illnesses in children which require administration of medication.

PROCEDURE
1.0

Administering Medication
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1.1

A Medication Administration Form must be completed by the parent prior to any medication being
administered

1.2

Due to the possibility of side effects, the first dose of any medication should be administered by the
parent at least 2 hours prior to child arrival.

1.3

Medication is only to be administrated by a permanent educator who holds a first aid certificate;
• staff will ensure the medication is administered at the right time and in the right amount at the
prescribed intervals.
• All medication will be checked by two staff members before it is administered to ensure the
correct child is being given the medication.
• The medication record form should be signed by the staff member who administered the
medication and the staff member who cross checked that the correct medication and dose was
given to the correct person at the designated time.

1.4

Prescribed medication can only be given if
a) if the medication has been prescribed by a registered medical practitioner, from its original
container, bearing the original label with the name of the child to whom the medication is to
be administered, and before the expiry or use by date; or
b) from its original container, bearing the original label and instructions and before the expiry or
use by date; and
the medication must be administered in accordance with any instructions—
a) attached to the medication; or
b) any written or verbal instructions provided by a registered medical practitioner; and

1.6

In an emergency situation, verbal, text or email authorisation can be given by a parent or person
listed on the enrolment form.
If an Authorised Person cannot be contacted the Preschool Director should seek advice from a
registered medical practitioner or an emergency service.

1.7

Medication can be administered to a child without authorisation in the case of an anaphylaxis or
asthma emergency. Emergency services will be contacted immediately. The parent of the child and
emergency services must be notified as soon as practicable.

1.8

Any medication administered must be recorded on a Medication Administration and signed by the
parent

1.9

Only one type of oral medicine will be given on any single day unless medicines are accompanied by
instructions from a medical professional.

2.0

Medical Management Plans, including Asthma, Anaphylaxis, Diabetes Plans
2.1

Parents of children being enrolled are required to provide the service with a completed Medical
Management Plan

2.2

If the child has a diagnosed medical condition, Medical Management, Asthma, Anaphylaxis, Diabetes
Plans need to be completed and signed by the child’s doctor

2.3

Educators are required to follow the steps outlined in the Medical Management Plan which may be
accompanied by other plans e.g. Asthma, Anaphylaxis, Diabetes etc.

2.4

If applicable; a notice should be displayed in a central location, advising that an enrolled child has
been diagnosed as at risk of anaphylaxis
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Non-prescribed medication

3.0
3.1

Non-prescribed medications, such as paracetamol will only be administered to children when
accompanied by a pharmacy dispensing label which indicates the child’s name and dosage
instructions.

3.2

In the case of an unexpected high temperature while in attendance, the preschool’s paracetamol may
be administered to a child, with verbal permission from parent/caregiver to reduce their body
temperature while waiting to be collected.

4.0

Storage of Medication

4.1

Parents/caregivers are required to deliver any medication to a staff member so that it can be stored
securely and at the recommended temperature.
Medication must not be left in a child's bag where it could be accessed.

4.2

Medication is to be collected by parents/caregivers at the end of each day
Asthma puffers, epi pens or antihistamines etc. which are listed on a child action plan, may remain at
the service in the locked cupboard to ensure availability while the child is in attendance

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.

Related Documents
NQS2 Children’s Health and Safety
Medication Administration Form
Illness, Injury, Incident and Trauma Record
Medical Condition Management Policy
Notification and Reporting Policy

Review
Date Published – 08/03/2020
Revision Date Due – 21/02/2022

●●● Medical Conditions Management
(including Allergies, Anaphylaxis, Asthma, Diabetes and Epilepsy)

POLICY
Sustainable Play Preschool has policies and procedures in place to prevent child exposures to situations which
may cause an allergic reaction, and to informs educators of appropriate practice to be followed in the event of an
incident relating to the child’s specific health care need, allergy or relevant medical condition.

PROCEDURE
1.0

Medical Condition Management Plans; Asthma, Anaphylaxis, Diabetes and Epilepsy Plans
1.1

Parents of children being enrolled are required to provide the service with a completed Medical
Management Plan if their child has been diagnosed with an allergy, asthma, diabetes or epilepsy.
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1.2

The relevant Medical Condition Management to each child’s condition is to be completed and
signed by the child’s doctor

1.3

Educators are required to follow the steps outlined in the Medical Condition Management Plans

1.4

All Medical Condition Management Plans are to be kept in a readily accessible area in each room,
staff room and the kitchen.

1.5

If applicable; a notice should be displayed in a central location, advising that an enrolled child has
been diagnosed as at risk of anaphylaxis

2.0

Risk Minimisation
2.1

For every Medical Condition Management Plan, educators are to establish risk minimisation
strategies in consultation with the parents/caregivers and guidance from Australasian Society of
Clinical Immunology and Allergy strategy examples. These are noted on the medical management
plan.

2.2

Review practices and procedures in relation to the safe handling, preparation, consumption and
service of food to ensure suitability for children’s diagnosed health care needs.

2.3

It is recommended that parents/caregivers leave children’s medications which are listed on action
plans at the service to ensure children n ever attend Preschool without their required medication.

2.4

All Medication which remains at the service is checked regularly, to ensure they are still in date.
Parents/caregivers are informed of any medication which is due to expire (Monthly Health and
Safety Check)

2.5

A Sustainable Play Preschool Epi pen and a bottle of antihistamine such as a colour free claratyne
or zytrec syrup (suitable for all ages), will be kept at the service at all times

This is if in the event a child has a one off reaction and is not known to have Asthma or
Anaphylaxis (verbal consent by the parent/caregiver must be given to at least 2 people over the
phone if this is to be administered) until the ambulance arrives.
3.0

Acknowledgment of Medical Condition Management Plan
3.1

All enrolled children with a Medical Condition Management Plan will be listed on the
Acknowledgement list

3.2

All staff including students and volunteers are required to read the Acknowledgment of Medical
Condition Management Plan list and sign to acknowledge awareness of each child’s health care
needs, their treatment recommendations, location of plans and medication

4.0

Changes to Medical Condition Management Plans
4.1

If required, any changes to Medical Condition Management Plans must be completed and signed
by a medical professional.

4.2

Once changes have been made to Medical Condition Management Plans, the Preschool
Director/Responsible Person must update the Acknowledgment of Medical Condition Management
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Plan. These changes need to be communicated with all staff as soon as possible and ensure all staff
members sign the acknowledgement list.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
Regulation - 95 Procedure for administration of medication
National Quality Standard 2- Children’s Health and Safety
Administration of Medication Policy
Medical Condition Management Plan
Acknowledgement of Medical Condition Management Plan
Medical Administration Form

Review
Date Published – 11/03/2019
Revision Date Due – 01/03/2022

●●● Child Protection
POLICY
Sustainable Play Preschool Educators take their responsibility to provide a safe and caring environment for all
children seriously.
In the best interests of the children receiving education and care at the Service, Sustainable Play Preschool Educators
and Staff who work with children must be aware of the current child protection law in New South Wales and
understand their obligations under that law.
We endeavour to ensure the safety of all children and aim to protect each child’s right to be safe from abuse of any
kind.

PROCEDURE
1.0

All Sustainable Play Preschool Educators are required to have completed the child protection courses
approved by the NSW Regulatory Authority (s162A Education and Care Services National Law)
Approved Courses: (one of the following must be completed)
• CHCPRT001 - Identify and respond to children and young people at risk
• CHCPRT002 - Support the rights and safety of children and young people
All educators are required to complete a refresher in Child Protection Training every 3 years for the
qualification to remain valid.

2.0

If allegations of child abuse or neglect against a Sustainable Play Preschool Educator (including
casual’s, students and volunteers) are made.
2.1

Educator/s are required to report the allegation of abuse, neglect or assault, including sexual assault
to the Preschool Director (nominated supervisor)

2.2

If the allegation is made about someone other than a Sustainable Play Preschool Educator, the
Educator/s must not discuss the allegation in any way to alert the person suspected of child abuse
that a concern has been raised;

2.3

Notification must be made as soon as reasonably practicable but less than twenty four (24) hours
after the day on which the incident or allegation was made to ensure that the allegation can be
reported to the Regulatory Authority on time;
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2.4

Where an allegation of physical, sexual, emotional, psychological abuse or neglect is investigated by
Family and Community Services (FACS), Sustainable Play Preschool will be guided in its decisions by
the recommendations of FACS, and take whatever action is deemed appropriate for the safety and
welfare of all the children in care;

2.5

Where a serious incident has occurred, as prescribed under R12 of the National Regulations, the
procedures within the Incident Management Policy, Emergency, Evacuation, Lockdown Policy must be
followed.

3.0

If there is an allegation or suspicion that an enrolled child is suffering abuse by someone outside the
Service.
3.1

The allegation is not to be discussed with the alleged perpetrator or any other person outside the
reporting structure. (See Child Protection Reporting Flowchart at the end of this Policy).

3.2

Whenever a Sustainable Play Preschool Educator receives a disclosure or forms a belief that a child
may be at risk of child abuse or neglect, the educator must input the details in the Child Story Decision
Tree (Mandatory Reporters Guide - MRG) https://reporter.childstory.nsw.gov.au/s/mrg to determine
whether a report to the Child Protection Helpline is needed, and follow the suggested prompts.
The possible MRG final decisions outcomes are:
•
Consult with a Professional/Service
• Immediate Report to Child Protection Helpline
• Report to the Child Protection Helpline
• Refer to Child Wellbeing Unit (CWU)
• Referral
• No action required for this Decision Tree
• Contact your education peak-body association
• Document and continue relationship / monitor
• Inform Local Department of Education
• Inform the school where the child/ young person is enrolled and collaborate
• Consult Education Child Wellbeing Unit (CWU)
If the MRG final decision is "Immediate Report to Child Protection Helpline", “Report to the Child
Protection Helpline” or "Refer to Child Wellbeing Unit (CWU)", you will have the option of creating
an eReport. An eReport cannot be generated if the MRG final decision is anything other than the
three above.
If the report is regarding a life threatening or emergency situation, Educator will call 000
immediately.
The Preschool Director (nominated supervisor) will ensure that the reporting procedures are carried
out and will provide appropriate feedback to the person who raised the concern that action has been
taken.

3.3

Sustainable Play Preschool Educators will document the disclosure, observation and concerns
accurately and objectively, using Sustainable Play Preschool’s ‘Risk of Significant Harm Record’ which
will be kept in line with our Confidentiality, Privacy and Digital Information Security Policy. The
Educator will not discuss or take visual images of the child in question or investigate the suspicion
themselves.

3.4

Informal discussion of any concerns should always occur with the FACS Child Protection Helpline, as
family or other reports may have been received by FACS and the current concerns need to be
documented to add to their evidence.

3.5

Confidentiality will be maintained at all times.

RESPONSIBILITIES
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This requirement is to be implemented by: All Sustainable Play Preschool Staff.

CHILD PROTECTION REPORTING FLOWCHART

Report all disclosures to the Preschool
Director as soon as possible.

Do not discuss allegation with ANYONE other
than the Preschool Director.
The Preschool Director is responsible for follow
up instructions.
Responsibility: Educator suspecting, witnessing
or receiving the disclosure.

If the MRG final decision is "Immediate Report
to Child Protection Helpline", “Report to the
Child Protection Helpline” or "Refer to Child
Wellbeing Unit (CWU)".
You will have the option of creating an eReport.
Absolute confidentiality must be maintained
within the reporting process.
Responsibility: Educator suspecting,
witnessing or receiving the disclosure.

Storage of Report and ‘Risk of Significant
Harm Record’ which will be kept in line with
our Privacy, Security and Confidentiality of
Records Policy.
Documentation should be kept in line with our
Privacy, Security and Confidentiality of Records
Policy
Responsibility: Preschool Director
Related Policies and Documents
National Quality Standards – QA2 Children’s Health and Safety
Regulation - 84 Awareness of child protection law
Supervision Policy
Incident Management Policy
Confidentiality and Privacy Policy
Risk of Significant Harm Record
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Record all information and/or disclosures
regarding the quality of care for the child as
objectively as possible.
Use the words that were said in the disclosure
or as close as possible.
Record information using Sustainable Play
Preschool’s ‘Risk of Significant Harm Record’
Responsibility: Preschool Director / Educator

Decide if there are indicators to suspect that
a child is at risk of abuse (physical,
emotional, psychological, sexual abuse or
neglect).

If unclear, input information into Child Story
Decision Tree (Mandaory Reporters Guide MRG) to determine whether a report to the
Child Protection Helpline is needed
Responsibility: Educator suspecting, witnessing
or receiving the disclosure.

The NSW Government, Family and
Community Services (FACS)
is responsible for informing any
other parties as is appropriate for
their involvement with the child,
and will decide the outcome of the
notification as requiring further
action or not.

●●● Child Safe Environment
POLICY
Sustainable Play Preschool is committed to ensuring all children and educators are safe and protected, we endeavour to
prevent accidents and identify hazards that may cause harm to any persons within the service.
Educators strive to build warm, trusting and reciprocal relationships with children and families, by doing this we
aim to create a safe and predictable learning environment for everyone involved.
Sustainable Play Preschool provides information, checklists, guidelines and support to ensure that every reasonable
precaution is taken to protect children from harm and from any hazard likely to cause injury. This is inclusive of but
not limited to;
Educators completing and signing off the following Safety Checks on a regular basis:
• Daily Opening Checklist
• Daily Outdoor Safety Checklist
• Daily Closing Checklist
• Preschool Director will complete a “Medication and Dangerous Substance Audit” on a biannually basis as well as
Preschool Director and Educators monitoring on a daily basis.
• Centre Cook is to complete a “Kitchen Audit” on a biannually basis as well as monitor on a daily basis.
• Preschool Director will complete a “Compliance Audit” on an annual basis as well as Preschool Director and
Educators monitoring on a daily basis.
• Maintenance Schedule will be in place and all educators responsible for adding any required maintenance as risks,
damages or repairs occur.

PROCEDURE
1.0

Indoor and Outdoor Space and fencing

1.1

Educators will check all environments and complete safety checks on each area and all equipment prior
to engaging in an area to ensure safety.

1.2

Indoor spaces have open windows to ensure cross ventilation, have adequate natural light and a
comfortable temperature is maintained to ensure the safety and wellbeing of children and educators.

1.3

There is an operating telephone or other means of communication, to communicate and receive calls
(this includes for excursions).

1.4

The service has access to laundry facilities and procedures for dealing with soiled clothing and linen,
including hygienic facilities for storage prior to their disposal or laundering.

1.5

Any outdoor space used by children must be enclosed by a fence or barrier that is of such height and
design that, children of pre-school age and under, cannot go through, over or under it.

2.0

Hazard and Risk Management

2.1

Ensure Medication and chemicals are stored securely at all times)

2.2

All areas are checked for risks and hazards likely to cause injury, when hazards are identified Educators
are required to take immediate risk control action.
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a) Elimination – the hazardous substance will be eliminated wherever practical
b) Substitution – the hazard will be substituted with a less hazardous substance or the same
substance used in a less hazardous process.
c) Isolation – relocate, remove or restrict/block access to the hazard.
d) Administration – create a warning sign, a procedure, training, supervision or provide further
instruction to prevent future hazard.
e) Personal Protective Equipment (PPE) – wear PPE to protect self from hazard.
2.3

3.0

The service complies with the Sun Safety and Heat Stress Requirement at all times to ensure all children
and staff are protected against the harmful effects of the sun’s heat and UVR.
Children’s Learning and Development, including Furniture, Materials, Resources and Toys

3.1

Age appropriate learning experiences / resources are provided for children to ensure their safety and
wellbeing.

3.2

In accordance with the Sleep, Rest and Relaxation Requirement reasonable steps are taken to ensure
that a child's need for sleep and rest are met, having regard to each child’s age and development.

3.3

Consideration is given to how children are grouped.

3.4

Each child must have access to sufficient furniture, materials and developmentally appropriate
equipment.
All products and equipment purchased meet Australian Standards.

3.5
4.0

Cleaning and Maintenance

4.1

Equipment is kept in a safe, clean and quality condition and maintained in accordance with the General
Maintenance Schedule.

4.2

Mix and keep all cleaning products in accordance to the manufacturer’s instructions.

4.3

Complete all tasks listed on the cleaning check and maintenance schedule as required.

5.0
5.1
5.2

6.0

Food Preparation and Storage
Safe practices are used for handling, preparing and storing food in accordance with the Food Safety
Standards
Staff prepare and consume their own hot food and drinks away from children. (Healthy snacks and
water accepted in classrooms) Staff or a classroom storeroom.
Staffing Arrangements

6.1

Two staff must be on premises at all times.

6.2

In accordance with the Supervision Requirement, all children and educator to child ratios maintained at
all times.

6.3

Educators, staff and volunteers must not consume alcohol or be affected by alcohol or drugs (including
prescription medications) that may impair their capacity to provide education and care.
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6.4

Closing staff must not leave the centre before the nominated closing time.

6.5

Two staff must remain at the centre with a child who is collected after the nominated closing time.

6.6

Beginning and end of day duties such as cleaning, preparing early learning environments and securing
the premises must not compromise the adequate supervision of children.

6.7

Educators must ensure all children are signed in and out of the attendance record and if not staff must
enter the time of arrival/departure for the parent to acknowledge on their next attendance at the service

7.0

Incidents and Emergencies

7.1

The service has appropriate lock down and emergency evacuation procedures which all staff are familiar
with.

7.2

An appropriate number of first aid kits are provided that are easily recognisable and readily accessible to
adults.

7.3

A minimum of (1) person with a current First Aid and CPR qualification will be in attendance at all
times.
Relevant incident management procedures must be followed if a child is injured, becomes ill or suffers a
trauma. The parent or emergency contact must be notified as soon as possible.

7.4

7.5

8.0

All staff who work with children are aware of the current child protection law in the services
jurisdiction and understand their obligations under that law.
Excursions

8.1

A SAFER risk assessment is completed for all excursions.

8.2

The Water Safety policy is followed for all excursions to swimming pools or near water.

9.0

Health and Hygiene

9.1

Adequate health and hygiene and infection control practices are implemented at all times.

9.2

Unwell children and Infection control procedures are followed to ensure reasonable steps are taken to
prevent the spread of infectious diseases and ensure that the parent or emergency contact of each child
enrolled at the service is notified of the occurrence of an infectious disease as soon as possible.

9.3

The Children's Health and Safety Policy and associated procedures set out practices for dealing with the
management of medical conditions, specific health care needs and allergies. All staff and volunteers are
informed about the practices that must be followed.

9.4

Adequate, developmentally and age-appropriate toilet, washing and drying facilities are available for use
by children being educated and cared for by the service.

9.5

Medication (including prescription, over the counter and homeopathic medications) must not be
administered to a child without authorisation by the parent or a person with authority to consent to
medication administration for the child.

10
Visitors
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10.1

In accordance with the Visitors to the Centre Procedure, the identification of visitors must be verified,
and access only provided with appropriate authority.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
regulation 103 Premises, furniture and equipment to be
safe, clean and in good repair
104 Fencing and security
105 Furniture, materials and equipment
National Quality Standard 2- Children’s Health and Safety
Policies and procedures;
Excursions
Incident Management
Infectious Disease Control and Unwell Children
Sun Safety and Heat Stress
Visitors to the Centre
Water Safety
Safe Sleep and Rest Practices
Arrival's and Collection of Children
Children's Health
First Aid
Emergency, Evacuation and Lock Down
Supervision

Equipment and Safe Building - Maintenance
Staff Rostering
Child Protection
Students and Volunteers
Notification and reporting
Lock Up Checklist
Playground Checklist
opening check list
Closing checklist
Cleaning Check list
Annual compliance audit
Biannual kitchen audit
Biannual “Medication and Dangerous Substance Audit”
Maintenance Schedule

Review
Date Published – 23/10/2019
Revision Date Due – 10/01/2022

●●● Excursions
POLICY
Sustainable Play Preschool children engage in regular outings and excursions which provide an opportunity for children
to discover and observe the world. Real life situations can extend and enhance the learning opportunities of young
children. Ongoing, regular engagement in Bush Kindy enables children to explore their natural world, be free, creative
and autonomous which supports them to become naturally healthy, motivated and confident learners.
Upon enrollment families are informed about the regular and ongoing excursions our preschool participates in,
permission will be sourced and reviewed annually. Any irregular excursion’s will be planned, supported by risk
assessments and permission will be sourced from families to enable child participation.

