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1. WELCOME

The  Educators/Staff and Management Committee of Nara Community Early Learning Centre welcome you and your family to our service.
The handbook provides a general introduction to the centre, its aims and the way it operates. You can be assured of our consistency in policy and practice and our ongoing commitment to quality care. 
The handbook includes excerpts from the policy manual which is available to parents who wish to have more detailed information. The handbook is yours to keep and refer to as required and updates and amendments will be provided as they become available.
By reading the handbook we hope you will gain an understanding of how Nara operates and will encourage you to become actively involved. As we are a community based centre the input of parents is invaluable to the future of the service.
1.1 The centre
Nara Community Early Learning Centre e  (Nara) was established in 1989 and funded under a joint agreement between the Commonwealth and State governments.  Land was available on the site of the then Northern Metropolitan College of TAFE (NMIT). In establishing Nara, the founding members created a Committee of Management, which required that 2 of its 7 voting members on the Committee of Management be nominees of NMIT.

Nara was established as a community-managed centre run by parents, and childcare places were available for members of the local community as well as parents of the NMIT. In the first fifteen years of Nara’s history, NMIT provided a range of administrative and support services.  In November 2003 NMIT reviewed its membership of Nara’s Committee of Management and proposed a special resolution at the 2004 Annual General Meeting to cease membership of the Committee of Management. The resolution was accepted.  

A carefully planned and negotiated transition process was implemented, and from September 2004, Nara commenced operating as a bone fide community-based childcare centre.  A peppercorn rental agreement for thirty years was negotiated with NMIT. This agreement gives us security of both site-tenure and access.

1.2 Nara’s philosophy
MISSION STATEMENT 
Nara community early learning centre is a non-profit, community based early learning centre and kindergarten. We believe that a love of learning is one of the greatest gifts that you can give a child, therefore our aim is to develop a love of learning which will stay with a child for life by creating a welcoming place for children, families and the community in which they can grow, develop and learn. We ensure that our practices reflect the diversity of the communities our children and families are a part of. Additionally, we recognise, respect and value Australia’s Aboriginal and Torres Strait Islander cultures as a core part of the nation’s history, present and future. We believe that the best interest of children is their right to learn and develop in a safe and nurturing environment through play. We value the uniqueness of each child and are committed to providing stimulating, enriching and challenging environments that promote high learning and development expectations for all children. We recognise and respect that ‘families are children’s first and most influential teachers’ (belonging, being & becoming) through actively encouraging partnerships with all families. We acknowledge and respect the voices and opinions of our children, families and the community and encourage them to actively participates and decision makers in our centre community.
1.3 Nara’s goals 
Nara has a strong commitment to provide a high-quality child care service, where the child care needs of both the children and the parents are met. We are committed to the care and overall development of each child and our educational-based programs are implemented in an environment that is comfortable, functional, emotionally warm and supportive to promote optimal learning.

Goals
In line with our philosophy, Nara is committed to the following goals:

1. Children

a)
To provide a children's centre that offers high-quality child care and development opportunities for young children in the Preston and surrounding community, through the provision of a quality program that caters for the developmental and educational needs of individual children.

2. Families

a)
To provide a child-care program that meets the needs of parents who are working or studying full- or part-time, that also supports parents at home with young children and which recognises and reflects the cultural and social backgrounds of the families using the centre. Nara encourages families in providing positive parenting skills and supports families through the provision of information and resources and ongoing commitment from staff to meet their individual needs.

3. Community

a)
To provide opportunities for families using the centre to get to know one another and to develop friendships and support networks. 

b)
Where possible to encourage other people in the community – not directly responsible for children – to feel welcome in the centre and to make a contribution to the centre (such as craft, dancing or reading to the children).

c)
To provide information and a library for parent borrowing on child-care issues and on other community service in the area
4. Educators/Staff

a)
To support educators/staff in the delivery of a high-quality child care service which is within the guidelines of the Education and Care Services National Regulations and to ensure that educators/staff maintain and improve their qualification and experience and allow opportunities for personal development.
Within this broad goal we anticipate that educators/staff will:
· Share ideas and resources with one another.

· Feel comfortable in providing positive and constructive criticism.

· Feel all members of the team are approachable and will respect confidentiality.

· Respect, trust and promote positive communication between one another.
· Have the opportunity to regular learning and training.
· Encourage and nurture the children's awareness, tolerance and acceptance of the others cultures and social backgrounds.

· Respect varying parental styles, being non-judgmental of individual family makeup, beliefs and values.
· Ensure parents are well informed about the program and their child's day.

· Facilitate interactions which provide opportunities for each child's individual development.                                             

· Foster a positive approach to guiding the behaviour of children.
· Provide a program with a variety of experiences that stimulates all areas of development. 

· To facilitate and respond to children with additional needs.

· Respect children’s individuality and promote their self-esteem.
· Promote independence.

· Encourage sharing and respect for others.
· Enhance communication and language skills.

· Encourage creativity and self-expression.
· Foster a program that stimulates curiosity and thinking.

· Provide a multicultural perspective thus valuing our own and others’ cultures.

· Educate children in the importance of hygiene and safety practices.
· Respect the value of food.
· Promote a non-aggressive play environment.

· Promote a program that is non-sexist and unbiased.

· Encourage parent input and involvement in all aspects of Nara.                                   
1.4 Centre aims

Aims for the children
· Develop social, emotional, cognitive and physical skills.
· Participate in learning experiences.
· Develop knowledge of different cultures, differences between individuals and show acceptance of the differences.

· Develop self-confidence and self-esteem.
· Increase language skills.
· Have a positive learning environment.
· Encourage community involvement.

· Develop skills at appropriate age and developmental stages.
· Have a program that is responsive to their needs and interests.

Aims for the parents 

· To create an environment which is safe, accessible and affordable.
· To create a setting which supports them in providing an environment, which promotes the overall development of their children’s strengths, abilities.
· Early Childhood practices which are flexible and responsive to diverse and changing needs.
· An environment which accommodates differences in ages of children.                               

· Educators/staff who respect and respond to the needs, values and social and cultural diversity of the parents.
· An environment which encourages an active exchange of information between parents and educators/staff.