PROCEDURE
1.0

Planning and Risk Assessment
1.1

When planning an excursion, an excursion plan must be created and accompanied by a completed risk
assessment prior to seeking parental/caregiver authorisation, allowing their child to participate in an
excursion.
Each Risk Assessment will include;
- the proposed route and destination for the excursion; and
- any water hazards; and
- any risks associated with water-based activities; and
- the transport to and from the proposed destination for the excursion; and
- the number of adults and children involved in the excursion; and
- given the risks posed by the excursion, the number of educators or other responsible adults that
is appropriate to provide supervision and whether any adults with specialised skills are required;
(a specialised skills could include an Aquatic Rescue certificate.) and
- the proposed activities; and
- the proposed duration of the excursion; and
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1.2
2.0

the items that should be taken on the excursion

Regular outings, e.g. Bush Kindy risk assessments will be reviewed every 12 months
Permission

2.1

Permissions forms will be created and must include the following information
- the child’s name; and
- the reason the child is to be taken outside the premises; and
- the date the child is to be taken on the excursion (unless the authorisation is for a regular outing);
and
- a description of the proposed destination for the excursion; and
- the method of transport to be used for the excursion; and
- the proposed activities to be undertaken by the child during the excursion; and
- the period the child will be away from the premises; and
- the anticipated number of children likely to be attending the excursion; and
- the anticipated ratio of educators attending the excursion to the anticipated number of children
attending the excursion; and
- the anticipated number of staff members and any other adults who will accompany and
supervise the children on the excursion; and
- that a risk assessment has been prepared and is available at the service.

2.2

If permission is not given for a child, educators should consider;
a) making alternative arrangements for the child to remain at preschool for the duration of the
excursion.
b) offer parents/caregivers with the opportunity to attend the excursion with the children.
c) follow through with compromise which has been negotiated with the parent/caregiver.

2.3

Regular outings, e.g. Bush Kindy permission will be sourced every 12 months

3.0

Extra Considerations for a Water Activity Excursion
3.1

Enrolled children who participate in an excursion for a water activity they must be supervised under
the ratio of one Educator or adult volunteer to two enrolled children. (A water activity excursion
includes swimming or taking the children to a beach or pool dressed in their swimmers).

During excursions all volunteers are to be 18 years or older.
3.2

4.0

To ensure child safety during water activity excursions, at least one of the persons supervising enrolled
children engaged in a water activity on an excursion must have a current Aquatic Rescue and CPR
certificate or equivalent.
Records

4.1

All Risk Assessments for excursions, including regular outings and permission forms must be kept for a
period of three years.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
102 Authorisation for excursions
National Quality Standard 2- Children’s Health and Safety
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Forms;
Risk Assessment
Excursion Permission From

Review
Date Published – 27/11/2019
Revision Date Due – 31/01/2022

Policies and procedures;
Students and Volunteers
Supervision
Water Safety

●●● Food and Nutrition
POLICY
Sustainable Play Preschool service and Educators caring for children within the service will promote child health
through the provision of food and beverages that meet the Australian Guide to Healthy Eating.
We provide a plant-based menu that implements children’s individual requirements and culture, while meeting the
service’s mission, vision and guiding principles.
Children will be served milk and water at each mealtime, with water only being provided a lunch time easily accessible
to children throughout the day.
Food will be provided in aesthetically pleasing ways and is never to be used as a form of punishment either by its
provision or denial. If children have not eaten their main meals, they will be provided with an alternative option.
The service offers a four week rotating, seasonal menu that has been created in consultation with a dietician and
considerations given to every child’s dietary and allergy requirements.
Food awareness is an integral part of our curriculum and children where children participate in, gardening, caring for
plants, harvesting and food preparation.
Sustainable Play Preschool’s Food Safety Program will always be effectively implemented

PROCEDURE
1.0

2.0

Risk Minimisation
1.1

All employees hold, at minimum a recognised and accredited food handing certificate.

1.2

All employees maintain health and hygiene practices in line with Staying Healthy in Childcare (5th
Ed.) – food safety and foodstandards.gov.au

1.3

A Medical Management Plan is completed for any child with a known food allergy or dietary
requirement and on display in the Kitchen and Classrooms.

1.4

The following checks will be completed daily by the preschool cook to ensure foods are stored and
served appropriately, in a clean environment (foodstandards.gov.au)
• Food Temperature Checklist
• Refrigerator/Freezer Temperature Checklist
• Cleaning Checklist

1.5

Individual plates, cups and bowls will be used with an alternative colour provided to clearly
distinguish allergy, dietary, or culturally sensitive meals for children.

1.6

Children will follow appropriate hygiene practices and are encouraged to sit at a dining table to ensure
food remains in one space and can be easily cleaned to prevent contamination of foods for allergy
sensitive children.

1.7

Children are encouraged to self-serve with effective use of serving utensils.

1.8

One educator will remain at the dining table and is encouraged to sit and eat with children to role
model healthy eating practices, supervise and to guide acceptable eating behaviours.
Menu Planning
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2.1

The services menu will be created in consultation with a qualified dietitian and it is a priority that it
meets the Australian Guide to Healthy Eating.

2.2

Collaborate with families to best ensure children’s nutritional needs are met, considering any allergy
requirements, dietary and cultural preferences.

3.0

Effective Communication with Families
3.1

The menu is always readily available at the service

3.2

Communication about children’s daily intake of food and fluids will be documented on a daily routine
record and accessible for families.

4.0

Minimising the transmission of food borne illnesses
4.1

Food will be prepared in a safe and hygienic area with suitable storage of utensils and food

4.2

Cooked and uncooked foods will be stored in separate refrigeration compartments

4.3

Colour coded chopping boards will be used during food preparation, e.g. Fruit and vegetables and
bread boards

4.4

All utensils, cooking items and crockery is to be washed thoroughly in hot soapy water and put
through a complete cycle in the dishwasher after each use

5.0

Food preparation and serving
5.1

Effective handwashing must be completed before and after handling food

5.2

Staff will not prepare food while suffering from any hand infection or from any gastrointestinal illness
until at least one full day following their recovery

5.3

All food will be prepared and served in accordance with the Food Safety Standards for Australia.

5.4

All food preparation, serving and eating surfaces are to be cleaned and sanitised before and after each
meal and at the end of each day.

6.0

Ensure microwave food safety
6.1

food should be reheated to 60 degrees or more and allowed to cool to a temperature safe for the child
to consume.

6.2

Ensure the microwave is cleaned daily or more frequently is food is spattered inside.

7.0

Allergy and Dietary Requirements
7.1

The service will endeavor to be sensitive and responsive to special medical, religious, and cultural diets.
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7.2

It is the parents’ responsibility to inform employees of any foods their child is not able to eat for any
reason by adding the relevant information to the child’s enrolment form and advising on any changes to
this requirement

7.3

The preschool will support children with allergies. Any food restrictions due to allergies must have a
diagnosis and certified letter by a Medical Practitioner.

7.4

All allergy and dietary requirements will be accompanied by a relevant management plan*, establish
by the services in consultation with the family. This is to ensure all steps are taken towards risk
minimisation.
* Relevant Management Plan – Medical management plan, Anaphylaxis management plan, Dietary
requirement plan

7.5

Every allergy and dietary requirement is listed on the preschool’s ‘Allergy, Intolerance and Medical
Condition Register’ which is communication and signed by all employees

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
Regulations – 77 Health, hygiene and safe food practices
78 Food and beverages
79 Service providing food and beverages
80 Weekly menu
National Quality Standard 2- Children’s Health and Safety
Policies and procedures;
Infection Control
Medical Conditions Management (including allergies, Anaphylaxis, Asthma, Diabetes and Epilepsy)
Child Interaction
Enrolment and Orientation
Students and Volunteers
Forms;
Food Temperature Checklist
Refrigerator/Freezer Temperature Checklist
Cleaning Checklist

Review
Date Published – 16/12/2019
Revision Date Due – 07/02/2022

●●● Incident Management
POLICY
Sustainable Play Preschool has policies and procedures in place for the minimisation and management of any incident,
injury, trauma and/or illness that may occur during services operational hours.
The purpose of this policy and procedure is to ensure that all staff, including casuals can effectively respond to, and
manage any incidents, injury, trauma or illness that may occur at the service.
When required these actions will be reported to the Regulatory Authority.

PROCEDURE
1.0

Illnesses and Exclusion
1.1

If a child presents or develops one of the following signs whilst at the service, the parent and/or
caregiver will be contacted to request collection of the child;
a) Ear and/or eye discharge
b) Undiagnosed rash
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c) Body temperature of 37.5 degree Celsius or higher
d) Persistent coughing episodes with difficulty in breathing
e) Open sore with discharge
f) Vomiting and/or 2+ loose bowel episodes.
A child with these symptoms may be infectious and should, when possible be separated from the other
children until they have been collected.
1.2

If parent and/or caregiver cannot be contacted, an emergency contact as listed in the enrolment form,
will be contacted to collect the child.

1.3

Care will be refused if the child arrives at the service with the symptoms listed above - 1.1, unless a
medical clearance letter from a doctor stated that it is safe for the child to attend the service.

1.4

Recommended exclusion period’s as stated in Staying Healthy in Child Care 5 th Edition, will be
implemented for illnesses.
Children who present a body temperature of 37.5 degree Celsius or higher will be excluded until their
temperature has stayed at the ‘normal level’ (36 – 37.5 degrees) for 24 hours without paracetamol or
any other administered agent.

2.0

Notification of Incidents
2.1

As soon as possibly staff are required to notify preschool director or responsible person in charge of
the incident.

2.2

Communication with parents and/or caregivers
a) Educators must complete an Incident, Injury, Trauma and Illness Report form as soon as
practicable, but not later than 24hrs after incident.
b) Educators must ensure the parent and/or caregiver of the child involved in an incident,
injury, trauma or illness is notified as soon as practicable but no later than 24 hours after the
occurrence.
c) Parent and/or caregiver must sign the Incident, Injury, Trauma and Illness Report form as
an acknowledgement that they have been notified of the occurrence. A copy of the form will
be given to the family upon request

2.3

3.0

When applicable the preschool director or responsible person in charge will inform the Regulatory
Authority
Keeping Records of incidents

3.1

3.2

Incidents regarding children
To be kept until the child is aged 25 years
If the record relates to the death of child - until the end of 7 years after the death
In the case of any other record relating to a child enrolled – 3 years

Incidents regarding the approved provider
To be kept until the end of 3 years after the last date on which the approved provider operated
the education and care service
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3.3

Incidents regarding the nominated supervisor or staff member of an education and care service
To be kept the end of 3 years after the last date on which the nominated supervisor or staff
member provided education and care on behalf of the service

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
Regulations - 85 Incident, injury, trauma and illness policies and procedures
86 Notification to parents of incident, injury, trauma and illness
87 Incident, injury, trauma and illness record
NQS2 Children’s Health and Safety
Injury, Incident, Trauma and Illness Record
Notification and Reporting Policy
Staying Healthy in Child Care 5th Edition

Review
Date Published – 1/1/2020
Revision Date Due – 14/02/2022

●●● Infection Control and Infections Disease
POLICY
Sustainable Play Preschool ensures that the service has policies and procedures in place in relation to health and safety
including matters relating to dealing with infectious diseases, including procedures complying with Children’s Services
Regulations. These procedures ensure children attending the service will be protected as much as possible from
contracting an infectious disease and/or the spreading of infectious diseases within the community.
Staying in Childcare 5th Edition, will be used effectively to inform procedures and guide educators.

PROCEDURE
1.0

Handwashing
1.1

2.0

Effective hygiene practices are always maintained;
Handwashing will occur for children
When starting the day at the service (parents can help)
Before and after eating or handling food Eating or handling food
After touching nose secretions
After using the toilet
After having their nappy changed
Before coming in from outside play
Before going home
Handwashing will occur for educators
When arriving at the service
Before and after eating or handling food – even when wearing gloves
Before and after changing a nappy
Before and after giving medication
After cleaning any surface
After applying sunscreen or other lotions to one or more children
Before and after helping children use the toilet
When coming in from outside play
After wiping a child’s or your own nose
After handling garbage
After cleaning up faeces, vomit or blood
Before going home
Exclusion of person’s presenting an infectious disease or illness (child or staff member)
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2.1

Identify if the symptom or medical condition is a suspected communicable disease and determine the
exclusion period according to the communicable disease’s guidelines in Staying Healthy in Childcare 5th
Edition

2.2

If it is a child who is ill, contact the child’s parents/caregivers or authorised emergency contacts as soon
as practicable.

2.3

If unsure about the persons medical condition, request the cperson see their GP to receive a diagnosis or
medical clearance letter.

2.4

Advise all parents/caregivers and staff at the service of the occurrence of an infectious disease. Display
notice of the disease in the parent information area.

2.5

Unwell persons will be excluded in accordance with Staying Healthy in Childcare 5th Edition
recommendations or until a medical clearance letter is provided to the Preschool Director

3.0

Immunisation
3.1

A copy of each child’s immunisation history, from MyGov is provided upon enrolment.

3.2

Advise the parent with a child who has not been immunised that their child may be excluded from the
service until their immunisations are up to date.

3.3

Families of unimmunised children will not be eligible for the Government Child Care Subsidy (CCS)

4.0

Cleaning
4.1

All toys and equipment used by children must be kept clean and in good condition at all times.

4.2

Clean all areas and equipment used by children with detergent and warm water, then rinse and allow to
air dry

4.3

Clean all surfaces with neutral cleaner before all meals and after every use.

4.5

All furniture, fittings and floors used in providing the education and care service must be safe, clean and
in good repair.

4.6

When an infectious disease has been confirmed at the service, all areas, toys and equipment will be
cleaned thoroughly to prevent the spread of infection.

4.7

If or when an outbreak occurs, the service will receive a deep clean.

5.0

Dealing with spills of bodily fluids
5.1

6.0

Dealing with spills or contact with blood, bodily fluids, sharps or needle stick injuries
6.1

Educators and Staff will:
a) Ensure use of hygiene and infection control precautions are implemented by all people in contact
with children as well as encouraging children to follow effective hygiene procedures.
b) Wash hands and skin with soapy water after any contact with blood, faeces, urine, vomit or any
other body fluids.
c) Wear glove to clean up spilt blood, faeces, urine, vomit or other body fluids with neutral detergent
and water, and regularly wash floors, bathrooms, mats, play equipment and toys.
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d) Ensure all cuts, abrasions, or open skin on their hands is covered with a water resistant occlusive
dressing, which should be changed each time it is soiled or wet.
e) Bag children’s soiled clothes, towels and bed sheets, before storing them out of children’s reach.
These will be sent home daily for families to clean.
f) Clean soiled centre towels and sheets in a separate washing load.
g) Use gloves when applying first aid to bleeding wounds
6.2

For needle stick or sharps injuries involving exposure to blood or body fluids:
a) Wash the area gently with soap and running tap water as soon as possible.
b) Apply an antiseptic and a clean dressing.
c) Obtain prompt medical advice from your local doctor or hospital emergency department,
preferably within 24 hours.
d) Dispose of the needle safely by discarding it into a sealed firm container to be disposed of in
a yellow biohazard sharps container.
e) Additional advice can be obtained from contacting the ASC Needle Stick Injury Hotline on
1800 804 823

6.3

For skin contact with blood and or bloodily fluids:
a) If you are splashed with blood or body fluids and your skin has an open wound, healing sore,
or scratch, wash the area well with soap and water.
b) If you are splashed in the eyes, nose or mouth, rinse well with water.
c) If you have been bitten, wash the wound with soap and water.

6.4

For toys, objects and surfaces that have been contaminated by blood or body fluids:
a) Avoid Contact with the spill
b) Wear gloves and a protective apron to mop excess fluid with disposable paper towel and wash
with detergent and water.
c) Dry or ventilate the area, discard all gloves and disposable materials.
d) Any contaminated clothing, cloths or cleaning implements should be washed in detergent and
hot water in a separate washing load to avoid contaminating other items.

6.5

For spills on carpet or upholstered furniture, wear gloves, mop up as much excess fluid as possible with
absorbent paper, clean with a detergent and water, and shampoo with an industrial carpet cleaner as
soon as possible.

7.0

Food Handling and Safety
Follow Food and Nutrition Policy and Procedure steps.

8.0

Notification, Recording and Reporting
8.1

Follow the steps listed in the notification and reporting policy and procedure

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
NQS2 Children’s Health and Safety
Injury, Incident, Trauma and Illness Record
Notification and Reporting Policy
Staying Healthy in Child Care 5th Edition
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Review
Date Published – 24//2/2020
Revision Date Due – 08/08/2022

●●● SunSmart, Sun protection, UV Protection and Heat
stress Policy
PURPOSE
This SunSmart, Sun protection, UV Protection and Heat stress Policy provides guidelines to:
• ensure all children, educators and staff are protected from over-exposure to UV radiation within the service and when
participating in excursions outdoors;
• ensure the outdoor environment provides shade for children, educators and staff;
• ensure children are encouraged and supported to develop independent sun protection skills;
• support duty of care and regulatory requirements; and
• support appropriate WH&S strategies to minimise UV risk and associated harms for educators, staff and visitors.

POLICY
At Sustainable Play Preschool we teach sensible sun protection habits from an early age and implement best-practice
sun protection measures, early childhood services can play a significant role toward reducing the life time risk of skin
cancer.
Our SunSmart, Sun protection, UV Protection and Heat stress Policy has been developed to ensure that all children,
employees and visitors attending our service are protected from skin damage caused by harmful UV radiation from the
sun. This policy and procedure has been informed by Cancer Council and SunSafe sample policy.
Background;
Too much of the sun’s UV radiation can cause sunburn, skin and eye damage and skin cancer. Infants and toddlers up to
four years of age are particularly vulnerable to UV damage due to lower levels of melanin and a thinner stratum
corneum (the outermost layer of skin). UV damage accumulated during childhood and adolescence is strongly
associated with an increased risk of skin cancer later in life.

PROCEDURE
1.0

Educators and children are access their local sun protection times via the SunSmart widget on the
service’s website, the free SunSmart app, myUV.com.au or at Bureau of Meteorology and note the
local sun protection times on the playground safety check daily

2.0

The sun protection measures listed are used for all outdoor activities during the daily local sun
protection times, when the UV Index is 3 or above. The sun protection times are a forecast from the
Bureau of Meteorology for the time of day UV levels are forecast to reach 3 or higher. At these levels,
sun protection is recommended for all skin types.
2.1

1. Seek shade
Management makes sure there is a sufficient number of shelters and trees providing shade in the
outdoor area particularly in high-use areas.
The availability of shade is considered when planning all outdoor activities.
Children are encouraged to choose and use available areas of shade when outside.
Play activities will be set up in the shade and moved throughout the day to take advantage of shade
patterns.
Children who do not have appropriate hats or outdoor clothing are asked to choose a shady play space
or a suitable area protected from the sun.
In consultation with the service’s committee, shade provision is considered in future plans and
upgrades.
A shade assessment is conducted regularly to determine the current availability and quality of shade.
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2. Slip on sun-protective clothing
Children are required to wear loose-fitting clothing that covers as much skin as possible. Clothing
made from cool, densely woven fabric is recommended. Families are asked to choose tops with elbowlength sleeves, higher necklines (or collars) and knee-length or longer style shorts and skirts for their
child. If a child is wearing a singlet top or shoestring dress, they will be asked to choose a t-shirt/shirt
to wear over this before going outdoors.

3. Slap on a hat
All children are required to wear hats that protect their face, neck and ears (legionnaire, broadbrimmed or bucket style). Peak caps and visors are not considered a suitable alternative.

4. Slop on sunscreen
•

•

•
•

SPF30 (or higher) broad-spectrum, water-resistant sunscreen is supplied by the service, however if
a child presents with an allergic reaction to the sunscreen, the parents/caregivers will be notified
and asked that a hypoallergenic sunscreen be supplied by the parent/caregivers for the child to use.
Sunscreen is applied in accordance with the manufacturer’s directions (which state to apply at least
20 minutes before going outdoors and reapply every two hours, or more frequently if sweating or
swimming).
To help develop independent skills ready for school, children from three years of age are given
opportunities to apply their own sunscreen under supervision of staff, and are encouraged to do so.
Sunscreen is stored in a cool place, out of the sun and the expiry date is monitored.

5. Slide on sunglasses [if practical]
Where practical, children are encouraged to wear close-fitting, wrap-around sunglasses that meet the
Australian Standard 1067 (Sunglasses: Category 2, 3 or 4) and cover as much of the eye area as possible.
3.0

Learning and skills
3.1

Sun protection is incorporated into the learning and development program.

3.2

The SunSmart, Sun protection, UV Protection and Heat stress Policy is reinforced by educators and
through children's activities and displays

3.3

Educators are required to complete Cancer Council’s free Generation SunSmart online learning
modules. (https://www.generationsunsmart.com.au/)

4.1

5.0

Engaging children, educators, staff and families
4.1

Educators, staff and families are provided with information about sun protection through family
newsletters, service handbook, noticeboards and the service’s website.

4.2

When enrolling their child, families are:
•
informed of the service’s SunSmart, Sun protection, UV Protection and Heat stress Policy;
•
asked to provide a suitable sun protective hat and covering clothing for their child;
•
required to give permission for educators to apply sunscreen to their child; and
•
encouraged to use SunSmart measures themselves when at the service.
As part of WH&S UV risk controls and role-modelling, educators, staff and visitors:
•
wear a suitable sun-protective hat, covering clothing and, if practical, sunglasses;
•
apply sunscreen; and
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•
6.0

seek shade whenever possible.

Prevention and Managing Heat Stress
6.1

Hydration levels will be maintained by providing safe drinking water, accessible to children
throughout the day in both the indoor and outdoor settings.

6.2

Encourage play in cooler areas, water play or play indoors if children seem to be becoming too hot

6.3

If it is suspected that someone has severe heat exhaustion, or heat stroke, call an ambulance
immediately and perform first aid until ambulance arrives. Heat-related illness is a progressive
condition and if left untreated it can be fatal.

7.0

Monitoring and review
7.1

All staff, including management and educators, monitor and review the effectiveness of the Sun Safety
and Heat Stress policy and revise the policy when required (at least once every two years) completing
a policy review and membership renewal with Cancer Council NSW/ SunSmart at
https://www.sunsmart.com.au/

7.2

Sun Safety and Heat Stress policy updates and requirements will be made available to educators, staff,
families and visitors

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
•Education and Care Services National Regulations 2011
Part 4.2: Children’s health and safety
Reg 100 Risk assessment must be conducted before excursions
Part 4.3: Physical Environment
Reg 113 Outdoor space: natural environment
Reg 114 Outdoor space: shade
Part 4.7: Leadership and service management
Reg 168 (2)(a)(ii) (2)(a)(ii)
Policies and procedures: Sun protection
Reg 170 Policies and procedures to be followed
Reg 171 Policies and procedures to be kept available
Reg 172 Notification of change to policies or procedures
•Australian Professional Standards for Teachers (APST) – Standard 4.4 and 7.2
•ARPANSA Radiation Protection Standard for Occupational Exposure to Ultraviolet Radiation (2006)
•Safe Work Australia: Guidance Note – Sun protection for outdoor workers (2016)
•AS 4174:2018 Knitted and woven shade fabrics
•AS/NZS 1067.1:2016, Eye and face protection - Sunglasses and fashion spectacles
•AS/NZS 4399:2017, Sun protective clothing - Evaluation and classification
•AS/NZS 2604:2012 Sunscreen products - Evaluation and classification
•Australian Government Therapeutics Goods Administration (TGA) – Australian regulatory guidelines
for sunscreens: 4. Labelling and advertising – directions for use of the product
•AS/NZS 4685.0:2017, Playground equipment and surfacing - Development, installation, inspection,
maintenance and operation.6.2.1 General considerations, 6.3.9 Shade and sun protection, Appendix A
Shade and sun protection
National Quality Standard 1 - Educational program and practice
National Quality Standard 2 - Children’s health and safety
National Quality Standard 3 - Physical environment
National Quality Standard 5 - Relationships with children
National Quality Standard 6 - Collaborative partnerships with families and communities
National Quality Standard 7 - Governance and Leadership
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Review
Date Published – 06/05/2020
Revision Date Due – 21/03/2022

●●● Visitors to the Service
PURPOSE
Sustainable Play Preschool ensures a record of all visitors to the service is maintained and all visitors enter via the main
entrance of the building. (front on the building)
Visitors personal identification and Working with Children Check’s (WWCC) are reviewed, and no child is left alone in the
presence of a visitor.

PROCEDURE
1.0

Visitor Record Keeping.
1.1

The service keeps a record of every visitor to the service during the service operation hours.

1.2

Records of visitors must include the following information:
- Date
- Name and company details (if applicable)
- Time of arrival and departure
- WWCC
- Signature of the visitor
- Initial of staff member who checked and copied the visitors ID

1.3

Visitor records are to be kept for three years after the date the record was made.

2.0

Educator Responsibilities
2.1

Visitors are to gain entry to the service by a permanent staff member and via the main entrance.

2.2

Visitors gaining access to the service for the purpose of maintenance, repairs or spot checks will be
required to provide their WWCC and a copy of their personal identification before accessing the
premises. This will be checked and initialed by a permanent staff member.

2.3

If a visitor does not have a current WWCC they are always to be accompanied by a permanent staff
member while they are in the service.

2.4

Visitors to the service are supervised and are not to be left alone with any child/children.

2.5

Visitors are made aware of appropriate dress standards and behaviours when children are in care as well
as the policy regarding tobacco, drug and alcohol.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
National Quality Standard – 2 Health and Safety
Regulations - 165 Record of visitors
- 166 Children not to be alone with visitors
Visitors Log
Supervision Policy
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Review
Date Published – 12/05/2020
Revision Date Due – 11/07/2022

●●● Water Safety
POLICY
At Sustainable Play Preschool the safety and supervision of children in and around water is of the highest priority. This
relates to water play, excursions near water, hot water, drinking water and hygiene practices with water in the service
environment. Children will be supervised at all times during water play experiences.

PROCEDURE
1.0

Implementation
1.1

The Preschool Director or Responsible Person in charge will:
a) Provide guidance and education to educators, staff and families on the importance of
children’s safety in and around water
b) Ensure work, health and safety practices incorporate approaches to safe storage of water and
play

1.2

Educators and staff will:
a) Conduct a playground check before children enter the outdoor environment to ensure there
are no pools of water within the child’s environment
b) Position water troughs or containers in an open area to ensure effective supervision at all
times. Containers or troughs will be emptied onto garden areas immediately after use and stored
in a way which will prevent water collection
c) Children will be discouraged from drinking from these water activities.
d) Teach children about staying safe in and around water
e) Empty buckets used for cleaning immediately after use. No buckets are left in play areas or in
areas accessible to children.
f) Provide clean drinking water at all times. This water will be supervised to ensure that it is safe
and hygienic for consumption. Water containers will be securely sealed. At the end of each day,
the water container will be emptied and cleaned thoroughly.

2.0

Operational Safety
2.1

Water tanks will be labelled with “do not drink” signage and the children will be supervised in this area to
ensure they are not accessing this water for drinking. Educators will discuss with the children that this
water is for the purpose of play and watering gardens but not for consumption.

2.2

Hot water accessible to children will be maintained at the temperature of 38oC. Thermostatic valves to
be tested and serviced annually by a plumber.

2.3

A risk assessment will be conducted prior to any excursion taking place. Particular attention will be
focused upon water safety where the excursion is near a body of water.

2.4

Adults may NOT carry or consume hot drinks in the children’s play areas

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
National Quality Standards 2- Health and Safety
Regulations 168
Policy and procedure in relation to 2 (a) (iii) water safety,
including safety during any water-based activities
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Review
Date Published – 26/05/2020
Revision Date Due – 18/07/2022

Playground Checklist
Risk Assessment

●●● Safe Sleep and Rest Practices
PURPOSE
At Sustainable Play Preschool, Educators will maintain open lines of communication with all parents and caregivers to
ensure children’s sleep/rest requirements and changes to these requirements are communicated effectively. Educators
take reasonable steps to ensure that children’s needs for sleep and rest are met on a daily basis. Considerations will be
made for home culture, children’s age, development, and individual needs.

PROCEDURE
1.0

Sleep/Rest Time
1.1

Children are encouraged to sleep in order to meet their developmental needs and at the time that best
suits their needs.

1.2

If after 20minutes of rest a child is not asleep, they will have the option to continue their rest or to
reengage in the curriculum learning experiences.

1.3

No child will be made to sleep during rest times; children who do not wish to sleep will continue to
engage in the curriculum learning experiences.

1.4

Supervision planning and placement of educators across the service should ensure all children are
adequately supervised during sleep/rest.

2.0

Clothing and Bedding
2.1

Children will be dressed comfortably for sleep and rest. Any restrictive clothing and footwear to be
removed or loosened.

2.2

Each child who requires a sleep/rest will be provided with an individual bed.

2.3

Bedding (sheets/blankets) are to be supplied by parents/caregivers each day.
If children require a rest/sleep and have not provided bedding, spare bedding will be provided.

2.4

Children will practice their developing independence, educators encourage and support them to fit
their bedding to their bed.

2.5

Children will be encouraged and supported to remove their bedding and return it to their bag.

2.6

Parents/caregivers have the responsibility to ensure children’s bedding is clean for the next use.

2.7

Educators will clean each bed and allow to air dry between uses.

3.0

Sleep/Rest Environment
3.1

The area in which the children sleep/rest is a quiet place suitable for sleep/rest and away from
interactive groups. If the area is intended for rest the space should allow for calm play experiences.

3.2

Sleep/rest environments and equipment should be safe and free from hazards.

34 | P o l i c y a n d P r o c e d u r e B o o k l e t

4.0

Soiled or Wet Bedding
4.1

Wet or soiled bedding will be bagged and kept in the bathroom for parent/caregiver collection that
afternoon.

4.2

Children will never be humiliated or shown negativity through voice or actions when soiling or
wetting their bed.

4.3

Educators do not hold the responsibility of cleaning soiled or wet bedding however it is expected the
Educators communicate with parents/families to ensure the soiled or wet bedding is taken home to be
cleaned.

5.0

Hazard Prevention and Risk Assessment
5.1

Educators will closely monitor children and the environment during sleep/rest. This includes physical
checks of children at regular intervals and ensuring that children are within sight and sound distance.

5.2

Educators will ensure children’s faces are always uncovered, enabling them to assess a child’s
breathing and skin colour.

5.3

Children’s medical conditions and history of health and/or sleep issues will be considered when
educators conduct physical checks of children at sleep/rest. Frequency of these checks may vary
depending on children’s individual needs.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
NQS- Children’s Health and Safety
Regulations – 81 sleep and rest
National Law - 165 Offence to inadequately supervise children
- 166 Offence to use inappropriate discipline

Review
Date Published – 21/10/2020
Revision Date Due – 09/06/2022

●●● Arrival and Collection of Children
POLICY
Sustainable Play Preschool Educators endeavour to ensure the safety of children during arrival and collection from the
service that ensures child/children are not to leave the service except when the child is in the care of an authorised
person the parents have nominated on the enrolment form or unless written authorisation has been given.
The service will take reasonable steps to ensure the collection and arrival of children, supports the wishes of the
parents and the safety and protection of the children.
Educators will recognise all emotions expressed by a child upon arrival to ensure a child feels heard, valued and
understood. Separation anxiety and related emotions will not be ignored; children will work collaboratively with
educators to successfully understand and recognise each emotion.

PROCEDURE
Arrival of Children
1.0

When arriving at Sustainable Play Preschool, Parents/Caregivers are required to ‘sign in’ their
child/children before leaving them in the immediate presence of an educator. Please ensure educators
are aware of the child/children’s arrival.
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If parents forget to sign in, educators authorised to sign the child in.
1.1

2.0

Educators will support children in the transition from home to Sustainable Play Preschool by recognising
and labeling emotions. Educators will ensure that children know that they will be kept safe and reassured
that Parent/Caregiver will return at the end of the day. (see Child Interaction Policy)
We ask that parents support this process by discussing this routine with children before their arrival to
ensure predictability for children.
If medication is required on any day of attendance.

2.1

The medication must be removed from the child’s bag and handed to an Educator.

2.2

Parent/Caregiver will be provided with and is required to fill out a Medication Administration Form which
ensures permission is given for educators to administer the medication to the child.
In Accordance with label directions or by following relevant Action Plans.

3.0

Child’s Belongings are to be placed into storage lockers upon arrival.
3.1

It is the Parent/Caregivers responsibility to ensure that children’s belongings are clearly labelled.

3.2

Children are viewed as capable individuals, therefore are encouraged to look after their own belongings
while attending Sustainable Play Preschool.
The Centre does not hold any responsibility for any lost item(s), but endeavours to assist children in keeping
their belongings ‘safe’.

Collection of Children
1.0
When collecting a child/children from Sustainable Play Preschool, Parents/Caregivers are required to ‘sign
out’ their child/children. Please ensure educators are aware of the child/children’s collection.
If parents forget to sign in, educators authorised to sign the child in.
1.1

2.0

Parent/caregivers are required to sign for any and all days of absences for their child/children to remain
eligible for the Child Care Subsidy.
Any days those families have forgotten to sign their child in or out must also be confirmed by the family.
Person’s collecting child/children from Sustainable Play Preschool must be authorised by a
Parent/caregiver

2.1

The must be listed person on the enrolment form as an authorised person to deliver and/or collect that
particular child.

2.2

The person must be 18 years or over

2.3

If not listed as an authorised person to collect child/children from Sustainable Play Preschool, written
consent from Parent/Caregiver will be required, prior to the child/children leaving the service

2.4

Persons not familiar to educators will be required to show photo identification in the form of a license or
passport, which will be photocopied and placed on the child’s file for future reference.
To ensure the child/children is being sent home with appropriate persons, this will occur regardless of being
a parent/caregiver or listed as an authorised person for collecting child/children.

3.0

Educators will communicate information from each child’s day with Parent/Caregivers every afternoon.
3.1

Routine information (meals, sleep or rest) will be documented and displayed in each child’s classroom.
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3.2

4.0

General information will be communicated verbally, this will include information regarding any accident,
injury, trauma (if not called prior to collection)
Parent/Caregivers may be required to sign related documents.

A court order received by the service can be upheld and allows the service to prevent the illegal guardian
collecting the child/children.
Without court orders both parents have legal access to the child/children.
4.1

If a parent who is not authorised to collect child/children arrives at the service and provides a current
court order which gives them legal access, the child will be released, and the enrolling parent will be
notified.
In cases where a dispute between the families is occurring, Sustainable Play Preschool will not be able to
withhold child/children from one parent unless a court order has been received at the service.

4.2

Were parents of child/children are in conflict and an Educator has reason to believe releasing a child to a
parent/caregiver may place the child’s immediate safety and welfare at risk, the Educator will act in a
manner that is consistent with Sustainable Play Preschool’s duty of care to that child.
In such cases, the Educator can contact the other parent or the appropriate authorities and keep the child
at the service until the situation is resolved.

5.0

Late collection of children – Our service is only Licensed to have children in attendance between the hours
of 7:30am and 6:00pm
5.1

Child/children who are not collected prior to 6:00pm will result in a late fee per child being charged. (Refer
to Fee’s and Debt Management Policy)
In the unforeseen circumstances Parent/Caregivers become late, it is encouraged that they phone the
service and inform Educators.

5.2

If an authorised person has not collected child/children 10 minutes after the service’s closing time,
Educators will contact the parent or authorised persons to arrange for the child to be collected from the
service

5.3

If Educators are unable to contact the parent or authorised persons within a period of two hours after the
service’s closing time, the educator will contact the Police and follow their instruction. (see Child
Protection Policy)

5.4

If an authorised person arrives to collect the child and is intoxicated or in an unfit state to drive, Educators
will:
a) encourage the person to contact an alternative driver/taxi;
b) note the vehicle registration number and notify the police if the person insists on driving with the child.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Policy and Documents

Review

Regulation – 99 Children leaving the education and care service premises
161 Authorisations kept in enrolment record
National Quality Standards – QA2 Children’s Health and Safety
Child Interaction Policy
Fee’s and Debt Management Policy
Child Protection Policy

Date Published – 6/8/2019
Revision Date Due –15/08/2022
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●●● First Aid
POLICY
Sustainable Play Preschool will ensure that children and parents enrolled with the Service who experience an accidental or
medical condition receive an immediate first aid response from a qualified and trained first aid officer. All educators are to
hold a current approved first aid qualification that includes anaphylaxis management training and emergency asthma
management training.
Sustainable Play Preschool educators will take all reasonable steps to ensure every child’s health and wellbeing is
safeguarded whilst protecting children from harm and hazards.

PROCEDURE
Educator Qualifications

1.0
1.1

Educators are required to have a full First Aid, including Asthma/Anaphylaxis training upon
commencement of employment (except Trainees in Certificate III).

1.2

Trainees are expected to complete this qualification as a compulsory/core unit of their completion of
Certificate III in children services. However, are not required to perform and/or carry out First Aid duties.
Children services award in relation to clause 15.4, whereby it does not expect any educator less than a
level 4 (Certificate III qualified) to administer First Aid

1.3

After employment commencement, the renewal and cost for any First Aid, including Asthma/Anaphylaxis
training will be paid by Sustainable Play Preschool. This also includes CPR refresher courses required
annually. It is the responsibility of the employee to source their own training with a Registered Training
organisation that has approval by Work Cover NSW and delivers the required Child Care package of
training for First Aid. Sustainable Play Preschool will pay for this qualification when invoiced directly to
them.

1.4

The Nominated Supervisor and Responsible Persons are responsible to ensure that at least one educator
currently Senior First Aid, including Asthma/Anaphylaxis training qualified is always on duty.

1.5

In accordance with the Regulations and the Award it is a requirement of your position to provide first aid
to the children within your care.
If you decide to deliver first aid to someone that you did not originally have a responsibility for, you then
become responsible for that person as soon as you begin administering first aid.

1.6

As per employees’ employment contracts, it is stated that it is requirement to have and maintain this
qualification, to avoid breaching the employment conditions. It is highly recommended that this
obligation is fulfilled before the expiry date.

1.7

Any administration of first aid will be recorded using the centre’s Incident, Injury, Trauma and Illness
Form, which the educators and staff must sign.

Medical Conditions (Asthma, Anaphylaxis, Diabetes, Epilepsy, etc)

2.0
2.1

All first aid officers will follow the process outlined in the Medical Conditions Management procedure
and the steps outlines on any completed Medical Management Plan.

2.2

Each room, the office and kitchen have a folder that contains the Medical Conditions Management
policy, procedure and completed Management Plans for all children with Allergies, Asthma, Anaphylaxis,
Diabetes, Dietary Requirements and Epilepsy
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2.3

Medication audits are to be completed monthly to ensure that all medication at the service is still within
use by date. Families will be informed if the medication required replacement.
First Aid Kits

3.0
3.1

First Aid kits are to be fully stocked in accordance with the Work Health and Safety Act 2011.

3.2

First aid kits are in readily accessible locations at the service and with the emergency evacuation bag and
excursion bag. (not accessible to children)
The location of the first aid kits are made visible through wall posters alerting staff to the location. Near
the doors, exiting the rooms or near the Fire evacuation plans.