Aims for the educator/staff                  

It is our goal to facilitate an open and effective working relationship where the educators/staff are respectful of one another's needs

1.5 Evaluation
Parents, educators/staff and the Management Committee regularly evaluate the effectiveness of Nara in meeting its philosophy to ensure that it remains relevant to the changing needs and interests of families using the centre.
Evaluation occurs in the following ways:
· Parents’ suggestion box.
· Evaluation of individual portfolios by educators.

· Monitoring of programs by the Director.

· Questionnaires to families on specific issues.

· Regular educators/staff meetings.
1.6 Management of Nara
Nara is an incorporated association managed by a committee made up of parent representatives elected at the Annual General Meeting and two staff representatives.
The Management Committee:

1. Advises and supports the Director of Nara on matters concerning the day-to-day running of the centre.
2. Ensures that policies relating to the provision of quality child care are developed and maintained in accordance with the Commonwealth Services Guidelines, Education and Care Services National Regulations and National Law.

3. Assists in the planning and organisation of special activities for the children and families.

4. Develops position descriptions for educators/staff at the centre in accordance with appropriate awards and appoints educators/staff to the centre.

5. Supports educators in the planning and provision of quality educational programs provided at the centre.  
2. NATIONAL QUALITY FRAME WORK
The National Quality Framework is a federal Governments system of ensuring the Child Care Benefit (CCB) families receive is being utilized in quality childcare centre. 
This is an ongoing process requires us to identify and evaluate our practices and services delivery with an aim of continuously improving our standards to a higher quality in every aspect. There are 7 quality areas to be evaluated and assessed.

1. Educational Program and Practice
2. Children health and Safety
3. Physical Environment
4. Staff arrangements

5. Relationship with children
6. Collaborative Partnership with families and Community
7. Leadership and Service Management
The process involves all partners in care i.e educators/staff, parents and the children and follows 4 steps:

We are constantly evaluating our policies and procedures and looking at ways we can improve the quality of our service. Parents play an important role in this process and are encouraged to participate and be involved in all aspects of the process.

A copy of the Accreditation Handbook, which describes the process and the principles of accreditation, is available in the parent room to look at. 

2.2 Education and Care Services national Regulations
Our centre operates within the Children’s Services Regulations. 
The regulations cover all aspects of the daily operation of the centre, as well as identifying educator/staff to child ratios, the number of educators/staff required to be working with children, equipment requirements, building requirements and accidents and emergency procedures. A copy of the regulations is kept at the centre in the educator/staff/parent room and parents are welcome to view the regulations at any time.

A representative from the Department of Education and Early childhood Development. 

Children’s Services Branch visits the centre for annual inspections to ensure compliance with regulations. 

New educators/staff and relieving educators/staff are required to undergo  a working with children check prior to commencing employment.

All educators and staff member are first aid, Emergency Asthma ,Anaphylaxis  and food handling trained will be on the duty at all times.

2.3 Priority of access guidelines

Child care places are allocated in line with the centre “Priority of Access” guidelines.

In the first instance the centre Policy follows  the priority of Access guidelines set  out by the Federal Department of Education, Employment and Workplace Relations.
These are:

· Children at risk of serious abuse or neglect.
· Children whose parents are training for future work, working or seeking work. 

· Children or children of parents, with a continuing disability or incapacity.
· Parents at home with more than one child below school age or single parents at home.
· Siblings of children already enrolled at Nara are given priority on the waiting list.
Parents using Nara for reasons other than work or study purposes are limited to sessions between 9.00am and 5.00pm due to staff shifts and staff/child ratios. These families may also be required upon three weeks’ notification by the centre director to change days of attendance or reduce hours of attendance at the centre to allow children whose parents are working or studying access to care.
2.4 Mandatory reporting
Under the Children and young Persons Act 1989 all educators are required by law to contact Child FIRST or and Child Protection Victoria if they have reasonable grounds to suspect that a child has been, or is being physically, sexually or emotionally abused. Once a report has been made child protection workers have the legal right to remove a child from the centre.

Reasonable grounds for reporting may when:
· A child tells an educator member that he/she has been physically or sexually abused.

· Someone else, such as a relative, friend, acquaintance or sibling of the child, tells an educator that the child has been abused.
· An educator observes the child’s behaviour and together with their knowledge of child development and behaviour, believes the child has been abused.
· If a educator observes signs or indicators of abuse, educator would place a report after consultation with the director.(Child Protection policy)
2.5 Children at risk

All children have the right to be protected and feel safe at all the times. The community has an important role to play in the prevention, identification and management of children at risk. Dealing with children at risk is stressful and educator/staff are encouraged to seek consultation and support immediately.
2.6 Custody & access

Biological parents have legal access to their child at anytime unless Court Orders relating to the child state otherwise.

The director must be given a copy of current Court Orders relating to your child. It is your responsibility to notify the director and provide copies of any details that are changed as soon as possible as soon as any details are changed. If the centre does not have a copy of the current Court Order educator/staff are unable to deny the biological parent access.
Only biological parents and or a person who has been granted custody of the child is permitted to make authorisations on behalf of the child (i.e. medications, collection of children etc).

Families cannot use the centre as a mutual zone for delivery and collection of the children under Court Orders without consultation and approval by the Management Committee.(Non-Custodial Parents  and Custody and Access Policy)
2.7 Privacy policy and statement

Nara Community Early Learning Centre Privacy  and Confidentiality Policy is committed to protecting and maintaining the privacy of your personal information. Our Privacy and confidentiality Policy aims to comply with relevant legislation requirements including the information privacy principles and the health privacy principles. These principles set out binding rules as to how we collect, use, disclose, manage, secure and access personal and/or health information for all the children, families and employees, contractors, volunteers and students associated with Nara.
3. ENROLMENT PROCEDURES
3.1 Completing forms

Before a child commences at the centre the family must attend an interview with the director/second in charge to complete and sign the enrolment form.

It is a legal requirement that the centre must have the names, address and telephone numbers of one emergency contact, but it is our policy to have two contacts.