3.3

The First Aid Kit checklists are completed every month by the WHS officer and/or the Preschool Director

3.4

The Preschool Director will complete an annual First Aid Kit Audit
Asthma Emergency Kits and Epi pen

4.0
4.1

Asthma Emergency Kits and an Epi pen are always accessible to educators.

4.2

Signage is provided on the location of where these are located within the service.

4.3

Asthma Emergency Kits include in-date reliever medication and single use spacers and masks.

4.4

Asthma medication such as a Ventolin and an Epi pen MUST be in date and supplied at the centre at all
times.
Effective management of accident and or emergencies.

5.0
5.1

Educators (including casuals, students and volunteers) are to refer to the First Aid Action Plan attached to
this policy.

5.2

Only educators who hold a current first aid certificate are to administer first aid.

5.3

Emergency phone numbers are located near each telephone.

5.4

The Preschool Director is to ensure that an appropriate person accompanies an injured or child suffering
from a medical condition in the ambulance to hospital until the child’s family arrives.
In the case of an emergency where an educator accompanies a child to the hospital, the preschool
director will assume this role if required to maintain ratios.

5.5

As a part of the Health and Safety topic during staff meetings, educators participate in a short quiz to
maintain up to date first aid knowledge and practices.
Reporting Requirements

6.0
6.1

If first aid and been administered to an individual an Incident, Injury, Trauma and Illness Form will be
completed by first aid officer and signed by parent/caregiver upon pick up

6.2

If a serious incident has cooccurred the Preschool Director will notify the Regulatory Authority within 24
hours to ensure compliance with regulations

RESPONSIBILITIES
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This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
National Quality Standard 2- Children’s Health and Safety
Policies and procedures;
Administering Medication to Children
Medical Conditions Management (including allergies, Anaphylaxis, Asthma, Diabetes and Epilepsy)
Incident Management
Forms;
Incident, Injury, Trauma and Illness form

Review
Date Published – 25/11/2019
Revision Date Due – 22/08/2022

●●● Emergency Evacuation and Lockdown
PURPOSE
To have a clear plan in place for the management and communication of Emergency Evacuations and Lock Downs to assist
all Sustainable Play Preschool staff members to respond calmly and effectively, reducing the risk of further harm or
damage. Ensure that Sustainable Play Preschool complies with the Education and Care Services National Regulations.

POLICY
Sustainable Play Preschool staff will take reasonable steps to ensure every child is protected from harm and hazards during
any emergency.
An emergency is an event that poses an imminent or severe risk to persons at Sustainable Play Preschool.
Some examples of emergencies are as follows;
• Flood.
• Fire.
A situation that requires the education and care service premises to be in lock-down; examples, but not limited to:
• Intruders (animal or human);
• Airborne hazard or electrocution;
• Involvement of firearms or other weapons;
• Structural damage.
According to the Education and Care Services National Regulations, examples of serious incidents are as follows;
• Death of a child.
• A child being locked in or out of the service
• A child that appears to have been taken or removed from the service without authorisation.
• A child appears to be missing or cannot be accounted for.
• An incident occurs which had or should have resulted in the attendance of emergency services
• Damage to or loss of the service due to natural disasters.
• Violence, e.g. verbal, physical, sexual, harassment.
• Experience of a violent situation such as fire, bomb, threat, siege or hostage.

PROCEDURE
Approved Provider and Preschool Director or responsible person Responsibilities

1.0
1.1

Emergency and evacuation floor plan and instructions are displayed in a prominent position near each
exit at the education and care service

1.2

Ensure any potential emergencies relevant to Sustainable Play Preschool and/or its geographical context
have written risk assessments and associated plans completed. e.g. bushfire, flood, etc.

1.3

Conduct evacuation drills every 3 months and ensure rehearsals of the emergency and evacuation
procedures are documented, inclusive of the date, time and names of children and staff members
present
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1.4

Ensure there is an emergency, evacuation and lock down bag is readily available to the chief warden
which consists of contact details of all families and staff.

1.5

Ensure the following is regularly checked and a record is kept of the maintenance and/or replacement of;
a) the fire safety of the service is checked
b) the service smoke detectors, fire extinguishers, and/or fire blankets
c) general maintenance is completed regularly to ensure the building is free of fire hazards such as dry
leaf litter in gardens and gutters

1.6

Report to the Regulatory Authority when required.
All Educators and Staff Responsibilities

2.0
2.1

Ensure familiarity of the emergency, evacuation and lock down procedure, ‘code word’ to initiate the
lock down procedure

2.2

Ensure familiarity with all emergency exits and floor plan’s

2.3

Participate in emergency and evacuation rehearsals every 3 months and support participation of
volunteers and children present at the service on the day of the rehearsal.

2.4

Ensure the Services;
a) exits are kept clear and easily identifiable;
b) power outlets and power boards are not overloaded;
c) there is sufficient air circulation around electrical equipment such as, dryers and computers
In the event of serious injury (life threatening) or of the Death of a Child

3.0
3.1

Call emergency services – 000 and inform the Preschool director

3.2

One educator administers first aid until the emergency services arrive;
Additional Educator or Preschool Director to contact the child’s family.

3.3

On arrival of emergency services, all Educators will take directions from emergency services personnel.

3.4

Complete an Incident, Injury, Trauma and Illness form

3.5

The Preschool Director or responsible person will submit a report to the Regulatory Authority within 24
hours following the procedures to meet notification and reporting requirements.

3.6

If required, counselling will be offered by Sustainable Play Preschool for impacted educators, staff
members, other children and their parents, if required.

In the event of a missing child.

4.0
4.1

Educators are to ensure the safety of the other children in their care

4.2

Educators to check all areas where the child was last sighted and any areas where the child could have
hidden or moved to

4.3

If still missing Educator will inform the Preschool Director or responsible person who will contact the
police and the missing child’s parents

41 | P o l i c y a n d P r o c e d u r e B o o k l e t

4.4

Following resolution of the incident, educators will complete an Injury, Incident, Trauma and Illness
Report and report the include to the Regulatory Authority within 24 hours to meet Notification and
Reporting requirements

4.5

Educator and Staff to review all Risk Assessments relevant to the incident to determine if risks can be
identified and reduced to prevent recurrence
Emergencies that require immediate evacuation e.g. fire, flooding and bomb threats.

5.0
5.1

All educators and staff will follow the procedures developed in their Emergency and Evacuation Plan.

5.2

The Preschool director or responsible person will complete an Incident, Injury, Trauma and Illness Report
and report the incident to the Regulatory Authority within 24 hours to meet Notification and Reporting
Requirements.
Residential, building or Bushfire

6.0
6.1

Prepare a fire survival plan and evacuation strategies indicating procedures and instructions to be
followed in an event of an emergency.

6.2

In the event of building fire or instruction from the Department of Fire and Emergency Services, follow
the procedure set out in fire survival plan.

6.3

Preschool director or responsible person will complete an Incident, Injury, Trauma and Illness Report and
report the incident to the Regulatory Authority within 24 hours to meet Notification and Reporting
requirements.
In the event of a ‘Lock down”

7.0
7.1

Ensure all access to the service have been secured and doors and windows have been locked.

7.2

Children and educator’s will ‘hide out’ in a safe position away from doors, windows and out of the visual
line of doors and windows.

7.3

The Preschool Director or responsible person will contact relevant authorities and when safe to do so all
parents will be notified.

7.4

The Preschool Director or responsible person will complete an Incident, Injury, Trauma and Illness Report
form and report the incident to the Regulatory Authority to meet Notification and Reporting
Requirements.
Evacuating Sustainable Play Preschool

8.0
8.1

The service employee who has found the emergency (cause for evacuation) will raise the alarm.
Educator will:
a) inform all persons in the building of the need to evacuate, including the location of the cause
to unsure nobody is placed into unnecessary danger
b) the preschool director or responsible person will call 000 and give their name and location of
emergency
c) each area warden will follow the service’s evacuation plan to guide all persons to the
evacuation assembly area taking the daily attendance record and medication with them to the
evacuation area
d) the preschool director or responsible person will take the emergency evacuation bag, which
consists of a first aid kit and all parent’s contact information.
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e) check all persons who are signed into the service at the time are in the evacuation assembly
area.
f) keep all children and persons calm during the evacuation
g) once the area has been declared safe by the appropriate authorities, the employees and
children can re-enter the service.
h) the Preschool Director or responsible person is to inform the parents once safe to do so.
8.2

In the unforeseen circumstance that emergency exits, as indicated on the Emergency Evacuation Plan,
are inaccessible employees will utilise any alternative evacuation exits to ensure all persons leave the
building in a safe manner.

8.3

If the evacuation assembly area is affected by the emergency, the preschool director or responsible
person will immediately identify an alternative assembly area for all persons to exit to. This is to be
clearly indicated to all who are exiting the building.

8.4

If a child or person is requiring first aid or is unable to leave the building due to an injury, the employee
will:
a) ensure all other persons are evacuated; and
b) assist the person who is injured to evacuate; and
c) seek treatment from a first aid officer

Communication equipment

9.0
9.1

10.0
10.1

11.0
11.1

Each room and the Preschool Director or responsible person must have access to operating
communication equipment (for example, but not limited to, telephone, two-way radio to enable
immediate communication to and from emergency services and parents.
Communication with families
The Preschool Director or responsible person will inform parents and all visitors of their emergency
procedure, emergency and evacuation plan and assembly area.
Dealing with the emotional and psychological impact of an emergency
Sustainable Play Preschool has support networks and counselling services that will be available for staff,
educators, children and families in access in event of a serious threat or experience, following an
emergency

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
Incident, Injury, Trauma and Illness form
Emergency and Evacuation Plan
Fire Survival Plan
Risk Assessments

Review
Date Published – 29/10/2019
Revision Date Due – 29/08/2022

●●● Supervision
POLICY
Sustainable Play Preschool has procedures in place to ensure educators provide supervision to all enrolled children to
ensure their safety and wellbeing at all times.
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Guided by supervision requirements, policies, and a supervision plan, Educators ensure all children in the preschool remain
supervised, within eyesight, and will not leave the premises unattended.

PROCEDURE
Educators

1.0
1.1

At a minimum, daily inspections of all equipment and objects, both inside and outside, with consideration
to ensuring that there are means present to enable children to leave the premises unattended. e.g.
enable fences to be climbed.

1.2

Are responsible for the direct supervision of children. Each child will be within sight and/or sound at all
times that the child is in care. This includes when children are sleeping.

1.3

Directly supervise children during meal-times to ensure one educator is available in the event a child may
choke on food and to ensure allergy meals are distributed effectively.

1.4

Are alert to, and aware of, potential hazards and risks. Use knowledge of each child to ensure children
are always adequately supervised.

1.5

Ensure close supervision is implemented when children participate in risky play. While children’s
independence and competence are supported, educators will intervene if they suspect a preventable
injury is likely to occur.

2.0

Risk Management
2.1

Develop a routine which supports the supervision and safety of children during arrival and collection.
Educators are responsible for the supervision of children from the time the parent/caregiver signs the
child into care until the time the child is signed out of care.

2.2

Conduct a Risk Assessment
- To assess and manage the possibility of a child/children going missing or leaving the premises
unattended.
- To Identify risky play scenarios and effective supervision requirements during these times.

2.3

Supervision Plan
- Is created and displayed in a visible area in each environment to guide educator practice and
supervision areas.
- Is revised at least every two years or more frequently when required.

3.0

Environments
3.1

Both the indoor and outdoor environments are designed to facilitate effective supervision

3.2

Child quiet areas and nooks are physically checked at regular intervals to ensure child safety and
wellbeing.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
National Quality Standard 2 – Health and Safety
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Review
Date Published – 11/05/2020

National Quality Standard 4 – Staffing arrangements
Regulations - 115 Premises designed to facilitate supervision
Supervision Plan
Risk Assessment
Daily Opening Checklist
Daily Outdoor Safety Checklist

Revision Date Due – 05/09/2022

●●● Tobacco, drug and alcohol-free environment
POLICY
Sustainable Play Preschool employees will never arrive at work under the influence of illicit substances or alcohol. All
employees are to provide an environment that is free from the use of tobacco, illegal and illicit drugs and alcohol.
The use of, or being intentionally under the influence of alcohol or recreational drugs/other mind altering substances at
the service while children are in care is not tolerated.

PROCEDURE
1.0

Employees will not smoke while on the premises of Sustainable Play Preschool. This includes the use
of e-cigarettes, shisha pipes and vaping.

2.0

Educators will not be affected by alcohol or drugs, including prescription drugs; that in any way
impair their capacity to provide care and education to children.

3.0

All employees will use best endeavours to ensure children in care are not exposed at any time to
tobacco smoke, any other form of smoking, alcohol or illicit drugs.
3.1

The Preschool Director and all employees will inform families, students and visitors to service of the
tobacco, drug and alcohol-free environment.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
National Quality Standard 2: Health and Safety

Review
Date Published – 19/08/2020
Revision Date Due – 04/07/2022

●●● Safe Transportation of Children
POLICY
To minimise the risks of transporting children Sustainable Play Preschool educators will follow these safe transportation
guidelines and endeavour to ensure the safety of children during excursions.
No child will be transported from the service without a completed risk assessment and written permission by an
authorisated person, with the nominated rights on the child’s enrolment form.

PROCEDURE
1.0

Transporting by foot
Children are transported to and from the service safety when the service ensures that:
Steps 3.0 and 4.0 are followed
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2.0

Transporting by car or bus
Children are transported to and from the service safely when the service ensures that:
2.1

Appropriate driver and vehicle are selected
• Any transport used is suitable and safe for all children
• The driver of the vehicle is appropriately licensed for the class of vehicle driven
• The driver of the vehicle is not under the influence of alcohol, drugs or any medication that will alter
their perceptions or make them drowsy
• Before a child is transported in a vehicle where a staff driver is a probationary driver (P plates) the
parent or guardian of the child must be notified and give permission in writing
• Learner drivers (L plates) may not transport children at any time

2.2

Car seats will be fitted, and children positioned appropriately
• Car seats and restraints meet and are fitted in accordance with Australian Standards
• Anchorage points for car seats are inspected annually by an authorised fitting station
• All children will be seated in the back seat in an approved child restraint. No child will be seated in
the front seat of a car or bus
• No child will be transported in the front seat of a vehicle fitted with an airbag
• At no time will an individual restraint be used for more than one child
• At no time will the number of children exceed the number of legal restraints available in the vehicle
• All children will have their seat belt, booster or car restraints done up before the vehicle is started,
assisted by staff when required

3.0

Risk Minimisation
• A risk assessment must be completed and shared with staff prior to the excursion
• High vis vests are warn to ensure children and staff are easily visible
• A first aid kit type ‘C’ and emergency contacts lists are carried
• There is an attendance list and children are checked on and off the vehicle, upon arrival to new
areas and when returning to the preschool to ensure none is left behind
• Services will educate children and families on road safety and child restraints
• Information on safe transportation and current recommendations from recognized authorities will
be made available to parents and children at each service

4.0

Before a child is transported, the parent/guardian must approve transportation and be notified about the
restraint type to be used if traveling in a vehicle

Adapted from ‘Make the Safest Choice’ - www.childcarseats.com.au/ and ‘Legal
Requirements’ www.childcarseats.com.au/legal-requirements
National child restraint laws:
• Children aged from six months old but under four years old must be secured in either a rear or forward-facing approved child
restraint with an inbuilt harness.
• Children under four years old cannot travel in the front seat of a vehicle with two or more rows.
• Children aged from four years old but under seven years old must be secured in a forward-facing approved child restraint
with an inbuilt harness or an approved booster seat.
• Children aged from four years old but under seven years old cannot travel in the front seat of a vehicle with two or more
rows, unless all other back seats are occupied by children younger than seven years in an approved child restraint or booster
seat.
• Children in booster seats must be restrained by a suitable lap and sash type approved seatbelt that is properly adjusted and
fastened, or by a suitable approved child safety harness that is properly adjusted and fastened.
• If the child is too small for the child restraint specified for their age, they should be kept in their current child restraint until it
is safe for them to move to the next level.
• If the child is too large for the child restraint specified for their age, they may move to the next level of child restraint.
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RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Policy and Documents

Review

Regulation – 99 Children leaving the education and care service premises
161 Authorisations kept in enrolment record
National Quality Standards – QA2 Children’s Health and Safety
Child Interaction Policy
Child Protection Policy

Date Published – 11/11/2020
Revision Date Due – 12/09/2022

NQS3 Physical Environment
PURPOSE
To ensure that all outdoor and indoor spaces, buildings, furniture, equipment, facilities and resources are suitable for
their purposes. They are kept safe, clean and well maintained, they are sufficient in number, appropriate, and
support the flexibility of our educational curriculum.
Sustainable Play Preschool has been designed to ensure access and participation by every child and employee and to
allow flexible use, and interaction between indoor and outdoor space.
Sustainable practices are a core aspect of our service, children are encouraged to participate in daily practices which
promote respect of the environment and builds their understanding of the responsibilities necessary for a
sustainable future.

POLICY
All educators at Sustainable Play Preschool will endeavour to provide safe and comfortable physical environments
that actively promote children’s wellbeing and learning and development outcomes. The design of the Preschool is
appropriate for its purpose, the environment promotes children's competence and independent exploration, while
supporting children's learning and development through play.
We take an active role in caring for the environment by producing renewable inputs, striving for zero waste product
outputs and creating sustainable business processes and daily practices.
At Sustainable Play Preschool we will be guided by our own sustainable business philosophy, processes, and systems

STANDARDS, LAWS AND REGULATIONS
This Sustainable Play Preschool policy related sub-policies relates to the National Quality Standard’s Quality Area 3:
Physical Environment

QA3
3.1
3.1.1
3.1.2

3.2
3.2.1

Physical Environment
Design The design of the facilities is appropriate for the operation of a service.
Fit for purpose
Outdoor and indoor spaces, buildings, fixtures and fittings are suitable for their
purpose, including supporting the access of every child.
Upkeep
Premises, furniture and equipment are safe, clean and well maintained. 3.2 Use The
service environment is inclusive, promotes competence and supports exploration and
play-based learning.
Safety Each child is protected
Inclusive
Outdoor and indoor spaces are organised and adapted to support every child's
environment
participation and to engage every child in quality experiences in both built and natural
environments.
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3.2.2

3.2.3

Resources
support playbased learning
Environmentally
responsible

Resources, materials and equipment allow for multiple uses, are sufficient in number,
and enable every child to engage in play-based learning.
The service cares for the environment and supports children to become
environmentally responsible.

This Sustainable Play Preschool policy, related sub-policies and the design of the physical environment relates to the
following sections of the Education and Care Services National Law and Regulations:
●●●section 168 Offence relating to required programs
●●●regulation 73(2)(b) Educational program is to contribute to the outcome that each child will be connected with
and contribute to his or her world
●●●regulation 103

Premises, furniture and equipment to be safe, clean and in good repair

●●●regulation 104

Fencing and security

●●●regulation 105

Furniture, materials and equipment

●●●regulation 106

Space requirements – indoor

●●●regulation 107

Attendance and enrolment records

●●●regulation 108

Space requirements – outdoor space

●●●regulation 109

Toilet and hygiene facilities

●●●regulation 110

Ventilation and natural light

●●●regulation 111

Administrative space

●●●regulation 112

Nappy change facilities

●●●regulation 113

Outdoor space – natural environment

●●●regulation 114

Outdoor space – shade

●●●regulation 115

Premises designed to facilitate supervision

●●●regulation 116

Assessments of family day care residences and approved family day care venues

●●●regulation 117

Glass (additional requirement for family day care)

Related Policies and Documents
•
Environmental Sustainability
•
Equipment and Safe Building - Maintenance
•
Clean and Hygienic Environment

Review
Date Published – 08/7/2020
Revision Date Due – 19/09/2022

●●● Environmental Sustainability
PURPOSE
Sustainable Play Preschool aims to ensure the environment is safe, clean and sustainable. We believe in educating
children about the environment and sustainable practice which is promoted through daily activities, resource and
interactions. Sustainable practice implemented at the service will provide children and families with the knowledge
of how to become advocates for a sustainable future.
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POLICY
Sustainable practices are a core element of daily task and learning at Sustainable Play Preschool, we encourage
awareness of environmental responsibilities and implement practices that contribute to a sustainable future.
Children are supported to become environmentally responsible; this is inclusive of but not limited to showing
respect for the environment, reducing waste, minimizing water and energy consumption and protecting and
conserving wildlife and natural habitats.