3.2 Emergency contacts

It is preferable that these contacts live locally and have transport. Parents should tell these people that they are listed as emergency contacts and also ask them to sign the enrolment form. These names and the name and telephone number of the child’s doctor must be supplied before care can commence.

PARENTS MUST NOTIFY THE CENTRE IMMEDIATELY IF THERE ARE ANY CHANGES TO THE NAMES, ADDRESSES OR TELEPHONE NUMBERS OF EMERGENCY CONTACTS.

This information is vital in the case of an emergency if the parents cannot be contacted. The information is maintained on the child’s file and updated every six months or when needed. ( Enrolment Policy and Parents Registration agreement)
3.3 Medical information

If you child suffers from a medical condition/illness/disease/allergy you must inform the director/second in charge and complete a medical form. This is attached to your child’s enrolment form. All aspects of your child’s condition and management will be discussed between the director and primary caregiver.

3.4 Immunisation records
Parents are required to supply evidence of their child’s immunisation at the enrolment interview. This information is recorded on the child’s file. It is the parents’ responsibility to provide the centre with the updated information as the child’s immunisation plan progresses and the centre will also ask for updates. 

Where a child has not been immunised the centre follows the Public Health and wellbeing regulation  School Exclusion Table.  If there has been a confirmed case of a communicable disease the non-immunised child must not attend the centre for the specified number of days in the table.
For example if the centre has a confirmed case of measles, the non-immunised child must not attend the centre for 13 days. When the non-immunised child returns and another case of measles is confirmed they must again not attend the centre for another 13 days. Parents will still need to pay for these absent days in order to hold the child’s place. Parents may choose to have their child partially immunised within 72 hours of contact in the case of measles and where the child is under 12 months of age. Immunisation documentation will be required for inclusion on the child’s file.
( Dealing With Infection Diseases)
3.5 Waiting list 

The centre operates and internal waiting list.

Since 2009 Nara is also part of the Darebin centralized waiting list for the Kindergarten and the long day care, which list is updated mid year and families are encouraged to enter their names on the waiting list as soon as possible. 
3.6 Orientation

Parents are encouraged to visit the centre with their child prior to commencing care..We understand that separation can be difficult so we aim to make the settling in process a smooth one that meets both the child’s and parent’s needs where possible. 

The following strategies are aimed at making the separation process more positive:  

· Parents and children are encouraged to visit the centre and meet the educators before care begins.
· Keep the first few days shorter if possible.

· Bring a security toy/comforter from home.

· Parents are asked to consult with educators or the director regarding their child’s food preferences.

· Provide as much information as possible about your child’s and dislikes to the educator.

· Write down babies’ daily routine.
· Parents must always say goodbye. Even though this may be difficult, it is   important to establish your child’s trust and for your child to understand that you will come back.
Spend time at Nara with your child during the settling in period. This also gives parents an opportunity to get to know the educator/staff and experience the daily events at the centre. Settling in periods vary for individual children. Parents are welcome to visit the centre at any time. (Helping your child settle into Child care Pamphlet)
3.7 When will my child move to the next room?

It is not usual practice for us to move children from room to room mid year as this can be very disruptive to the development of the group friendship process. Around August each year Educators begin to discuss the following 4 points:

1. Who does this child play with- what friendship group are they currently in?

2. How will this child cope with the “big fish” in the room they are moving to?

3. Is it best for the child to be the “little fish” in the big sea or should they have the opportunity to experience being a big fish in the little sea?

4. Where is this child’s social and emotional comfort zone?

Using these criteria, educator’s makes recommendations about which room they think each child would be most suited to in the following year. When possible depending on the Educators ratios and  the child/ren an internal orientation process starts.
Children eligible to go to school the following year will be invited to meetings with the kindergarten Teacher from June onwards to discuss their child’s school readiness and in November the “Transition To School Reports” process is followed as per State Government requirements.
4. FEES 

4.1 Security deposit

A holding deposit of two weeks’ fees is required for parents commencing  at Nara. This fee is then recorded as payment for the last two weeks of care. Enrolment at Nara is confirmed when families pay the two-week holding fee.

4.2 Fee payment

Full-time -$435.00
Daily -$887
An account will be rendered fortnightly and  emailed to you or placed in each child’s (or the eldest child at the centre) notice pockets. Parents must pay fees two weeks in advance regardless of the child’s actual attendance.

Fees can be paid by cheque or EFTPOS, but direct debit or directly charging your credit card is the simplest way of paying and is the most preferable.

Where parents pay cash we ask the correct amount be provided as change cannot be given. Cheques should be made payable to Nara Community Early Learning Centre. Fees are banked on a regular basis and no cash is kept on the premises. 

4.3 Notification of withdrawal/reduction days

Parents must give three weeks’ written notice of withdrawing from the centre or reducing days. Failure to notify the centre will mean that the security deposit will be forfeited.

4.4 Absences
Parents must pay for the care days they have booked regardless of sickness, lack of attendance for other reasons and public holidays. This is because the centre has based the budget on a certain number of children attending the centre each day.

As Nara is a non-profit child care centre and educators/staff wages still need to be paid, parent fees are charged for all public holidays (except for Christmas Day, Boxing Day and New Years’ Day).
Due to the limited spaces available at Nara and the demand for extra days of care for families, it has become increasingly difficult to meet the needs of some families who wish to swap days of care or to ‘make-up’ absent days. In order to treat all families fairly, Nara is not able to offer ‘make-up’ days for public holidays or absenteeism.
Parents are requested to notify the staff by 9.00 am if their child will be absent on a particular day. This will ensure our staffing is managed in the most cost effective manner.
 

Existing families who wish to pick up an extra full day may do so if vacancies exist.

4.5 Child Care Benefit

The Child Care Benefit (CCB) is a payment made by the government to assist families with  the costs of childcare. The CCB is administered by the Family Assistance Office, which operate from Centerlink offices, Medicare offices and the Australian Tax Office.

All families are encouraged to contact the FAO to obtain a Customer Reference Number(CRN) prior to using  childcare. The FOA will process your claim and send you a letter with your CRN. Please provide us with all your CRN’S- both parents ( may have the same CRN) and those of the child/ren being enrolled as they will be difference. All details must be exactly as you have provided to the FAO i.e. spelling of the names date of birth and same surnames.. We have to submit this information to Department of Education Employment and Workplace Relations(DEEWR) who then link you, our Centre and the Australian Government Department of Families, Housing Community Services and Indigenous Affairs (FaHCSIA) and the Family Assistance Office (FAO).

There are two options available to parents when claiming CCB entitlements. It may be sent directly to the centre and used to reduce the cost of your weekly fee or it may be claimed as a lump sum through FAO after  you have lodged  your tax return at the end of the financial year. If parents incorrectly  estimate their income and CCB is over or under paid, Centrelink will reconcile this and adjusted CCB amount will be recovered or reimbursed. 

To apply to the FAO for the CCB parents can call Monday to Friday between 8.00 am and 8.00 pm

Telephone:              136150

TTY                         1800810586

Languages other than English 131202

Or www.centrelink.gov.au
Or visit a Centrelink or Medicare Office

Information about how the family Assistance Office assesses CCB can be found at: www.deewr.gov.au.

NOTE: Applications assessed by the FAO will determine your CCB entitlement and can only be back dated 28 days- Please contact FAO promptly.

4.6 CCB limits
Families who are using child care for respite reasons (not working, seeking work or studying) are eligible for 24 hours CCB per week per child. Families can access up to 50 hours of CCB per week (per child) if they are working (in a paid or voluntary capacity), are seeking work or studying to further their employment prospects. The Family Assistance Office will determine whether you are eligible for 24 or 50 hours CCB per week.

Families who can demonstrate they need more then 50 hours of care to meet work-related commitments and associated travel time can claim for an exemption. These families will be able to access CCB for as much care as is used (and paid for) to meet work commitments.

Families who are subject to the 50-hours limit on CCB will be able to claim CCB for up to a maximum of 50 hours of care. This includes those families who use more than 50 hours of childcare for non-work related purposes or families who use less than 50 hours of care for work related purpose (regardless of whether they have paid for more than 50 hours). Further information or clarification can be obtained from the Commonwealth Department of Family and Community Services.

4.7 Allowable absences 

CCB is paid if you are charged for sessions of care when your child is absent. For example if your child attends three days per week and you are billed for three days, but your child was absent for one of those days (e.g. a family reunion on this day), CCB will be paid to cover the day. These absences are called allowable absences. Each child is allowed 30 days of allowable absences per financial year (1st July – 30th June).
Families are allowed 30 days absence, for any reason, before the CCB will be cancelled for further absences. It is advisable that if you are seeing a doctor due to your child being sick that you request a medical certificate stating this absence, as this will not be counted as one of your 30 allowable absences. 
4.8 Child Care Rebate (CCR) 50%
In addition to CCB families may be eligible to claim 50% rebate for their out of pocket childcare fee expenses from the FAO. This payment will be made quarterly unless and annual payment is requested.
Facts sheets are available from the office explaining eligibility and what to do to claim the rebate. Further details can be viewed at: www.mychild.gov.au

4.9 Late payment of fees

Families who fall two weeks behind with fees will be sent a late payment of fees notice. If payment is not received within one week of the date on the late fee notice, the child’s place will be withdrawn and the deposit paid at the time of enrolment will be retained by the centre. If a family’s account falls two weeks or more in arrears, the director may replace the child’s position at Nara. The late payment of fees will be closely monitored and families who have particular difficulties with fees should discuss the matter with the director/second in charge before the issuing of the late payment notice.(Fees Policy)
4.10 Late pick-up fines

A penalty rate of $5.00 for every 5 minutes will be charged to parents who do not collect their child/children by Nara’s closing time. Every effort will be made to call the parent/s or emergency contacts. A late form needs to be signed by both the parent/s and educator/staff. Any family receiving more than three late fines over a three-month period may lose their place at Nara.

Please note it is important to ring the centre if you are going to be later than the designated pick up time, so as educator/staff/child ratios can be maintained at all times
5. DAILY ROUTINES
5.1 Arrivals and departures

Always bring your child into the appropriate room and speak to educator/staff to make sure they are aware that your child has arrived. Children must not be left without an educator/staff member in charge.

Please ensure that the front gate and door is securely closed each time you enter or leave the centre for the protection of all children. The code to the front door will be given at enrolment.
Always sign your child into and out of the centre in the attendance book so that there is an accurate record of attendance in case of an emergency and also for the payment of the CCB.

Parents must notify educator/staff if the person to collect your child differs from the enrolment form. Proof of identification may be required.

All people collecting children from Nara must be a minimum of 18 years of age, unless in exceptional circumstances when approval must be sought from the director.

 5.2 Late arrivals
Children must arrive at Nara by 9.00am for the morning session, so that they have an opportunity to participate in the planned program and can settle in before the lunch routine begins. 

Children arriving late are expected to continue with the daily routine as they arrive unless otherwise discussed with the director. If arriving late is disruptive to the child, or the children in the group, the parent may be asked to bring the child in at a more appropriate time (e.g. after lunch or sleep).

5.3 Late collection

Children must be picked up by 6.00pm. Collecting your child after 6.00pm will incur a late fee. If a parent fails to collect their child by 6.30pm educators will contact the parents and/or guardians in the first instance and then those named on the enrolment form and authorised by the child’s parents to collect the child.

At 7.00pm, if no-one can be contacted, it is policy under federal child care regulations for us to contact the state Department of Education and Early Childhood Development. 

 and advise them of the situation. If this occurs the child will be collected by a Community Service Representative and the parent will require liaising with the Department of Education and Early Childhood Development to arrange to pick up the child.
5.4 Children’s clothing

Clothing should be weather appropriate and allow for free movement. Please ensure children are wearing suitable footwear such as shoes with covered in toes and non-slip soles. 
A full change of clothing is to be brought to the centre on a daily basis (allowing for a change in the weather) in a labelled bag. If your child is toilet training several changes of underpants and trousers, socks etc. are required. Labeling ensures clothes are returned to the rightful owner.
All care will be taken to protect children’s clothing. Smocks will be provided to protect children's clothes during messy experiences (i.e. painting, playing with clay, water etc.) But it is impossible for children to stay clean at all times so for practical reasons please dress children in clothes that wash easily.  To encourage independence children’s clothing also needs to be comfortable and easy to manage. Please return any centre clothing washed and ready for re-use.(Clothing and Comfort Policy).
5.5 Personal belongings
Parents are encouraged to clearly label all of their child’s belonging as Nara accepts no responsibility for lost items.