PROCEDURE
1.0
1.1

1.2
1.3
2.0
2.1

Educator and Children Responsibilities
a) Re-think, Reduce, Reuse and Recycling
- Repurposing products and goods are a priority
- Think, what else can be used instead? What can we do differently?
- Use recycled paper and products for craft experiences
- Take on an active role in effective recycling
b) Gardening
- Planting, caring for and maintaining edible gardens
- Empty class and kitchen food scraps in the worm farm and use compost to feed
the gardens
- Regular participation in and exposure of ‘garden to plate’ activities.
- Regular participation in and exposure of seed sprouting, weeding, vegetable
gardens, cooking
c) Energy Conservation
- Turn off lights air conditioners and power points when not in use and upon
exiting the room
d) Water Conservation
- Using half flush on the toilet
- Turning off the water when not in use
- Using recycled water for gardens
Education topics regarding home practices
- Encouraging shorter showers
- Turning off tap when brushing teeth
e) Natural Resources & Equipment
- Use natural resources and materials as a priority – plant material, rocks, etc.
- Educating children in the natural decomposition cycle through exposure and
participation in worm farms and composting food scraps
The points outlined above are to be a part of daily practices and lesson plans
Educators and Staff will role model Sustainable Practices
Service Management Responsibilities
a) Rethink, Reduce, Reuse, Recycle
- Think, what else can be used instead? What can we do differently?
- Provide appropriate recycling solutions for children and staff
e.g. compost systems, recycling bins
b) Energy Conservation
- Install and maintain Solar Panels
- Provide and maintain energy efficient appliances
- Install energy efficient light globes (LED)
c) Water Conservation
- Provide and maintain water efficient tapware
- Install and maintain water tanks
- Use recycled water for the laundry and toilet water
d) Reduce our carbon footprint
- Purchase good locally where possible.
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2.2

2.3

- Support local farmers, choose organic and local foods where possible
Purchasing priority scale
1. Local i.e. Newcastle/Lake Macquarie
2. Australian made
3. Ethical supply chains
4. International supply chains
Follow steps outlined in Sustainable Play Preschool’s sustainable business philosophy,
processes, and systems

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.

Related Documents
National Quality Standard 3 – Physical Environment
Policies and procedures;
Equipment and Safe Building - Maintenance

Review
Date Published – 09/07/2020
Revision Date Due – 23/09/2022

●●● Equipment and Safe Building – Maintenance
POLICY
Sustainable Play Preschool has a responsibility to protect the health and safety of everyone
The Maintenance of Buildings and Equipment Policy is important not only for children, families, and staff, but
relates to every person who enters the service’s premises or uses the service’s equipment.
Preschool staff follow guidelines and procedures developed to ensure buildings, grounds and equipment is
maintained for safety. Staff conduct safety and cleaning checks each day to ensure the building is clean, hygienic,
safe and all repairs are added to the maintenance schedule

PROCEDURE
1.0

Staff/Educator Responsibilities
1.1

Ensure that cleaning routines as described in “Staying Healthy” are followed daily, weekly
and monthly and are located in an accessible place for all staff to complete

1.2

Complete the opening checklist daily to ensure the grounds and equipment are safe for
use
Report signs of wear or maintenance required for any equipment & fences by adding the
action requires to the maintenance schedule

1.3
1.4

Take safety precautions (by removing equipment identified as dangerous)

1.5

Ensure a clean environment is maintained at all times e.g. clear tables and sweep floors
after meals and activities to remove any slipping or tripping hazards

2.0

Management Responsibilities
2.1

Ensure there is fixed earth leakage protection device installed and that it is checked at
least once every 12 months? (Qualified electrician to check at least every 3 years).
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These records of the test result are kept for 5 years
2.2

Ensure efficient maintenance and repairs are carried out where necessary using the
appropriate tradesperson.

2.3

Maintain supply of cleaning and hygiene products

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
Regulation - 103 Premises, furniture, and equipment to be safe, clean and in good repair
National Quality Standard 3- Physical Environment

Review
Date Published – 15/07/2020
Revision Date Due – 03/10/2022

NQS4 Staffing Arrangements
PURPOSE
To provide equal opportunities for employment based on the principles of equity, inclusion and diversity.
Encourage educator and staff professionalism and responsible conduct approach to establishing a safe and
protective environment for children and adults

POLICY
Sustainable Play Preschool ensures its employees are appropriately qualified, experienced and dedicated to
providing better future for our children.
Our staffing arrangements ensure there is sufficient time, support and guidance for educators to develop,
implement and maintain quality educational experiences, respectful relationships and safe learning environments.
We recognise induvial and collaborative achievements amongst staff to ensure they continue to work hard and learn
from each other.
We strive to provide children and their families with consistency and keep them informed of any staffing changes.

STANDARDS, LAWS AND REGULATIONS
This Sustainable Play Preschool policy related sub-policies relates to the National Quality Standard’s Quality Area 4:
Staffing Arrangements

QA4
4.1
4.1.1
4.1.2
4.2
4.2.1
4.2.2

Staffing Arrangements
Staffing
Staffing arrangements enhance children's learning and development.
Arrangements
Organisation of
The organisation of educators across the service supports children's learning and
Educators
development.
Continuity Of
Every effort is made for children to experience continuity of educators at the service.
Educators
Professionalism
Management, educators and staff are collaborative, respectful and ethical.
Professional
Management, educators and staff work with mutual respect and collaboratively, and
Collaboration
challenge and learn from each other, recognising each other’s strengths and skills.
Professional
Professional standards guide practice, interactions and relationships.
Standards
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This Sustainable Play Preschool policy, related sub-policies and rosters relate to the following sections of the
Education and Care Services National Law and Regulations:
●●●section 161

Offence to operate education and care service without nominated supervisor

●●●section 162

Offence to operate education and care service unless responsible person is present

●●●section 169

Offence relating to staffing arrangements

●●●regulation 117B

Minimum requirements for a person in day-to-day charge

●●●regulation 117C

Minimum requirements for a nominated supervisor

●●●regulation 118

Educational leader

●●●regulations 119–120

Age and supervision requirements

●●●regulations 121–124

Minimum number of educators required

●●●regulations 125–128

Educational qualifications for educators

●●●regulations 129–135

Requirements for educators who are early childhood teachers

●●●regulation 143A

Approval and determination of qualifications

●●●regulations 145–152

Staff and educator records – centre-based services

●●●regulation 168(2)(i)
Policies and procedures are required in relation to staffing including determining the
responsible person present at the service, and the participation of volunteers and students on practicum
placements.
●●●regulation 169(2)(d)
Additional policies and procedures in relation to monitoring, support and
supervision of family day care educators (family day care service)
●●●regulation 240

Qualifications for educators (centre-based service)

●●●regulation 241

Persons taken to hold an approved early childhood teaching qualification

●●●regulation 242

Persons taken to be early childhood teachers

●●●regulation 243

Persons taken to hold an approved diploma level education and care qualification

●●●regulation 244

Persons taken to hold an approved certificate III level education and care qualification

Related Policies and Documents
• Recruitment
• Rostering Staff
• Staff Leave Entitlements
• Performance Management and Ceasing Employment

Review
Date Published – 16/07/2020
Revision Date Due – 10/10/2022

●●● Recruitment
POLICY
At Sustainable Play Preschool we aim to support the principles of Equal Employment Opportunity Act. In order to
find the best applicant/s for the position, the Preschool is focused on the requirements of the role rather than on
questions or assumptions about the applicant’s circumstances or background. The Centre does not discriminate
against applicant/s with regard to:
•
•
•

Race, colour and national origin;
Gender;
Marital status;
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• Parental status (including pregnancy);
• Religious or political beliefs, activities or practices;
• Physical or intellectual impairment;
The Preschool develops and monitors all employment policies, practices and procedures to ensure that equal
opportunity principles are followed in all areas of recruitment, induction and management.

PROCEDURE
1.0
1.1
1.2

1.3

2.0
2.1
2.2

2.3

3.0

4.0
4.1

4.2
4.3

4.4
4.5
4.6
4.7

4.8

Management Responsibilities
Review positions and the Preschool staffing requirements, taking into consideration the role,
responsibilities, qualification and skills required.
Advertise positions externally in order to gain a wide pool of suitable applicants from which to
select a new staff member/educator. However, a vacant position may initially be advertised
internally if there are suitable candidates for a new role.
Internal applications follow the formal recruitment process to ensure that positions are filled
without bias, advantage/disadvantage to all applicants.
Advertising the Position
The position will be advertised internally via email newsletter to staff and externally via online
advertising websites e.g. Seek, LinkedIn
The advertisement will reflect the Preschool service philosophy, the position description, a
selection criterion including relevant qualifications and/or experience, closing date, contact
person for further information
External advertisements include only successful applicants will be contacted for an interview
(Otherwise the entre needs to respond to all applications received).
Interview Panel
All positions
- Approved Provider
- Preschool Director
Nominated Supervisor Position
- Approved Provider
- Current Nominated Supervisor
- Staff representative (as an observer to provide informal feedback)
Interview Process
Applicants are asked to meet for the formal interview, detailed questions are asked to the
applicant about their experience and knowledge and what they expect from the Preschool as an
employer
Prospective employees are asked to complete a 30minute practical assessment where they
engage with the children and educators on the floor to display their competency.
The Preschool Director and educators that witnessed the prospective employee engaging with
children discuss all applicants and arrive at a majority decision, but preferably a consensus
decision on the successful applicant.
Management checks at least 2 referees of the preferred and second choice applicant, asking
specific and documenting the referee reports.
The successful applicant is contacted and offered the position, conditional of their successful
Working with Children check.
Consideration is given to a second choice for the position in the event that the preferred
applicant declines the position.
The successful applicant will receive a letter of offer, employment contract including the job
description, tax file declaration and staff handbook for them to read, sign and return prior to
commencing employment.
An induction is organised at a mutually convenient for the Preschool Director and the successful
applicant and is completed prior to the first shift working with children.
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4.9

5.0
5.1
5.2

5.3

5.4

6.0
6.1

Unsuccessful Applicants are advised in writing. However, this process is not undertaken until the
chosen applicant has accepted the position. As a professional courtesy, this is done in a timely
manner following the interview.
Consideration is given to providing feedback to unsuccessful applicant/s, should they request
this.
Probationary period of employment
A probationary period of 3 months is given to all new employees to assess their suitability for the
role and the Preschool.
During probation the employee will engage in fortnightly probationary period reviews to provide
support and opportunities to fix any problems or concerns on either side. All reviews are
documented and kept in the employees file.
As soon as the probationary period is over, the employee is informed if they have successfully
passed or not. If they are unsuccessful, there is the option to extend their probationary period or
end their employment.
If an employee’s employment had been terminated, they are entitled to:
- receive notice when employment ends
- have their unused accumulated annual leave hours paid out.
Training
Educators will be provided training in the following areas
- Identifying, assessing and minimising risks
- The Preschool’s policies and procedures (including the organisation’s code of conduct)
- Handling a disclosure or suspicion of harm, including reporting guidelines.
Training can be formal such as:
- higher education training and accreditation
- training offered by external organisations
- training developed and delivered internally, and
- On-the-job training meeting key objectives.
Training can also be informal such as:
- Inviting police officers or Child Safety educators to meetings to discuss issues in relation
to child protection
- Inviting other professionals to speak at meetings or functions, and Internal mentoring
and coaching.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
regulations 125–128 Educational qualifications for educators
129–135 Requirements for educators who are early childhood teachers
136 First aid qualifications
National Quality Standard 4 – Staffing Arrangements

Review
Date Published – 15/07/2020
Revision Date Due – 17/10/2022

●●● Rostering Staff
POLICY
Sustainable Play Preschool aims to ensure staffing requirements are adhered to within the National Regulations. To
provide a roster that reflects the importance of educator continuity of care for children. To ensure educators
working directly with children have a current and up to date staffing record.

PROCEDURE
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1.0
1.1
1.2
1.3
1.4

2.0
2.1
2.2

3.0
3.1
3.2

3.3
3.4

Staff Roster
The staff roster is carefully planned so children are provided with continuity of care, it is inclusive of
hours to be worked by employees and indicates all planned non-contact time.
The Preschool Director will review the staffing roster annually or as required, to ensure it facilitates
the philosophy, the needs of the children and the staff
Annual and sick leave may affect the staff roster, when possible, these changes will be shared with
staff and families in advance.
Staff non-contact time may be adjusted when necessary and we ask that all staff are flexible in the
unforeseen event that this may occur.
Staff Induction
New employees meet with the Preschool Director on their first day of employment for an induction.
This ensures everyone knows service policy and procedure and their way around the service.
On an ongoing basis new educators, co- coordinators and staff members are supported by other team
members to ensure their success
Regulation Requirements
The 1 educator to 10 children ratio and qualification requirements are always maintained, including
during non-contact times.
Each day at least 50% of our educators have or are actively working towards a diploma level early
education and care qualification or higher. All other educators have or are actively working towards a
certificate III level education and care qualification.
At least one staff member who holds a current approved first aid certificate, anaphylaxis and
emergency asthma management training is always on the premises.
There is a designated, in writing, a suitably qualified and experienced educator, co-ordinator or other
individual as educational leader at the service to lead the development and implementation of
educational curriculums at the preschool

3.5

In the absence of the nominated supervisor a person is placed in day-to-day charge by the
approved provider or a nominated supervisor of the Preschool, these individuals have
consented to the placement in writing.

3.6
3.7

An early childhood teacher (ECT) is employed at a full time basis.
If an ECT is absent from the service, we endeavor to replace them with another ECT, when this is not
possible, they will be replaced by a person who holds a qualification in primary teaching or a diploma
trained educator. (record is kept of unavailable contacted ECT’s.)
Any educator who is under 18 years of age will be supervised and never left to work alone

3.8

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
regulations 125–128 Educational qualifications for educators
129–135 Requirements for educators who are early childhood teachers
136 First aid qualifications
117A Placing a person in day-to-day charge
118 Educational leader
National Quality Standard 4 – Staffing Arrangements

●●● Staff Leave Entitlements
PURPOSE
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Review
Date Published – 22/07/2020
Revision Date Due – 24/10/2022

To ensure leave applications are processed accurately, in a timely manner, and in accordance with Fairwork and
Award Entitlements.

POLICY
Sustainable Play Preschool recognises the need for employee rest and relaxation not only for their physical
health, but also for their mental health and wellbeing. We endeavour to accommodate the leave desires of all
employees while continuing to provide continuity of care for children.

PROCEDURE
1.0

Annual Leave
1.1

Permanent employees are entitled to four weeks paid annual leave for each year of
employment, including paid leave loading as outlined in the relevant award.

1.2

Up to two weeks is required to be taken during the Christmas and New Year period during
the preschool closure period.
An employee without sufficient accrued leave to maintain their ordinary rate of pay during
the closure period will be required to take leave without pay.

1.3

Annual leave application and approval
• Annual leave requests, where possible, are to be submitted a minimum of four
weeks in advance of the annual leave being provided.
• No more than two educators will be approved for leave at the same time.
• Two permanent educators from the same room will not be approved leave at
the same time.
• Leave will be approved on a first applied, first approved basis

1.4

Annual leave can be carried on from one year to the next, but must not accumulate to
more than six weeks.

1.5

An employee has an excessive leave accrual if the employee has accrued more than eight
weeks paid annual leave.
If an employee has an excessive leave accrual, the employer or the employee may seek to
confer with the other and genuinely try to reach agreement on how to reduce or eliminate
the excessive leave accrual.

2.0

3.0

Sick and Carer’s Leave
2.1

Permanent employees are entitled to ten days paid sick leave for each year of
employment, as outlined in the relevant award.

2.2

Sick employees are required to call and inform the Preschool Director as soon as it’s
known they are sick.
If calling the morning of a rostered shift the employee must call between 6:00am and
6:30am for a 7:30am shift start time and by 7:00am for any other rostered shift that day.

2.3

An employee may have to take time off to care for an immediate family or household
member who is sick or injured or help during a family emergency. This is known as carer's
leave but it comes out of the employee's personal leave balance.

Compassionate Leave
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3.1

All full-time and part-time employees are entitled to two days paid compassionate leave
each time an immediate family or household member dies or suffers a life-threatening
illness or injury.
The compassionate leave can be taken as:
• A single continuous two day period, or
• Two separate periods of one day each, or
• Any separate periods the employee and employer agree upon
Full-time and part-time employees are paid at their base pay rate for the ordinary hours
they would have worked during the leave.

3.2

An employee taking compassionate leave must give their employer notice as soon as they
can. The employee must tell the employer of the period, or expected period of the leave.

3.3

An employer can request evidence regarding the reason for compassionate leave (eg. a
death or funeral notice or statutory declaration). This request for evidence must be
reasonable. If the employee doesn't provide the requested notice or evidence they may
not receive compassionate leave.

4.0

Unpaid Family and Domestic Violence Leave
4.1

5.0

All employees (including part-time and casual employees) are entitled to 5 days unpaid
family and domestic violence leave each year.
Community Service Leave

5.1

All employees (including part-time and casual employees) can take community service
leave for certain activities such as:
• Voluntary emergency management activities
• Jury duty (including attendance for jury selection)

5.2

Full-time and part-time employees have to be paid 'make-up pay' for the first ten days of
jury selection and jury duty. Make-up pay is the difference between any jury duty payment
the employee receives (excluding any expense-related allowances) from the court, and the
employee's base pay rate for the ordinary hours they would have worked.

5.3

Before paying make-up pay, an employer may request evidence from the employee to
show:
• That the employee has taken all necessary steps to obtain jury duty pay
• The total amount of jury duty pay that has been paid or will be payable to the
employee for the period
• If the employee can't provide evidence, they won't be entitled to make-up pay

6.0

Long Service Leave
6.1

Long service leave applies to most NSW employees who are full-time, part-time or casuals.
• If you have been working for the same employer for ten years you are entitled to
two months (8.67 weeks) paid leave, to be paid at your ordinary gross weekly wage
under the NSW Long Service Leave Act 1955 (The Act).

6.2

The Act also provides for a pro-rata entitlement after five years, if the employee resigns as
a result of:
• Illness,
• Incapacity
• Domestic or other pressing necessity.
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If an employee resigns for one of the above reasons they need to advise the employer in
writing at the time of giving notice.
6.3

The Act also provides for a pro-rata entitlement after five years if an employee’s services
have been terminated by the employer for any reason other than serious and wilful
misconduct, or if the employee dies.

6.4

If an employee ceases employment before 5 years of service, there is no entitlement for
long service leave.

7.0

Parental Leave
7.1

Employees can take parental leave if they:
• Have worked for their employer for at least twelve months:
• Before the date or expected date of birth if the employee is pregnant
• Before the date of the adoption, or
• When the leave starts (if the leave is taken after another person cares for the child
or takes parental leave)
• Have or will have responsibility for the care of a child

7.2

Upon receiving confirmation of pregnancy, the employee is asked to inform the Preschool
Director

7.3

Any employee whose spouse/partner is pregnant and intends to be the primary caregiver,
must provide a statutory declaration.

7.4

At least ten weeks prior to planned commencement of leave, the employee is to:
• Notify in writing their intended leave of absence, expected date of delivery and
expected return date
• Provide a medical certificate for confirmation

7.5

Employees are entitled to up to twelve months of unpaid parental leave, plus an additional
twelve months if they request it.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
National Quality Standard 4 – Staffing Arrangements

Review
Date Published – 22/07/2020
Revision Date Due – 20/06/2022

●●● Responsible Person
POLICY
The policy has been established to ensure that a Responsible Person is on duty on the premises at all times and that
written procedures outline the process of determining who the Responsible Person will be at any given time during
the day.
A Centre-based education and care service must have at least one of the following people present at the service at
all times.
• the approved provider
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• the nominated supervisor
• a responsible person
The Licensee of the Service, the Nominated Supervisor are responsible for ensuring a Responsible Person is on duty
while children are being educated and cared for by the service

PROCEDURE
Both the Nominated Supervisor and Responsible person must:
• Be at least 18 years of age
• Have adequate knowledge and understanding of the provision of education and
care to children
• Have an ability to effectively supervise and manage an education and care service
Before appointing a responsible person, one much consider
• The person’s history of compliance with the National Law and other relevant laws
• Any decision under the Law to refuse, suspend, refuse to renew, or cancel a licence,
approval, registration, certification or other authorisation granted to the person
under the National Law and other relevant laws

1.0

At no time does the Service operate without a Nominated Supervisor, and that this person
has accepted the role and given written consent
1.1

The name of the Nominated Supervisor is displayed prominently at the service

1.2

All information about the Nominated Supervisor, including name, address, date of birth,
evidence of qualifications and approved training, and a Working with Children Check is
kept on file at the Service

1.3

The Regulatory Authority will be notified in writing if there is a change of person in the role
of Nominated Supervisor.
Responsible person in day-to-day charge
• Is a person who is physically at the service and has the role of Nominated Supervisor
or has been appointed as a person in day-to-day charge.
• Has given written consented to be placed in day to day charge of the service
• Does not take on the responsibilities of the Nominated Supervisor rather they
ensure the consistency and continuity in practices.
Being in day-to-day charge of a service does not place any additional legal
responsibilities on a person under the National Law. The responsibilities relevant to
educators under the National Law continue to apply.

2.0

2.1

The name and position of the Responsible Person in charge of the service is displayed and
easily visible from the main entrance of the service

2.2

The responsible person on duty will replace the Nominated Supervisor in their absence

2.3

The responsible person will be determined by the shift they are on and if the Nominated
Supervisor is present
There must be a Responsible Person on the premises and signed in at all times the service
is delivering education and care programs for children

3.0

3.1

All responsible persons are aware they are required to sign on and off, of their duty of
responsible person in day-to-day charge
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Records of the signing ‘on and off’ are maintained and kept at the service

3.2

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
National Quality Standard 7 – Governance and Leadership
Staff sign in and out record
Responsible person consent form
Nominated supervisor consent form

Review
Date Published – 02/10/2020
Revision Date Due – 31/10/2022

●●●Students and Volunteers
POLICY
Sustainable Play Preschool encourages students and volunteer participation. They have a lot to offer us and we, in
turn, have a lot to offer them. This policy guides students, volunteers and educator to take full advantage of the skills
they bring, within strict guidelines
• Educators and staff abide by regulatory protocol when visitors are in the service.
• Promote a positive role for students and volunteers within the preschool.
• Encourage a wide range of family participation within the preschool.
• Utilise the range of experiences, skills and interests which can be provided by the families and community groups.
• Provide support and clear guidelines for the operation of the student and volunteer program.
• Provide recognition of the contribution made by the student and volunteer group.

PROCEDURE
All visitors are required to sign in and out

1.0
1.1

All visitors must be monitored and never left alone with children.

2.0

The Approved Provider, Nominated Supervisor or Responsible person in day-to-day charge will:
• Maintain a Visitor’s Book and request all visitors to sign in to the service.
• Ensure educators and staff members understand the regulatory and ethical guidelines relating to
visitors to the Preschool and will provide an induction protocol for all staff to use with all visitors.
• Keep a record of all volunteers and students who spend time in the service.
The record will include; full name, address, date of birth, date and hours that each volunteer or
student participates in the program
• Be aware of protocols supplied by universities, TAFEs or other agencies in relation to participating
students.

3.0

Educators and staff will:
• Welcome visitors to the service and seek information on their reason for coming.
• Direct visitors appropriately, have them sign into the Visitor Book and make the Nominated
Supervisor or responsible person aware of a visitor at the service
• Welcome families to visit and participate at any time
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4.0

Families will:
• Be aware of who they are providing access to the service for when they enter themselves and are
requested to be aware of unknown visitors and direct them accordingly

5.0

Volunteers come from a wide range of backgrounds and bring with them a wonderful array of
experiences, skills and interests. Their participation has much to offer Sustainable Play Preschool and
themselves.
5.1

Volunteers have the right to:
• Protection (a safe environment)
• Be listened to
• Decide when and how long to be available
• Supervision and instruction
• A real piece of work or task
• Promotion and variety
• Negotiate the job, times and days
• Know what the job is before starting
• Have the right tools for the job
• Contribute to the decision making process

5.2

Volunteers have the responsibility to;
• Be conscientious
• Be punctual
• Be responsible for what they have agreed to do
• Be reliable
• Let the Preschool Director know if they are unable to work
• Maintain confidentiality
• Support other volunteers
• Be a team member
• Seek support when needed
• Know their own limitations (time, money, physical needs, family and friendships)
Students gain valuable experience in early childhood settings.
We accept students from High schools on work experience, Colleges studying Certificate 3’s and
Diploma’s, Universities doing degrees.

6.0

6.3

The Preschool Director will:
• Arrange time for the student to visit the Preschool for a pre placement visit, during this visit the
following will be arranged.
• A student supervisor will be allocated
• Give the student times/hours and dates of the placement
• Give the student a student/volunteer handbook
• Take the student on a tour of the Preschool
• Introduce the student to educators
• On their first day, the Preschool Director will introduce the students, volunteers and work
experience persons, to student supervisor.

6.4

Educators will:
• Communicate with the Student, volunteers and work experience people and discuss progress of
their written work and performance.
• Maintain open communication with students, volunteers and work experience people along with
their practicum teachers.
• Support all students, volunteers and individuals undertaking work experience needs during their
placement.
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• Pass relevant skills and knowledge onto each student, volunteers and work experience people.
• Ensure all other educators are provided with relevant feedback about tasks that the student is
required to complete in the Preschool as part of their practicum.
• Discuss any issues raised by the student with the Student Supervisor.
7.0

Students and Volunteers will:
• Under no circumstances, will a student or volunteer be left solely in charge of a child or group of
children
• Be expected to follow the same code of conduct as permanent staff members
• Learn about the children through observation and practical experience
• Develop skills and abilities needed to care for and educate children
• Inform the student supervisor of all written work they are required to do and provide them with the
time sheets and evaluation forms.
• Learn about working as part of a team in the Early Childhood Profession
• Sign and abide by the Confidentiality Policy
• Inform the Student Supervisor, in writing of what will be expected of them by their training body,
University or School, or any other training organisation.
• Be required to do different shifts during their time, so as to gain knowledge of each different aspect
of the Centre’s day.
• Bring in a photo and a short statement addressing their name, time they will be at the Preschool.
What it is they are studying
• Discuss any problems they may be experiencing with the Student Supervisor.

8.0

Student and Volunteer Orientation
Prior to work students and volunteers receive an orientation which includes;
Introduction to staff Tour of building Location of Attendance record.
Location of place to keep personal possessions, e.g. bag Location of adult toilet facilities
Explanation/training for job, including any Work Health and Safety issues.
Location of materials required to complete tasks.
All Students and Volunteers receive a handbook, a copy of this policy and a student and volunteer
record form which is required to be filled out prior to commencement.
9.0

Fail Procedure
If the Room Leaders or Student Supervisor feel that the student is at risk of failing their practicum, the
following steps are to be taken
• The Student Supervisor is to discuss these issues with the Student.
• The Student Supervisor is to arrange with the students teacher/supervisor to visit the Preschool and
discuss those issues that have arisen.
• The education institution of the student will ultimately determine the outcome of the practicum.

10.0

Termination of student’s placement will occur if:
• The student harms a child.
• The student is under the influence of drugs or alcohol.
• The student is observed using repeated inappropriate behaviour at the Preschool.
• The student does not comply with all policies and procedures addressed in the student and
volunteer handbook

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
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Related Documents
National Quality Standard 4 – Staffing arrangements
Student and volunteer handbook
Student and volunteer record

Review
Date Published – 02/10/2020
Revision Date Due – 07/11/2022

●●● Ceasing Employment
POLICY
To ensure employee resignation and termination is managed and compliant with the provisions of relevant
legislation and workplace agreements.
The preschool will comply with the processes required by Industrial Law and the relevant award.

PROCEDURE
1.0
1.1
1.2

2.0
2.1
2.2

3.0
3.1
3.2

3.3

4.0
4.1

4.2

Resignation
An employee is required to submit a resignation in writing addressed to The Preschool
Director
Notice for resigning is as follows
• 1 Year – 1 week
• 1 year - 3 years - 2 weeks
• 3 years - 5 years - 3 weeks
• 5 years - 4 weeks
Annual Performance Appraisal
All staff members will participate in an Annual Performance Appraisal with the preschool
director to receive feedback on performance and set goals.
A 6 monthly meeting is held to review progress, receive feedback and recognise for
achievements
Performance Improvement
If an employee is not meeting the standard of work required by Sustainable Play
Preschool, they will be placed under a Performance Improvement Plan
Employees on Performance Improvement Plans are required to meet with the Preschool
Director every 2 weeks over a 3-month period to find solutions, provide feedback and
discuss progress
If the standard of work remains below the expectations set out in Sustainable Play
Preschool’s code of conduct, policies, and procedures, then termination of employment
may occur.
Termination
Termination of employment is not considered lightly. Should it become necessary to
dismiss a worker, the appropriate processes required by Industrial Law and the relevant
award will be applied.
Any Educator may have their employment terminated instantly for serious breaches of
policy such as foul language, violence towards the children, abusive behaviour towards the
children or excessive aggression towards another educator or parent
These occurrences must and will be reported to the Ombudsman.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
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Related Documents
Regulation 168(2)(i) Education and care services must have policies and procedures in relation to staffing
National Quality Standard 4 – Staffing Arrangements
Annual Performance Appraisal

Review
Date Published – 27/07/2020
Revision Date – 11/04/2022

NQS2 Relationships with Children
PURPOSE
To ensure that all employees of Sustainable Play Preschool establish and maintain positive and reciprocal
relationships with children. To acknowledge that relationships with children are key in supporting children to fully
participate in the educational curriculum.

POLICY
At Sustainable Play Preschool we believe that it is our relationships with children that provide a positive over all
experience for all. Positive relationships between educators and children provide children with the confidence and
support to meaningfully engage, learn and develop while in the preschool environment.
"Children thrive when families and educators work together in partnership to support young children's learning."
EYLF (DEEWR 2009 p.9)
Relationships in the early years provide key cognitive stimulation to support early brain development. When
educators providing personalised, responsive and interactive experiences with children, they support early brain
development through stimulating learning and memory circuits.

STANDARDS, LAWS AND REGULATIONS
This Sustainable Play Preschool policy related sub-policies relates to the National Quality Standard’s Quality Area 5:
Relationships with Children
QA5
5.1

5.1.1

5.1.2
5.2
5.2.1
5.2.2

Relationships with Children
Relationships
Respectful and equitable relationships are maintained with each child.
between educators
and children
Positive educator to Responsive and meaningful interactions build trusting relationships which engage
child interactions
and support each child to feel secure, confident and included.
Dignity and rights of
the child
Relationships
between children
Collaborative
learning
Self-regulation

The dignity and rights of every child are maintained.
Each child is supported to build and maintain sensitive and responsive
relationships.
Children are supported to collaborate, learn from and help each other.
Each child is supported to regulate their own behaviour, respond appropriately to
the behaviour of others and communicate effectively to resolve conflicts.

This Sustainable Play Preschool policy and related sub-policies relates to the following sections of the Education and
Care Services National Law and Regulations:
●●●section 166

Offence to use inappropriate discipline

●●●regulation 155

Interactions with children

●●●regulation 156

Relationships in groups
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●●●regulation 73

Educational program

●●●regulation 74

Documenting of child assessments or evaluations for delivery of educational program

●●●regulation 168(2)(j) Policies and procedures are required in relation to interactions with children, including the
matters set out in regulations 155 and 156

Related Policies and Documents
• Behaviour Guidance
• Respect for children
• Child Interaction

Review
Date Published – 19/08/2020
Revision Date Due – 14/11/2022

●●● Behaviour Guidance
POLICY
Sustainable Play Preschool aims to create positive relationships with children, making them feel safe, secure and
supported at preschool. Relationships between educators and children can have an impact on other relationships
and can dictate the mood of the group, or the preschool as a whole. We ensure children are treated with respect,
consistency, fairness and equitability, as they are supported to develop the skills and knowledge required to behave
in a socially and culturally acceptable manner.
Children learn to face a variety of challenges throughout their lives. At Sustainable Play Preschool we endeavor to
teach children the skills required to regulate their own behaviour and as well as skills which can be applied in
different social and emotional environments including interaction with both peers and adults.

PROCEDURE
1.0
1.1
1.2
1.3
1.4
1.5

1.6
1.7
1.8

1.9

2.0
2.1
2.2

Creating a positive and supportive learning environment
Establish positive relationships with all children
Role model appropriate behaviour and language, encouraging children to socialise with
other children
Provide positive guidance and feedback, focus on children’s strengths and achievements
and build on their abilities
Be understanding and supportive; acknowledge children’s emotions
Encourage and assist children to make decisions for themselves and provide opportunities
for
independence and self-regulation
Engage in play at the children’s level and be available when needed
Discuss guidelines, rules, limits and what is fair with children, and use their contributions in
setting limits and guidelines
Implement clear and reasonable limits so that children know what is expected of them and
follow
through to help them abide by these limits
Provide engaging and fresh learning environments, be sure to encourage and support
children to reset areas when they have finished engaging. Messy areas can overstimulate.
Developing emotional resilience
Provide children with lesson plans about emotion resilience, self-control and emotion
recognition
Provide resources and areas for children to engage quietly or escape from vigorous play
when required
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2.3

3.0
3.1
3.2

3.3
3.4

3.5

4.0
4.1
4.2
4.3

Guide children’s behaviour, teaching them how to be considerate of others and to think
about the effects of their actions on others.
Managing challenging behaviours
Maintain open lines of communication with families regarding their child’s behaviour
In the instance of adverse behaviour being persistently observed, Educators will evaluate
their program, the environment, supervision etc. to reflect on triggers and sources causing
the behaviour
Collaborate with families to establish strategies to support behaviour management
Document on an individual support plan and communicate with all educators to ensure
consistency.
Implement a regular routine in order to support children’s positive behaviour. Routines
help to
provide a sense of security so children feel settled.
Consult Early Intervention Professionals with parental permission and implement program
directives from Early Intervention. These strategies will be continually evaluated by
educators, the preschool director, and parents.
Management Responsibilities
Provide mentoring and support for educators to enhance their skills and knowledge in
guiding children’s behaviour
Support educators and families in their collaboration and development of support plans
Access external support when required.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
regulation - 155 Interactions with children
168(2)(j) Policies and procedures are
required in relation to interactions with children, including
the matters set out in regulations 155 and 156
National Quality Standard 5 – Relationships with Children

Forms;
Individual support plan

Review
Date Published – 19/08/2020
Revision Date Due – 04/04/2022

●●● Respect for Children
POLICY
Educators respect children at all times by;
• Using a positive, non-threatening tone and approach when dealing and interacting with children in all situations
• Gauging how children are feeling and respond appropriately
• Never forcing a child to do something against their wishes, for example, rest, eat or participate in group time
• Role modelling respect for children in everyday dealings
• Inspiring, encouraging and accepting each child for who they are
• Allowing children the time and space to tell others when something special has happened in their life, such as new
baby, moving house etc..
• Being discrete when guiding children’s behaviour
• Avoiding embarrassing children
• Honoring each child’s personal space.
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• Honoring children’s modesty, and considering privacy when changing clothes, or toileting.
• Being mindful of privacy and obtaining permission from children regarding taking their photos, recording their
conversations, displaying their art and using samples of their work in documentation
• Showing consideration in finding a private space to talk to families about their children.
Respect for Diversity and Cultural Competency
Sustainable Play Preschool acknowledges that the concept of diversity encompasses many things, such as: Family
make up, Gender, Physical appearance, Life experiences, Intelligences, Education, Learning styles, Sexual orientation,
Ability Values, Preferences, Strengths & attributes, Parenting styles, Culture, Ethnicity, Religion, Lifestyle, Socioeconomic status and much more
Cultural competence is not just about how we accept and respond to the cultures of others, it is acknowledging that
our own culture affects our personal perspectives, biases, actions and reactions and recognising that there are
multiple ways of knowing the world.
Everyone has a right to feel respected, valued and included and at Sustainable Play Preschool we endeavor to do all
we can to achieve this.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
National Quality Standard 5 – Relationships with Children

Review
Date Published – 19/08/2020
Revision Date Due – 21/11/2022

●●● Child Interaction
POLICY
At Sustainable Play Preschool, interactions between educators and children are genuine, positive, and responsive
and based on respect, fairness, acceptance, co-operation and empathy.
The way in which educators relate and interact with children and to other people is an important source of
information for how children should communicate and interact with others. Educators relate to children in a positive
way, responding to the individual needs of each child and enabling them to develop the ability to relate in a similar
way to others.
Educators actively teach children and provide opportunities to develop and practice effective communication skills
that build on their existing and emerging social and interactive communication skills.
At Sustainable Play Preschool we establish trusting relationships with the children and at the same time we are able
to be positive role models by communicating, interacting and socialising with the children in our care.

PROCEDURE
1.0

Physical Interactions with children
1.1

Remain at the level of children, actively interact with children and respectfully respond to their
comments, questions and requests for assistance as well as their projects and play
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1.2

2.0

Children 3 years of older are big enough to present an OH&S issue if they were to be lifted. It is not
appropriate to carry children 3 years old or over.
Staff to Child Interactions

2.1

Throughout the day each child will have the opportunity to engage in unhurried individual interaction
and conversation with their educator that are meaningful, and which support the acquisition of skills
for life and learning

2.2

Educators will ensure routines such as mealtimes, toileting, nappy change and rest times are relaxed,
unhurried and are used for positive interactions with individual children

2.3

Educator’s interactions with each child are warm and responsive in order to support the development
of trusting relationships

2.4

Educator will support each child to work with, learn from, and help others through collaborative
learning opportunities

2.5

Educators will provide support to children in regulating their own behaviour, responding
appropriately to the behaviour of others and communicating effectively to resolve conflicts

2.6

Educators will ensure that they respond to the children they are educating and caring for in a fair and
consistent way

2.7

The dignity and rights of every child will be maintained at all times.

3.0

Child to Child Interactions
3.1

Educators encourage and guide children to:
• Verbalise feelings and ideas
• Listen to other children
• Show respect for others
• Develop good social skills
• Accept different cultures, races and religions
• Be co-operative
• Have good relationships with each other
• Share experiences

• Show acceptance of routines
• Seek help when frustrated
• Interact with other children
• Be relaxed and happy with each other
• Contribute to and participate in activities
• Respond to positive discipline practice
• Feel comfortable with themselves
• Respect other children’s space and privacy

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
Regulation 155
Interactions with children
156
Relationships in groups
National Quality Standards 5 – Relationships with Children
Supporting Participation and Inclusion
Educational Planning and Documentation

Review
Date Published – 19/08/2020
Revision Date Due – 18/04/2022

NQS6 Collaborative Partnerships with Families
PURPOSE
To acknowledge that partnerships with communities and families play a crucial role in children achieving learning
outcomes.
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POLICY
Sustainable Play Preschool recognise that children’s first and most influential teachers are the families to which they
belong. Children also belong in their cultural group, their neighbourhood and the wider community, educators play
an important role in connecting with these groups to promote a sense of belonging for every child at Sustainable
Play Preschool.
Educators endeavour to create welcoming environments where all children and families are respected, families are
encouraged to collaborate with educators about curriculum decisions to ensure meaningful and engaging learning
experiences are provided.