What to bring:
 
· Labelled bag (not plastic) containing a full change of clothes.
· 4/5 disposable nappies .
· Extra underpants, trousers, socks and shoes if your child is being toilet trained.

· If your child is bottle fed with formula or expressed breast milk, any necessary prepared bottles (plastic) clearly labelled.

What not to bring:

· Any war toys or games as they may lead to violent play.

· Thongs or clogs or other footwear that is dangerous for outdoor play (i.e. climbing).

· Any food due to potential food allergies.
· Junk food (i.e. lollies, chips, chocolate, etc).

It is preferable that children do not bring toys from home, unless they are a security item (these need to be well labeled) as they tend to get mixed in with Nara’s toys and disrupt the child from engaging in activities. If children do bring toys from home parents have the responsibility of collecting them.

5.6 Car parking

Car parking is available within NMIT grounds when dropping off and collecting your child/children and a parking permit, available from the director, is required. You cannot park your car in the car park and leave it there all day. 
6. CHILDREN’S PROGRAM
6.1 Program
What is it?

Parents sometimes ask-“Do the children just play all day?” Children learn through interaction with each other and the things around them- through play- it is the work of children. Educators develop a planned program of play experiences and document examples of children’s developing knowledge, skills and attitudes. The documentation that makes up the program is displayed for parents to read, question and contribute to.

How is the program planned?
Initially educator plan very generally. Their priority is to get routine times e,g. snacks, lunch, sleep and transitions times running in a smooth and predictable way, and children get to know and fell confident in their environment. 

Documentation

1. Reflection Folder documents the group program in each room. This may include photographs, sample of work, conversations, spontaneous and planned experiences. The reflection folder is displayed daily next to the sig in book in each room. The folder is update during planning time.

2. Individual Portfolios document, interests, strengths and achievements and are permanently available for parents to look at their (own) child’s portfolios. Information input varies according to each child’s attendance e,g. it can be difficult to gather comprehensive  information for  children who attend once a week. Portfolios are given to each parent  at the end of the child last year at Nara.
Note: Parents are directed to comply with the  Committee of Management request that they do not look at another child’ portfolios unless that child’s parent is present at the time and in agreement. Breaches of this request will be resolved as per the Centre Code of Conduct.
We believe children need:
· To feel safe, secure, respected, valued cared for, happy, encouraged and reassured.
· To know about themselves, others, the environment, routines and limits.
· To acquire living skills including social skills, language skills, and physical skills and respect for people and things.
The educator’s role in the program is to provide a nurturing, stimulating, responsive environment and to interact with children in the way which makes learning possible. We believe children learn through play.

Children’s play takes a variety of forms:
· Modeling/imitating adults and other children.                             

· Observing.
· Experiencing.
· Discovering/exploring.
· Contemplating.
We provide a balance between child-initiated and adult-supported experiences in which children may use a range of equipment and material, including improvised equipment and natural materials.
We value educators/staff that have a commitment to young children and their families and a range of early childhood qualifications and/or experience. The centre has a commitment to educators/staff continuing their professional development.

We believe that parents have an important role to play in the development of programs, so opportunities for participation are offered and co-operation and involvement are encouraged.

Nara aims to provide programs that cater for children’s physical, intellectual, social and emotional needs, which respect individual differences and which offer creative play experiences that are non-sexist and non-racist.

Nara encourages co-operative, non-aggressive play patterns. Play materials which enhance and encourage creative problem solving are offered. 
Children are grouped according to age during the day and are in mixed age grouping at the start and end of the day. All children are placed in a particular room and change rooms at the appropriate age, developmental level or when a position is available. All programs are specifically designed to meet the needs of individual children within each room.
Children’s programs will incorporate a balance of indoor, outdoor, passive, vigorous, solitary and social play opportunities. The program is clearly displayed in all rooms for parent information and comment. Parent feedback and involvement is valued and essential in ensuring a quality care program.(Parent Participation Policy)    
6.2 Evaluation

Evaluation provides information for further planning and improvement. The evaluation should identify the programs’ strengths and weaknesses and highlight the progress of individual children. Educators should also provide opportunities for parent input and for sharing the evaluation with them. The director will monitor and check program planning and evaluation 

6.3 Planning for individual children
Educators are responsible for monitoring the development of each child. This involves the recording of observed behaviours in all developmental areas. This information forms the basis of the children’s program. Regular consultation regarding programs with the director and parents is an ongoing practice.

Educators initiate and facilitate regular on-going communication with parents concerning their child. Recorded information about your child is available for discussion. Parents will receive details of the goals/aims and play experiences planned for their child. 
6.4 Additional needs children

The centre will work closely with the children’s services support team to assist families to access the service and integrate children with special needs. Children with special needs are those children with extra needs in the areas of sensory, communication, intellectual, physical, behaviour and social development or a combination of these as a result of a medical condition.

Children with ‘high support needs’ refers to those children whose extra needs create the need for additional support and resources beyond the minimum staffing levels stipulated, in order to ensure the child’s access, safety and participation in the service. Additional support staff can be provided though the community care service and additional support through Playworks (a Commonwealth Government founded organisation).
The centre director will undertake an assessment to establish a child’s abilities, the nature of extra care and support needs, after obtaining parent permission.(Special needs policy)
6.5 Referral to specialist children’s services

When educators have concerns about a child’s development in any area they must ensure that the child’s observations and developmental record reflect these concerns with specific dates and written observations. 
Educators should advise the director immediately if they have any concerns. After checking documentation, observations etc, the educator and director should meet with the parent to discuss the issues and plan time frames and strategies. Parents must be involved in all discussions and written notes taken. The parent must be advised that if at the end of the time frame the child’s behaviour has not improved educators will seek further support and referral from specialist agencies.