STANDARDS, LAWS AND REGULATIONS
This Sustainable Play Preschool policy, related sub-policies relates to the National Quality Standard’s Quality Area 6:
Collaborative Partnerships with Communities and Families

QA6
6.1

6.1.1
6.1.2
6.1.3
6.2
6.2.1
6.2.2
6.2.3

Collaborative Partnerships with Communities and Families
Supportive
Respectful relationships with families are developed and maintained and families are
relationships
supported in their parenting role.
with families
Engagement
Families are supported from enrolment to be involved in the service and contribute to
with the service
service decisions
Parent views are The expertise, culture, values and beliefs of families are respected and families share
respected
in decision-making about their child’s learning and wellbeing.
Families are
Current information is available to families about the service and relevant community
supported
services and resources to support parenting and family wellbeing.
Collaborative
Collaborative partnerships enhance children’s inclusion, learning and wellbeing.
partnerships
Transitions
Continuity of learning and transitions for each child are supported by sharing
information and clarifying responsibilities.
Access and
Effective partnerships support children's access, inclusion and participation in the
participation
program.
Community
The service builds relationships and engages with its community.
engagement

This Sustainable Play Preschool policy related sub-policies relates to the following sections of the Education and Care
Services National Law and Regulations:
●●●section 168

Offence relating to required programs

●●●section 175

Offence relating to requirement to keep enrolment and other documents

●●●regulation 31

Condition on service approval—quality improvement plan

●●●regulation 73

Educational program

●●●regulation 76

Information about educational program to be given to parents

●●●regulation 111

Administrative space (centre-based services)

●●●regulation 155(e) Interactions with children have regard to the family and cultural values, age, and physical
and intellectual development and abilities of each child
●●●regulation 157

Access for parents
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●●●regulation 160

Child enrolment records to be kept by approved provider and family day care educator

●●●regulation 168(2)(k)
●●●regulation 172

Policies and procedures are required in relation to enrolment and orientation

Notification of change to policies or procedures
Review

Related Policies and Documents
• Family Rights and Responsibilities
• Enrolment and Orientation
• Authorisations
• Priority of access
• Family Feedback
• Transition To School

Date Published – 19/08/2020
Revision Date Due – 28/11/2022

●●● Family Rights and Responsibilities
PURPOSE
To ensure that parents and caregivers are aware of their rights and responsibilities when their children are enrolled
at Sustainable Play Preschool, upon drop off and pick up and when attending Preschool events.

POLICY
Families have the right to;
-

Be respected and listened to by all Sustainable Play Preschool employees and other enrolled families
Be kept updated with any service changes
Feel a sense of belonging to the preschool environment
And are encouraged to have input into the decision makings of the Preschool
Attend all Preschool events within or external to the Preschool premises
Be notified of any changes to policies and procedures
And are encouraged to have input into the Preschools Quality Improvement Plan
Raise any concerns about the Preschool, learning and care services, employees or other families directly with
the Preschool Director

Families have the responsibility to;
1. Manage your own behaviour while at the service
- Conduct yourself in a lawful, safe and responsible manner that respects the rights of others.
- Use appropriate language and respectful volumes of speech for the given situation. (e.g. quiet during
children’s story time)
- The following behaviour towards any person (adult and child alike) are unacceptable: all forms of bullying,
harassment, abuse, discrimination, actions that put another person at risk of harm, or threats of any kind.
All unlawful actions will be reported to the appropriate authorities.
2. Meet legal requirements of the service
- Respect the confidentiality of sensitive information and photographs relating to the Centre, other families,
children, and staff, at all times including on social media.
- Sign your child in and out on their enrolled days, including days your child was absent
- Ensure a suitably fit, authorised nominee collects your child from Preschool within operating hours and
inform the service if alternative arrangements are made prior to collection
- Participate in emergency procedures as directed by Sustainable Play Preschool employees
- Immediately notify the Centre Manager of any changes to your child's:
• personal details
• emergency contact information or authorised nominees
• enrolment changes
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-

• health, medication or dietary requirements
Do not smoke, consume or bring alcohol, illegal drugs or other dangerous goods to the Preschool at any
time
Read and understand the Sustainable Play Preschool Family Handbook and Enrolment Form and comply
with service policies and procedures.

3. Make Preschool a pleasant place for everyone
- Share relevant information with educators to support the wellbeing, learning and development of your
children
- Respect the property of Sustainable Play Preschool, of children, families and employees
- Pay fees on time in accordance with the payment terms and conditions outlined in the Enrolment Form
and Fee’s and Debt Management policy and procedure

IMPLIMENTING THIS POLICY
Sustainable Play Preschool will work with families to resolve any issues that may arise
Families will be reminded that they have agreed to comply with these responsibilities when they signed their child’s
Enrolment Form.
Any breaches of these responsibilities provide Sustainable Play Preschool with reasonable grounds to exclude an
individual adult from attending the service. If an adult is not permitted to attend the Preschool, the child’s
enrolment will not be affected but families may be required to make arrangements for the safe delivery and
collection of their child to Preschool by another person.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Families.
Related Documents
National Quality Standard 6- Collaborative Partnerships with
Families and Communities
Policies and procedures;
Enrolment and Orientation
Fee’s and Debt Management
Authorisations
Family Feedback

Review
Date Published – 16/09/2020
Revision Date Due – 05/12/2022

●●● Enrolment and Orientation
PURPOSE
To ensure that when families are enrolling their child/children into Preschool, they are treated fairly and equitably,
and the Preschool service has the knowledge required to provide high quality Education and Care to every child.

POLICY
Sustainable Play Preschool provides an efficient child enrolment an orientation procedure for families and Educators
to follow and will provide processes including procedures for recording and storing these documents and
information that protects the confidentiality of families accessing early education and care at the Preschool Service.

PROCEDURE
1.0

Sustainable Play Preschool will use every endeavour to:
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1.1

Ensure that all children are enrolled and provided with ample opportunities to attend orientation
days, prior to commencing education and care.
Provide information to families regarding the Australian Government’s Priority of Access and
Child Care Subsidy for fees.
ensure an enrolment form is fully completed for each child prior to commencing education and care.
Ensure each child’s enrolment form contains all information required by the national laws and
regulations.

1.2
1.3
1.4

The Preschool Director will:
Conduct a Preschool tour with each family to ensure the service is the right fit for them, prior to
offering an enrolment position
Organise and encourage attendance of child orientation days at a mutually suitable time for the
family and the service, orientation’s are part of the enrolment process and are to be completed prior
to the child commencing education and care.
Provide opportunities for families to update enrolment details each year, reminding them that it is
their responsibility to notify the service of changes in family circumstances or other details listed on
the enrolment form.
Provide families with a fee schedule and ensure they are aware that their Child Care Subsity cannot be
paid before their child attends or after enrolment has ceased.
The Preschool Admin will ensure all families are provided with regular fee statements.

2.0
2.1
2.2

2.3

2.4

The Preschool service will ensure all child enrolment records are kept until the end of 3 years after the
child’s last day of attendance.

3.0

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
National Quality Standard 6 – Collaborative Partnerships with Families and Communities
Enrolment Form

Review
Date Published – 25/09/2020
Revision Date Due – 12/12/2022

●●● Authorisations
POLICY
Sustainable Play Preschool will ensure that all employees are informed of the appropriate authorisation for
actions, for example: the giving of medications, transportation of the child by an ambulance, collection of children
from care, permissions for excursions, and if requested, to provide access to personal records.

PROCEDURE
Sustainable Play Preschool will make every endeavour to ensure that:

1.0
1.1

Documentation providing authorisations contains:
a) the name of the child enrolled in the service
b) date of the authorisation
c) signature of the child’s parent/guardian, or nominated authorised person who is on the
enrolment form
d) the original or a copy of the form or letter is provided to the service
e) in exceptional circumstances the parent can give a verbal authorisation to the service
for another person but must complete the paperwork as soon as possible.
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When a verbal permission is given, educators need to see identification documents before
placing the child in that person’s care.
1.2

These nominees are used in conjunction with their authorisations on the child’s enrolment
form or as otherwise authorised by the parent and/or caregiver.

1.3

These authorisations will be on the enrolment record or other suitable format kept by the
preschool service.

1.4

Sustainable Play Preschool and its Educators will refuse the authorisation if written or
verbal authorisations do not comply with 1.1 above.

1.5

Sustainable Play Preschool and its Educators will waive compliance where a child requires
emergency medical treatment, including conditions such as anaphylaxis or asthma. The
Preschool service and its Educators can administer medication without authorisation in
these cases, provided it is noted on medical plans and that parents are contacted as soon
as practicable after the medication has been administered.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
Regulations - 93(3) Administration of medication
94(2) Exception to authorisation requirement—anaphylaxis or asthma emergency
161(2) Authorisations to be kept in enrolment record
National Quality Standard 6- Collaborative partnerships with Families and Communities
Policies and procedures;
Enrolment form

Review
Date Published – 25/09/2020
Revision Date Due –28/03/2022

●●● Priority of access
POLICY
When there is a waitlist Sustainable Play Preschool will follow the Australian Governments Priority of Access
Guidelines to ensure the system is fair when a number of parents are applying for a limited number of vacant places,
or if the service is full and a Priority 1 or 2 child requires our services

PROCEDURE
•
•

1.0

•
1.1

Priority 1: a child at risk of serious abuse or neglect
Priority 2: a child of a single parent or parents who satisfy the work/training/study
test under Section 14 of the 'A New Tax System (Family Assistance) Act 1999'
Priority 3: any other child

Within these main categories, priority should also be given to the following children:
• children in Aboriginal and Torres Strait Islander families
• children in families which include a disabled person
• children in families which include an individual whose adjusted taxable income
does not exceed the lower income threshold of $45,114 for 2017-18, or who or
whose partner is on income support
• children in families from a non-English speaking background
• children in socially isolated families
• children of single parents.
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2.0

Our Preschool service may require a Priority 3 child to vacate a place to make room for a
child in a higher priority group.
We can only do so if the family is:
• notified when their child first entered care that the service follows this policy
• given at least 14 days notice of the need for their child to vacate

Please note that failure to meet these Guidelines is a breach of the conditions of continued approval and may
result in a service being sanctioned under the A New Tax System (Family Assistance) (Administration) Act 1999.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
National Quality Standard 6 – Collaborative Partnerships with Families and Communities
Enrolment Form
Family Handbook

Review
Date Published – 25/09/2020
Revision Date Due – 19/12/2022

●●● Family Feedback
POLICY
At Sustainable Play Preschool we believe that feedback is a gift and provide families with ample opportunities to
provide us with feedback to influence our Quality Improvement Plan and to support continuous improvement.

PROCEDURE
1.0
1.1

Enrolment and Orientation
Once a family has enrolled into our service, they are invited to complete a survey and
provide comment on the enrolment and orientation process.

2.1

Transition
When children transition from one room to the next families are invited to complete a
survey and provide comment on the transition process.

3.1

Exit
When children move on to Kindergarten or unenroll families are invited to complete a
survey and provide comment on their overall experience at the Preschool.

2.0

3.0

4.0
4.1

Service changes
When making changes to the service families are offered the opportunity to provide input,
this includes but is not limited to:
- Policy updates
- Philosophy updates
- Menu planning

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
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Related Documents
National Quality Standard 6 – Collaborative Partnerships with Families and Communities
Enrolment and Orientation
Preschool Philosophy
Quality Improvement Plan

Review
Date Published – 28/09/2020
Revision Date Due – 13/06/2022

●●● Transition to School
POLICY
Starting school is a significant milestone in the life of any child and family. Sustainable Play Preschool supports
continuity of learning and transitions for each child by sharing relevant information, clarifying responsibilities and by
developing strategies that support a positive transition to school.
‘Children can start Kindergarten at the beginning of the school year if they turn 5, on or before 31 July that year.
By law, all children must be in compulsory schooling by their 6th birthday.
When your child starts school is an individual decision. You may wish to discuss this with your child's preschool
teacher, carer, doctor or your local primary school. Teachers are trained to work with your child regardless of
their age or level of development.
Children develop at different rates and learn skills in different ways. Your school will respond to the needs,
learning styles and rates of progress of individual students. Schools also plan learning experiences based on the
skills students bring with them to school.’ - https://education.nsw.gov.au
We are committed to engage children, families, professionals, educators, and community members in the transition
to school process to ensure the implementation of this policy is meaningful, supportive and reflective of best
practice. Transition is viewed as a collaborative and dynamic process occurring over time ensuring a sense of
belonging in all environments.

PROCEDURE
1.0

The Preschool Director will
1.1

2.0

- Establish strategies across our Service to ensure there is continuity of learning when children
transition to school.
- Advocate for 'Ready' by ensuring schools are ready for our children to transition into their
environment.
- Discuss expectations with families for their child as they prepare to transition to school.
- Work in partnership with families to ensure children's transition to school is positive, informed,
and enhances individual development.
- Be flexible and ensure transition programs are tailored to the specific needs of all children in our
Service
- Facilitate relationships and networking with local schools to support children and families with
the transition process and to open lines of communication. The importance of school preparation
through school visits, orientation days and meeting the Kindergarten teachers will be promoted.
Educators will

2.1

- Incorporate transition to school into the daily program by encouraging children to think and talk
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about school by exploring various elements of primary school (This may include uniforms, eating
packed lunches, talking about school and how a school environment is different).
- Talk with children about starting school, respecting any concerns and communicating these to
families.
- Ensure children are active participants in their transition to school.
- Consider family priorities and any concerns about the transition process. Each family's cultural
and linguistic needs will be respected, along with family diversity.
- Develop a program to ensure a smooth transition for children from the education and care
environment to the school environment. The program requires both parent and educator
support for the child
- Discuss children's development, strengths, and competencies for transition to school with
families.
- Support each family's decision about when to send children to school, acknowledging the NSW
Department of Education requirements, as stated in the ‘policy’ section of this document.
- Facilitate each child's development as a capable learner through open ended learning
experiences.
- Complete a ‘Transition to school statement’ and send to relevant school’s in September of each
year and for every child who will attend kindergarten the following year

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
National Quality Standard 6 – Collaborative Partnerships with Families and Communities
Educational Program and Practice
Educational Planning and Documentation
Collaborative partnerships with families
Family feedback
Transition to School Statement

Review
Date Published – 02/10/2020
Revision Date Due – 20/06/2022

NQS7 Governance and Leadership
PURPOSE
To ensure effective leadership is implemented at Sustainable Play Preschool resulting in a positive work and
professional learning environment for all involved.

POLICY
Sustainable Play Preschool has an appointed preschool director, assistant director, educational leader and
administration assistant who work together to create a leadership team.
Sustainable Play Preschool and it’s leadership team utilise a secure digital filing system to ensure confidentiality and
privacy protection of children, families, and all employees. They strive to create a culture of continuous
improvement by working on goals identified in the Quality Improvement plan and by embedding the service’s vision,
mission and philosophy in the daily operations of the Preschool.

STANDARDS, LAWS AND REGULATIONS
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This Sustainable Play Preschool policy and related sub-policies relates to the National Quality Standard’s Quality Area
7: Governance and Leadership

QA7
7.1
7.1.1

7.1.2
7.1.3
7.2
7.2.1
7.2.2
7.2.3

Governance and Leadership
Governance
Governance supports the operation of a quality service.
Service
A statement of philosophy guides all aspects of the service’s operations.
philosophy and
purpose
Management
Systems are in place to manage risk and enable the effective management and
Systems
operation of a quality service.
Roles and
Roles and responsibilities are clearly defined, and understood, and support effective
responsibilities
decision-making and operation of the service.
Leadership
Effective leadership builds and promotes a positive organisational culture and
professional learning community.
Continuous
There is an effective self-assessment and quality improvement process in place.
improvement
Educational
The educational leader is supported and leads the development and implementation
Leadership
of the educational program and assessment and planning cycle.
Development of
Educators, co-ordinators and staff members’ performance is regularly evaluated and
Professionals
individual plans are in place to support learning and development.

This Sustainable Play Preschool policy and related sub-policies relates to the following sections of the Education and
Care Services National Law and Regulations:

●●●section 12

Applicant must be fit and proper person (provider approvals)

●●●section 13
approvals)

Matters to be taken into account in assessing whether fit and proper person (provider

●●●section 21

Reassessment of fitness and propriety (provider approvals

●●●section 56

Notice of addition of nominated supervisor

●●●section 56A

Notice of change of a nominated supervisor’s name or contact details

●●●section 161

Offence to operate education and care service without nominated supervisor

●●●section 161A

Offence for nominated supervisor not to meet prescribed minimum requirements

●●●section 162

Offence to operate education and care service unless responsible person is present

●●●section 162A

Persons in day-to-day charge and nominated supervisors to have child protection training

●●●section 163

Offence relating to appointment or engagement of family day care coordinators

●●●section 164

Offence relating to assistance to family day care educators

●●●section 164A

Offence relating to the education and care of children by family day care service

●●●section 165(2)

Offence to inadequately supervise children

●●●section 166

Offence to use inappropriate discipline

●●●section 167(2)(3)

Offence relating to protection of children from harm and hazards
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●●●section 168(2)

Offence relating to required programs

●●●section 169

Offence relating to staffing arrangements

●●●section 170(3)(4)

Offence relating to unauthorised persons on education and care service premises

●●●section 171
service premises

Offence relating to direction to exclude inappropriate persons from education and care

●●●section 172

Offence to fail to display prescribed information

●●●section 173

Offence to fail to notify certain circumstances to Regulatory Authority

●●●section 174

Offence to fail to notify certain information to Regulatory Authority

●●●section 174A

Family day care educator to notify certain information to approved provider

●●●section 175 Offence relating to requirement to keep enrolment and other documents
●●●section 175(3)

Offence relating to requirement to keep enrolment and other documents

●●●section 188

Offence to engage person to whom prohibition notice applies

●●●regulation 16

Matters relating to criminal history

●●●regulation 31

Condition on service approval—quality improvement plan

●●●regulation 72

Offences in relation to giving false or misleading statements about ratings

●●●regulation 73

Educational program

●●●regulation 77(2)(3) Health, hygiene and safe food practices
●●●regulation 78(2)(3) Food and beverages
●●●regulation 79(2)

Service providing food and beverages

●●●regulation 80(2)(3) Weekly menu
●●●regulation 81(2)(3) Sleep and rest
●●●regulation 82

Tobacco, drug and alcohol-free environment

●●●regulation 83

Staff members and family day care educators not to be affected by alcohol or drugs

●●●regulation 84

Awareness of child protection law

●●●regulation 85

Incident, injury, trauma and illness policies and procedures

●●●regulation 87(2)

Incident, injury, trauma and illness record

●●●regulation 89(2)

First aid kits

●●●regulations 85–89 Incidents, injuries, trauma and illness
●●●regulation 90

Medical conditions policy

●●●regulation 92

Medication record

●●●regulation 93(3)

Administration of medication

●●●regulation 94(2)

Exception to authorisation requirement—anaphylaxis or asthma emergency

●●●regulation 95(c)

Procedure for administration of medication

●●●regulation 97

Emergency and evacuation procedures
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●●●regulation 98

Telephone or other equipment

●●●regulation 99

Children leaving the education and care service premises

●●●regulation 100

Risk assessment must be conducted before excursion

●●●regulation 102

Authorisation for excursions

●●●regulations 99–102 Collection of children from premises and excursions
●●●regulation 117A

Placing a person in day-to-day charge

●●●regulations 117–117C
supervisors

Minimum requirements for persons in day-to-day change and nominated

●●●regulation 118

Educational leader

●●●regulation 136

First aid qualifications

●●●regulations 145–152

Staff and educator records – centre-based services

●●●regulation 148

Educational leader

●●●regulation 155

Interactions with children

●●●regulation 157

Access for parents

●●●regulations 158–162

Attendance and enrolment records

●●●regulation 161(2) Authorisations to be kept in enrolment record
●●●regulation 167

Record of service’s compliance

●●●regulation 165(2) Record of visitors
●●●regulation 166(2) Children not to be alone with visitors
●●●regulation 168

Education and care service must have policies and procedures

●●●regulations 168–172

Policies and procedures

●●●regulation 168(2)(i) Education and care services must have policies and procedures in relation to staffing
●●●regulation 170

Policies and procedures to be followed

●●●regulation 171

Policies and procedures to be kept available

●●●regulations 173–176A
●●●regulation 174A

Prescribed information to accompany notice

●●●regulations 177–179
●●●regulation 180

Prescribed records

Evidence of prescribed insurance

●●●regulations 181–184
●●●regulation 185

Display and reporting of prescribed information

Confidentiality and storage of records

Law and regulations to be available

Related Policies and Documents
• Responsible Person
• Confidentiality and Privacy
• Students and Volunteers
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• Complaint and Grievances
• Fee's and Debt Management
• Policy Review
• Staff Meetings - Communication
• Notification and Reporting

●●● Confidentiality and Privacy
PURPOSE
To have in place policies and procedures to ensure that all information collected by Sustainable Play Preschool in
regard to families, children and staff is kept confidential and only disclosed to those who need to know or who
are authorised to know by law.
It is a requirement of children’s services to maintain confidentiality of any personal or health related information
regarding families using our service.
Sustainable Play Preschool will endeavour to respect the privacy of the families in conjunction the Australian
Privacy Principles (APP’s)

POLICY
Sustainable Play Preschool and their Educators will make every endeavour to ensure the confidentiality and
privacy of individuals is maintained. All records containing personal and sensitive information about individual
children, families, Educators, Service staff and the Service Provider will be kept in a secure place and only
accessed by, or disclosed to, those people who need the information to fulfil their responsibilities, or as required
by legislation.