6.6 Confidentiality

Children's records are confidential and will only be released to outside agencies, with parents’ permission and/or by Court Order. All records pertaining to the child are to be securely stored for a period not less than 25 years. After this time the records will be destroyed by shredding.(Privacy and Confidentiality Policy)
6.7 Guiding children’s behaviour
Children require limits and the security of knowing what they can and cannot do, and the understanding that the caregiver will help them guide their behaviour according to the limits. Educators/Staff at Nara work as a team to develop age-appropriate and consistent limits for the children they are working. These limits will be discussed with parents where appropriate. 

Guidance of children’s behaviour is approached in a positive, non-punitive manner. Positive reinforcement of acceptable behaviour will aid the child in developing a positive self image.

Conflict between children is unavoidable and is a necessary part of the learning 

process. Our role is to help the children develop positive strategies for dealing with conflict such as:
· Pointing out what effects the action is having e.g. “He was really upset when you knocked over his tower”.
· Separate the action from the child, making it clear that it is the action you dislike, not the child.

· Encourage verbal solutions for the problem, giving opportunity for the children to work out suitable compromises.

Under no circumstances will the following be allowed at Nara:

· Smacking of children at any time.

· Rough handling of children in any form at all – dressing, feeding, washing faces, discipline, etc.

· Swearing near the children.

· Authoritarian or regimented approach to children and their activities.

· Force feeding children.
· Yelling or screaming at children.(Behaviour and Guidance Policy)
6.8 Photographs/video
Nara has access to a camera and educators/staff will take photos of the children in relation to the centre’s program. All photographs are displayed, kept in the centre’s photo album and also used in the children’s profiles. Nara has access to a video camera which may also be used.
Both photographs and videos may also be used for educators/staff/parent training purposes and in Nara’s promotional material. If you do not wish for your child to be photographed please inform the director and complete the relevant section on the enrolment form.

6.9 Excursions and Community visits

Excursions and centre events are planned to extend on the children’s educational program and current interests. The purpose and educational value of each excursion or centre event must be clearly stated in communication.  

Nara values the importance of encouraging involvement with the wider community and exposing children to a range of enjoyable experiences. Over the years we have had many visitors to our centre such as the mobile farm, the Fire Brigade, dance troupes, librarians etc. These visitors to the centre are an important and integral part of the program. Parents are notified before the visit and are welcome to attend. Children who do not normally attend Nara on the day of the visit are also welcome to come along provided a parent or carer stays at the centre with their child. When there is a cost involved parents may be asked to make a donation. (Excursions Policy)
7. NUTRITION

7.1 Nutrition
Nara aims for the provision of safe, varied and inviting food that is of nutritional benefit to the children and caters for the individual needs of the children attending the service. 
The service will provide morning tea, lunch, afternoon tea and additional nutritious snacks if required. On an occasional basis, the service will provide food that has been produced through food related activities involving the children.
The service in providing food and drink will:
· Comply with the Dietary Guidelines for Children and Adolescents.
· Pledge an ongoing commitment to provide 50% recommended daily intake for children in our care.

· Meal times will be set to a regular schedule, but individual needs will be accommodated and children who are hungry between meals will be offered small, nutritionally appropriate snacks. 
· Ensure the children are offered a well-balanced midday meal and nutritional morning and/or afternoon snacks.
· Cater for the developmental stage of the child with regard to size and texture.
· Cater for children who have special dietary requirements (including allergies) for health or medical reasons. This includes making their needs known to everyone responsible for preparing or serving food to them.
· The menu will reflect a wide variety of cultures and especially the cultural backgrounds of families, the local community and/or personal food differences. 
· Families have access to menus and recipes.
Food and drink provided will:
· Be offered at times that suit the children’s developmental needs.
· Be hygienically prepared and stored.

Parent/guardians will be encouraged to:

· Where children are on special diets the parents/guardians will be asked to provide a list of suitable foods including brands and their child’s preferences.


Children while at the service will:
· Have access to water and healthy food whenever it is needed /requested.
· Be encouraged to broaden their food knowledge and sample varied foods in a relaxed environment.
· Be offered appropriate food and drink from which they may make choices.
· Be encouraged to develop independence in serving and clearing away food and drinks and managing utensils that are used for pouring, drinking and eating.
· Be given opportunities to participate in food-related activities, ensuring correct hygiene methods are followed.
· Be offered foods that respect the religious, cultural or other requirements of the parent/guardians.

Parent/guardians will:
· Be given the opportunity to list any specific nutritional requirements (including allergies) on their child’s enrolment form and to discuss these with the educators and cook prior to the child commencing at the service and whenever these requirements change.
· Comply with the guidelines for celebrations that include food (e.g. birthdays).(Nutrition Policy)
7.2 Celebrations
Children’s birthdays are a special day which we enjoy celebrating with them. We support and encourage participation in a range of cultural celebrations including birthdays.

We celebrate birthdays at the centre by singing ‘Happy birthday’ and giving your child a card and taking a photograph to enable parents to share in this special treat. 
Parents, grandparents and friends are welcome to attend if they are able. Any additional children must be supervised. Please discuss this with the educator/staff. We also support family choice for those families preferring not to be involved in this celebration. 

Due to the current Food Safety Regulation’s staff cannot accept food from parents for general consumption. Therefore, parents are not able to bring any lolly bags into the centre to contribute to the child’s birthday celebration.
Due to the large number of children with allergies in the centre we have a responsibility to meet the needs of all children.

If you wish to celebrate your child’s birthday with a birthday cake could you please advise staff of your child’s upcoming birthday and we will have our cook prepare a cake at a cost of $10.00. (Please give our cook one weeks’ notice).

 

We record these special events with photos which are then posted on the notice board. Other cultural and religious occasions are also celebrated. Healthy foods (those low in sugar and salt) are still our priority when celebrating special occasions.

 

We love to celebrate special occasions so please do not hesitate to inform us of any occasion you feel we should celebrate. If these special celebrations involve food we may need to adjust the special recipes to the centre needs. 
7.3 Special diets

The special needs of children with food allergies, food sensitivities or medical diets will be catered for in consultation with parents and the appropriate medical professional.
7.4 Guidelines for procedures on special diets

 

The following procedures should be implemented to help protect the child at risk of anaphylaxis from accidental exposure to food allergens.