PROCEDURE
1.0

2.0

Sustainable Play Preschool will keep confidential the information and personal affairs relating to
each child in care and of the child’s family and shall not disclose any information to a third party
other than employed members of staff or as legally required to do so ( Eg; Family and Community
Services, Police).
1.1

Every reasonable step will be taken to ensure personal information collected, used or disclosed is
accurate, complete, current and relevant. APP 10 and 13
Child Enrolment details are required to be updated annually or whenever there is a change of
circumstance. Computer records will be updated as soon as new information is provided.

1.2

Sustainable Play Preschool will only collect sensitive information if the individual has consented,
or there is a legal requirement to do so, or in other special circumstances that have a bearing on the
well-being of the child. APP 1 and 3

1.3

Every reasonable step will be taken to ensure that personal information held within the FDC
Service is protected from misuse, loss, and from unauthorised access, modification or disclosure.
APP 11
Confidential conversations will be conducted in a quiet area away from other children, parents,
staff and other Educators. Such conversations relating to the health and well-being of the child are
to be noted in writing (risk of significant harm record) and stored in a confidential manner.
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3.0

Students, volunteers and/or visitors to Sustainable Play Preschool will ensure that information in
regard to Educators, Service staff, children, and families is not discussed or disclosed.

4.0

Any information received or transmitted electronically (Eg; mobile telephone, including text/SMS
or Email) must be treated with the same confidentiality as any other written form of
communication and must be stored confidentially.

5.0

Confidentiality also applies to information received which is anecdotal/informal (Eg; conversation,
text) which is not otherwise documented or recorded.
Personal information will be kept in a secure and confidential way and destroyed according to
legislation.

6.0
7.0

Images of enrolled children will only be taken, recorded, removed from Sustainable Play Preschool
or used for any purpose with the written consent of the child’s parent/caregiver.

8.0

The Preschool Service will make every endeavor to support Educators to meet the Australian
Privacy Principles

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Policies and Documents
Children’s Health and Safety NQS2
Regulation’s - 181 Confidentiality of records kept by approved provider
183 Storage of records and other documents
Australian Privacy Principles
Enrollment and Orientation Policy
Family Rights and Responsibilities Policy
Student and Volunteer Policy
Child Development Policy
Arrival and Collection of Children

Review
Date Published – 19/08/2019
Revision Date Due – 24/08/2022

●●● Complaints and Grievances
POLICY
Sustainable Play Preschool believes that everyone has the right to provide feedback when dissatisfied with
Sustainable Play Preschool, Educators, Preschool Director or other service stall. All Grievances and Complaints
will be managed in a prompt and timely manner.
When responding to Complaints or Grievances we will endeavor to;
•
•
•
•
•
•
•

Ensure confidentiality is always maintained
Ensure complaints are relayed directly and immediately to the nominated supervisor.
Use active listening skills
Use open and honest communication
Use effective conflict resolution skills
Request that the parent or guardian submits the complaint in writing to the Preschool Director
If the parent or guardian refused to submit their complaint in writing, the educator who took the complaint
will inform the Preschool Director for follow up.
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PROCEDURE
1.0

General Procedures for Grievances or Complaints.
1.1

A grievance or concern should initially be discussed with the person concerned. Every effort
should be made to resolve the grievance at this level before taking further action.

1.2

Persons making complaints or raising a concern are strongly encouraged to identify themselves and
the parties involved to ensure appropriate action can be taken to resolve the issue.

1.3

Upon request the identity of the person making the complaint will be kept confidential.

1.4

All complaints made in person or telephone conversations will be recorded and all written
notification will be kept, until the issue has been resolved.

1.5

When required, complaints will be reported to the Regulatory Authority using the procedures in
the Notification and Reporting Procedure.

2.0

Grievances or Complaints between an Educator and a Family using Sustainable Play Preschool.
2.1

The parents or guardians are encouraged to approach the educator involved if they feel
comfortable.
If the parents or guardians feel uncomfortable in approaching the educator, they should approach
the Preschool Director as soon as possible.

2.2

The initial complaint will be recorded, a copy given to all parties involved if requested and will be
kept in line with the service confidentiality policy. A meeting may be called with one or all parties
depending on the severity of the case. An action plan may be formulated, staring a time frame to
address the issues or concern.

2.3

The parents or guardians will be notified of any subsequent details, actions taken and conclusions.
Upon completion, parents or guardians are invited to discuss the outcome with the Preschool
Director.

2.4

Any grievance which has been fully discussed with the Preschool Director and the parties
involved, and is still unresolved, can be referred for further mediation to the Approved Provider.

2.5

At no time is any educator to be threatened or abused by any parents or guardians.
If this occurs the educator is to
a) calmly state “I don’t like to be spoken to in this manner and I will not be discussing the issue
any further”.
b) The parents or guardians will then be asked to leave the Centre. If they refuse to leave the
Police are to be called immediately.
c) A second educator is to continue to calmly ask the parent to leave the premises.
d) If the educator feels in danger at any point, they are to lock themselves in the staff toilet. If
the toilet is in use, the educator is to remove themselves from the situation and seek the
presence of another educator.
e) If children are in any danger or near the threatening parent or caregiver, they will be moved
to a different environment until it is safe to return.
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3.0

Grievances between Educators
3.1

Educators have the right to approach the Sustainable Play Preschool staff member concerned and it
is expected that the grievance is addressed in an understanding and sensitive manner with the aim
of achieving a resolution.

3.2

If unresolved, the Educator has the right to report the grievance to the Preschool Director in
writing or verbally who will assist to find an acceptable resolution or compromise for both parties.

3.3

A meeting may be called with one or all parties depending on the severity of the case and an action
plan may be formulated, starting a time frame to address the issues or concern.

3.3

If the issue remains unresolved, or if the grievance is against the Preschool Director, the Educator
may put the grievance in writing to the Approved Provider for further consideration.

4.0

Non-compliance of Regulations
4.1

If a complaint relates to a breach of Regulations and/or conditions of the service approval the
Preschool Director will investigate the circumstances and discuss the complaint with the involved
Educator/s.

4.2

The Preschool Director will advise the Educator/s verbally and provide written evidence of noncompliance with the Regulations and/or conditions of the service approval and the complaint and
grievance procedure will be initiated.

4.3

The Preschool Director will advise the Regulatory Authority of any concern when required

5.0

Disciplinary Action
If an Educator breaches any Sustainable Play Preschool Policies and Procedures, National Laws or
Regulations the educator may be placed under performance management.

6.0

Access to information
6.1

7.0

All parties involved in conflict resolution are entitled to receive a copy of their complaint and
outcome record for their reference, the Preschool Director will be able to provide this upon
request.
Interpreter

7.1

Sustainable Play Preschool will source an interpreter when required during complaints handling

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
National Quality Standards – QA7 Governance and Leadership
Regulation - 176 Time to notify certain information to Regulatory Authority
Notification and Reporting
Performance Management
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●●● Payment of fees, provision of a statement of fees
charged and Debt Management
POLICY
All children have a right to equal access to quality children’s services, regardless of economic status, cultural
background or disability etc.
The fees charged by Sustainable Play Preschool must cover operating costs. These include staff wages, sickness and
holiday pay, superannuation, worker’s compensation, public liability insurance, relief staff, in-service training,
purchasing of new resources, equipment and materials for the children, office materials, utilities, cleaning,
maintenance and repairs.
In order to continue to provide an affordable, quality service, fees charged ensure a viable business, affordability for
families.
All fee’s and payments will be managed using the software OWNA, with a preference for families to pay via direct
debit

PROCEDURE
1.0
1.1

Payment of Fees
Sustainable Play Preschool is a service that relies on payment of fees, as well as the
government Child Care Subsidy from our families to operate successfully

1.2

Fee’s are charged on a weekly basis

1.3

Fees are payable in advance

1.4

Fees any additional days booked will be charged for in the following week

1.5

Payment of fees are due weekly and must be paid in full by the start of each week and
must remain 1 weeks in advance

1.6

Fees must be paid each week, even if your child is sick or absent

1.7

Normal fees apply on Public Holidays

1.8

Families will be provided with a regular fee’s statement which indicates fees charged
and fees paid to the service

2.0

Discounted Fees
2.1

Sibling discounts apply when two or more siblings are enrolled at one time

2.2

A 5% discount applies when a child is enrolled 5 days per week, as long as payment is
made in advance

If payment is overdue this discount no longer applies
3.0

Child Care Subsidy (CCS)
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3.1

To be eligible for CCS you must:
• care for a child 13 or younger who's not attending secondary school, unless an
exemption applies
• use an approved child care service
• be responsible for paying the child care fees
• meet residency and immunisation requirements.

3.2

To work out how much CCS you’re eligible for, considerations to the following apply:
• your family’s income
• the hourly rate cap based on the type of approved child care you use and your
child’s age
• the hours of activity you and your partner do. (activity – work, study, volunteer)
The amount of subsidised child care you can access per fortnight applies to each
enrolled child

Estimate your CCS entitlements here
3.3
3.4
4.0

Some families, including those who are experiencing temporary financial hardship may be
entitled to additional child care subsidy
Government CCS is paid for up to 42 absences, including public holidays
Enrolment (for full enrolment details, see Enrolment and Orientation Policy)

4.1

Enrolments at the Preschool are on a permanent basis, additional casual bookings for
permanently enrolled children are available if there is a vacancy available and your fees
account will be charged accordingly

4.2

Any changes to enrolment require 2 weeks written notice

5.0

Non-Payment of Fees
5.1

There will be a series of debt collection letters generated, in attempts to collect
outstanding fees

5.2

Non-payment of fees will result in your child’s enrolment being forfeited

5.3

If debt collection letters are ignored, the Preschool service will seek legal action to
recover the debt
Late collection of children Fee

6.0
6.1

Our service is only Licensed to have children in attendance between the hours of 7:30am
and 6:00pm

6.2

If you know prior to closing time that you may be running late, you make alternative
arrangements to have your child/children collected

6.3

If you are running late and cannot make alternative arrangements to have your
child/children collected, please call the service to inform educators of your situation

6.4

In the event of a child being picked up after the Preschool closing time a late fee of $10 for
the first 5 minutes and $2 for each minute thereafter will be charged to your account.
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6.5

The Arrival and Collection of children policy will be implemented when there is a late
collection of a child.

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.

Related Documents
National Quality Standard 7 – Governance and Leadership
Debt Collection Notice 1,2 and 3
Arrival and Collection of Children

Review
Date Published – 09/10/2020
Revision Date Due – 4/07/2022

●●● Policy Review
POLICY
At Sustainable Play Preschool we endeavour to ensure policies remain current and relevant and to ensure they are
reviewed regularly.

PROCEDURE
1.0

Reviewing and maintaining policies
1.1

Policies are reviewed by all staff with input encouraged

1.2

Reviewed policies are shared with families each month with input encouraged

1.3

Any changes to the policy are shared during the monthly staff meeting to ensure all staff
are aware of the changes

1.4

A review schedule suggests a policy for review each week to ensure all are reviewed
within a 12month period

1.5

Attention to a policy may be raised either by routine reflection, incident, feedback or the
‘continuous improvement’ process, when this occurs, they will be reviewed prior to their
scheduled time

2.0

Development of new policies
2.1

3.0

All policies developed are be made in consultation with management, staff and family
involvement
In accordance with regulation
Families and children enrolled at the service are notified at least 14 days before making
any changes to a policy or procedure that may have significant impact on
• The service’s provision of education and care to any child enrolled at the service
• The family’s ability to utilise the service
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3.1

Families of children enrolled at the service are notified at least 14 days before making any
change that will affect the fees charged or the way in which fees are collected.

3.2

If it’s understood the notice period would pose a risk to the safety, health or wellbeing of
any child enrolled at the service, we will ensure that parents of children enrolled at the
service are notified as soon as practicable after making a change

3.3

Copies of the current policies and procedures are available for inspection on request

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool Staff.
Related Documents
National Quality Standard 7 – Governance and Leadership
All policies and procedures

Review
Date Published - 09/10/2020
Revision Date Due – 11/07/2022

●●● Staff Meetings
POLICY

Formal educator meetings are to be held at the preschool on a monthly basis.
Meeting dates will vary the days they her held to ensure fairness in relation to parttime employees.
Each meeting will be held outside of work hours and will take a maximum of one hour. It is expected that all
Educators attend every meeting.
If you are unable to attend a meeting, please notify the Preschool Director prior to the meeting.
Illness and emergency are acceptable reasons for missing a meeting.
If you do miss a meeting, it is expected that you make up the time and keep yourself up to date with meeting issues.
A copy of the minutes will be available

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
National Quality Standard 7 – Governance and Leadership
National Quality Standards 4 – Staffing Arrangements

Review
Date Published – 9/10/2020
Revision Date Due – 27/06/2022

●●● Notification and Reporting
POLICY
Sustainable Play Preschool will identify and manage organisational risks in a timely manner and carry out risk
assessments as required to manage foreseeable risks to children’s safety and wellbeing and to ensure compliance
with the laws and regulations. Sustainable Play Preschool endeavor to inform Educators of the legal and Service
requirements in regard to them making a notification within the required timeframes.
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PROCEDURE
1.0

The following notifications and timelines will ensure compliance.
1.1

Educators are required to report any of the following occurrences to the Preschool Director as soon
as possible for notification to the Education and Care Regulatory Authority within twenty-four
(24) hours.
a) serious incidents
b) complaints
c) circumstances at the service which pose a risk to the health, safety or wellbeing of children
d) any incident or allegation that physical or sexual abuse of a child or children has occurred
or is occurring while the child or children are being educated and cared for by the service.

1.3

Educators will;
- Complete an Incident, Injury, Trauma and Illness Record, to record any supporting evidence
or to document other (non-serious) incidents.
- Notify the Preschool Director.
The Preschool Director will;
- Notify the Approved Provider
The Approved Provider will;
- Notify the regulatory authority of serious incidents online through the NQA IT System, via
the ACECQA website.

2.0

The Approved Provider will notify the Education and Care Regulatory Authority of the following
at least seven (7) days prior to commencement (or as soon as practicable but no more than 14 days
after commencement)
2.1

3.0

Adding an additional nominated supervisor(s)

The Approved Provider will notify the Education and Care Regulatory Authority of the following
within seven (7) days.

3.1

4.0

-

In relation to the service;
- Any circumstances that pose a risk to the health, safety or wellbeing of a child.
- Any change to the hours and days of operation of the service
- A nominated supervisor is no longer employed at the service, is removed from the role or
withdraws consent to the nomination
- Any proposed change to the premises
- Ceasing to operate the education and care service
In relation to the Approved Provider;
- Change to address, principal office or contact details of approved provider
- Any change relevant to approved provider’s fitness and propriety
- The appointment of receivers or liquidators to the approved provider or any matters that
affect the financial viability and ongoing operation of the service
- Death of approved provider (Nominated Supervisor Responsible)
The Approved Provider will notify the Education and Care Regulatory Authority of the following
within fourteen (14) days.
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4.1

5.0

- Notice of any appointment or removal of a person with management or control of service
required
- Suspension or cancellation of a working with children card or teacher registration of a nominated
supervisor, or disciplinary proceedings of a nominated supervisor under an education law
- Notice of change in name of approved provider
Notification and Reporting to Parents/Caregivers

5.1

-

-

Notify of an Incident, Injury, Trauma or Illness must be within 24 hours and the form must
be signed by the parent/caregiver.
Written notice is given to a parent/caregiver or other family member of a child as soon as
practicable, if medication is administered to the child.
Parents/Caregivers of children enrolled at the service will be notified at least 14 days before
making any change to a policy or procedure referred to in regulation 168 or 169 that may
have a significant impact on—
a) the service’s provision of education and care to any child enrolled at the service;
or
b) the family’s ability to utilise the service.
Parents/Caregivers of children enrolled at the service will be notified at least 14 days before
making any change that will affect the fees charged or the way in which fees are collected.

If the notice period could pose a risk to the safety, health or wellbeing of any child enrolled at
the service, parents/caregivers of children enrolled at the service will be notified as soon as
practicable after making a change.

DEFINITIONS
A serious incident (regulation 12) is defined as any of the following;
•
•

•

•
•
•

the death of a child while being educated and cared for by the service or following an incident while
being educated and cared for by the service
any incident involving a serious injury or trauma to a child while that child is being educated and
cared for, which:
o a reasonable person would consider required urgent medical attention from a registered
medical practitioner; or
o the child attended or ought reasonably to have attended a hospital e.g. broken limb*
o any incident involving serious illness of a child while that child is being educated and cared
for by a service for which the child attended, or ought reasonably to have attended, a
hospital e.g. severe asthma attack, seizure or anaphylaxis*
NOTE: In some cases (for example rural and remote locations) a General Practitioner
conducts consultations from the hospital site. Only treatment related to serious injury, illness
or trauma is required to be notified, not other health matters.
any emergency for which emergency services attended
NOTE: This means an incident, situation or event where there is an imminent or severe risk to the
health, safety or wellbeing of a person at an education and care service. It does not mean an incident
where emergency services attended as a precaution.
a child appears to be missing or cannot be accounted for at the service
a child appears to have been taken or removed from the service in a manner that contravenes the
National Regulations
a child is mistakenly locked in or locked out of the service premises or any part of the premises.
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Sustainable Play Preschool also considers the following as a serious incident and will notify Police as soon as
possible;
•
•
•

a child has not been collected from the service
personal violence e.g. verbal, physical, sexual harassment.
experience of a violent situation such as a bomb threat, fire, flood, siege or hostage.

Circumstances at the service which pose a risk to the health, safety or wellbeing of children includes but is
not limited to;
•
•

Any proposed changes to service’s premises. E.g. Installing swings, new patio, renovations, painting
Any change to the service that does not pose an immediate risk to the health and safety of children. e.g.
water and power outage (scheduled or unscheduled)

RESPONSIBILITIES
This requirement is to be implemented by: All Sustainable Play Preschool staff.
Related Documents
Regulation: 86 Notification to parents of incident, injury, trauma and illness
93 Administration of medication
172 Notification of change to policies or procedures
Risk Assessment
Complaint and Grievance Policy
Incident Management Policy
Incident, Injury, Trauma and Illness Record
National Quality Standards – QA7 Governance and Leadership
National Quality Standards – QA2 Children’s Health and Safety
National Quality Standards – QA3 Physical Environment
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