 
In relation to the child at risk: 
· This child should only eat food that has been specifically prepared for him/her.

· Ensure that it has been prepared according to the parent’s written instructions.
· All foods for the child at risk of anaphylaxis should be in accordance with the risk minimisation plan.  

· Bottles and other drinks provided by the parents/guardians for this child should be clearly labelled with the child’s name.  

· There should be no trading or sharing of drinks, drink utensils and containers with this child.  

· However, children with allergies should not be separated from the other children and should be socially included in all activities.     

· Where this child is very young, provide his/her own high chair to minimise the risk of cross-contamination.  

· To protect babies with allergies from exposure to an allergen, any non-allergic babies should be held individually when drinking formula/milk. 
· Ensure appropriate supervision of this child on special occasions such as family days. 

7.5 Procedures for requests of special dietary needs 

The parents/guardian need to provide written information from a medical professional (and if necessary an emergency plan) for children with special dietary needs.
The care plan should document recommended emergency and routine health and personal care support for the child. For example information about predictable emergency first aid associated with anaphylaxis (severe, life threatening allergy) or diabetes, routine supervision for health care safety such as supervision of medication and personal care including eating and drinking.

The care plan should include information provided by a medical specialist about nutrition intervention required so that the centre cook can accurately cater for the special dietary needs.

                                 

Families will be informed about what dietary support can be provided before enrolment.
 

Special diets for cultural or religious reasons will be discussed and negotiated    with the parents/carers to the best of the centre’s ability. The health and safety of the child is foremost and any concerns about the child’s dietary intake will be discussed with parents/carers.
To obtain further information about the management of food allergy or food sensitivity the Australia Society of Clinical Immunology and Allergy (ASCIA) at www.allergy.org.au provides information on allergies. The action plan for anaphylaxis can be downloaded from this site. Contact details for allergies may also be provided ph: 0425 216 402.

7.6 Meal times and eating environment  
This is an important social time. Children learn through imitation and observation. Educators generally eat with the children, which promotes good role modeling and encourages the children to eat through positive interaction.  No pressure tactics, bribery or threats are used to make children eat, as often this leads to more resistance
 Mealtimes
· Meal times are pleasant, culturally appropriate occasions and provide an environment for social learning and positive interaction. 

· Meal times will be treated as social occasions. Educators/staff will sit with the children and interact with them to encourage good eating habits and an appreciation of a variety of food.
· Educators/staff will promote a positive, relaxed, social eating environment with children.

· Educators/staff discuss food from a variety of cultures.

· Educators/staff talk about health and nutrition. 
· The food preferences of the children will be respected.
7.7 Bottle feeding guidelines

Parents are requested to supply bottles ready for their child’s use. If children are on formula it is requested that bottles are pre-prepared. If formula or expressed breast milk is not appropriate an alternative will be offered.
Educators will not be responsible for the cleanliness or hygienic state of the bottles supplied to the centre by the parent’s for their child’s use. Bottles from home are not sterilised at the centre. Bottles are rinsed at the centre and it is parents’ responsibility to sterilise their bottles. Clearly labelled plastic bottles with lids sufficient for the time the child is at Nara are requested.
Children will be offered bottles according to their routines. If children refuse bottles or only take a small amount, staff will attempt to offer again within 15 minutes. After this time the contents of the bottle will be discarded, which is why we ask parents to supply additional bottles.

The contents of the bottles given at the centre will be milk and water. Special dietary requirements will be considered e.g. soy milk. 
Cordials, fizzy drinks and flavoured milks brought to the centre will be kept in the fridge for the child to take home at the end of the day.
8. PARENT CONTACT/ INVOLVEMENT

All parents/caregivers are welcome to participate in as many aspects of Nara’s operations as possible. Parents can be directly involved through many different ways. 

These include:
· Being on a committee (management, accreditation or fundraising committee).

· Being involved and attending parent group nights.

· Participating in working bees.
· Attending social functions that are held at the centre.

· Spending time at the centre and being involved in the programs with the children and perhaps sharing any skills you may have (i.e. singing, cooking, reading etc).
The director and educators/staff are available for support and assistance should you require it. Please feel free to approach them and if necessary make a time when you can sit down together to discuss any issues relating to your child’s development or progress at Nara.

The Parent Room at Nara is for the use of parents to get to know each other and to provide information regarding our centre as well as information on other services in the community.

Nara maintains a range of resource books and videos on the Parent Library shelf, all of which are able to be loaned out. If you would like information about a particular topic or want to peruse the books please talk to the educators. 
We can readily access information on series of subjects, local support groups and resources available for families. Darebin Library has an extensive “Parenting Library” including books and CD- this is and excellent resource.
Nara is a centre where children as well as parents can gain so much. We encourage and welcome family participation within the centre.

Fundraising events, where possible are social events. Apart from the regular fundraising activities such as raffles, Nara also runs events such as, film and trivia nights, auctions and dinners, all of which are well attended, successful and enjoyable social events.

A particular interest or unit of work may also culminate in a ‘Special day’ at Nara, for example Koorie Education Day, Multicultural Celebrations, Easter, Christmas and Chinese New Year. Parents may be invited to view a performance, share some culinary delights or simply come and be involved in the day.

Nara is a caring, stimulating and vibrant centre, where the staff and the children benefit greatly from an active parent group.
Parents are well come to visit the centre at any time
8.1 Working bees
Due to the wear and tear that occurs within the day-to-day life of Nara we have regular working bees to clean, weed and carry out general maintenance tasks. These working bees are a means of keeping costs as low as possible so that we do not have to employ the services of trade’s people as much.

Parents are required to attend any one working bee or make a $40 donation.
The working bees are a great way to meet other families and for children to see their parents have an involvement in the centre. It builds up a feeling of trust and security with the centre that they belong to.

8.2 The Committee of Management

The Committee of Management has overall responsibility for the operation of the centre. By becoming a member of the committee parents are able to have input into decision making process. Dates for meetings and the annual general meeting are displayed in the foyer.
8.3 Concerns and complaints
Parents are welcome and encouraged at all times to discuss with the educators/staff their child’s development and the operations, programs and procedures at Nara.  The centre is committed to hearing parents’ feedback and concerns regarding the care of their children and the running of the centre. Nara aims to address and resolve any issues of concern directly with confidentiality and respect, in a positive and supportive environment.
If parents at anytime have a concern or query about the service, the first approach should be made to educator/staff members involved with the care of your child. If the issue is not resolved, then talk with the director about it.
If the issue is still not resolved contact and discuss the issue with a representative of the Management Committee (as advertised on the front notice board). 

If still unresolved a complaint in writing can be made to the president of the Management Committee and will be handled according to the Nara Complaints and Grievance Policy.
If all of the above is unsatisfactory then as a last resort you can contact the Children’s Services Officer (Department of Education and Early Childhood Development) on 9412 5307. (See Complaints and Grievances Policy)
9. HEALTH & SAFETY
9.1 Illness
The wellbeing of the children is of highest priority at Nara and children must be kept away if unwell. By regulation the director second in charge is to ensure that sick or infectious children and adults (including educator/staff) do not knowingly enter or remain in the centre, in the company of children.

By regulation, children and educator/staff with certain infectious diseases must be excluded for varying periods. For more specific information please speak to the director.

It is very important that the parents inform the educators/staff if their child has an infectious or communicable disease. A notice will be displayed to notify a case of infection or communicable disease within the centre. If a child becomes unwell at the centre, the parent/caregiver will be contacted. If unavailable, then the emergency contact will be asked to collect the child. 

Every effort will be made by educator/staff to ensure the comfort of the child in a quiet area away from the other children, to control any possible spread of infection.

If a child has suffered vomiting or diarrhea overnight, parents must keep their child home for 24 hours to allow the child to recuperate. Educator/staff will contact parents if concerned about loose nappies.  

Any unusual rashes, conjunctivitis or cold sores should be seen by a doctor and cleared as non-infectious (clearance certificate) before the child returns to the centre.

Educators/Staff may require a medical certificate to be approved by the centre director to show a clean bill of health before a child can resume care.

Additional information is sought relating to any medical ‘special condition’ identified at the time of the child’s enrolment.

The centre takes a preventive approach to infection control. Educators/Staff aim to minimise cross infection by adhering to strict hygiene procedure. (See Illness Policy)
9.2 Accident and emergency procedures

If a child injures him/herself at Nara and the director considers immediate medical attention is necessary parents will be contacted and requested to take the child to the doctor. If parents cannot be contacted then the emergency contact will be notified. Parents are required to pick up their child as soon as possible.

If it is considered that there is a medical emergency and that immediate hospital treatment is required, an ambulance will be called. Educator/staff will endeavour to contact parents. If this is not possible, the emergency contact or the doctor nominated by the parents will be called. Any ambulance or medical expenses will be the responsibility of the parent.

All information relating to injury is recorded in the Individual illness medication and accident folder, which are kept in each of the children’s room and must be signed by the parent.

Please inform educator/staff when you arrive if your child has had an accident while absent from the centre.

As per the Regulations  any serious accident or injury requiring any medical treatment is reported to the Department Human Services in the first instance via the Regional Children’s Services Officer.

Four First Aid Kit (complete with the emergency instructions) is maintained at our centre. All educators/staff member have a current First Aid Certificate.(See Emergency Management Policy)
9.3 Medication

Educators/Staff must be informed if any child is on medication. If a child requires medication during the day all details are to be written into the child individual medication book and signed by the parent. Medication will not be given to children without parents’ permission. All medication must be in the original bottle, been prescribed for the particular child and not exceeded the expiry date.

All educators/staff are to check with parents when signing in medication that dosage authorised by parents is the same as that on the child’s named medication. If the medication dosage does not indicate dosage for appropriate age i.e. no prescribed dose for under 2 years of age (some cough mixtures) the staff are not to administer without a medical certificate from the child’s doctor. 

If the dosage authorised by parents exceeds that on the medication – educator/staff must administer that prescribed on the medication. Medication not requiring refrigeration will be kept on the medicine shelf in each room for safe storage, out of reach of children at all the times.

Where it is deemed necessary that a child is administered panadol fairly quickly (in consultation with educator/staff and the director( i.e. where the child has a fever, the parent may give permission over the phone (this needs to be witnessed by two educators/staff members) and sign the Medication Authorisation form when the child is collected. All medication will be checked by two educators/staff members.

The centre has a supply of panadol for use in an emergency, however if your child does need panadol please supply and give it to educator/staff for safe storage. When completing the Medication Authorisation form please describes the type of panadol e.g. drops, elixir etc.
9.4 Unprescribed medication

Unprescribed medication needs to be clearly labelled with the child's name and will not be given for more than two consecutive days, unless authorisation in writing has been received by the child’s doctor. No drugs are kept on the premises.

9.5 Sun protection policy
Nara is very aware of the dangers to the skin caused by overexposure to the sun’s ultraviolet (UV) radiation which causes sunburn and in the long term skin cancers. Therefore during the warmer months to protect the skin of children in their care, the following steps are to be undertaken by all educators/staff:

Educators/Staff
· The children are not to be in the direct sun in particular care taken between 10.00am and 2.00pm (11.00am and 3.00pm daylight saving time) when UV levels reach their peak. Sixty percent of the sun’s harmful radiation occurs between these hours. Children are to be kept indoors or under the shaded verandah areas during these hours.
· Educators/Staff must protect children from the sun at all times with hats, clothing and sunscreen. It is compulsory for parents to provide a hat (preferably a legionnaire's hat, or a wide brimmed hat that covers the neck). Children with singlet tops need to bring a t-shirt to wear while outside. The centre supplies 30+ sunscreen.
· Educators/Staff must be positive role models. Children copy those around them and learn by imitation.
· Promote skin protection to parents.
Parents: 

· Apply sunscreen to their children before they come to Nara between Beginning of September and  end of April.
· Ensure that their child arrives at and leaves the service wearing an appropriate sun hat during the peak UV period.

· If their child has a particular sensitivity to the sunscreen provided by the centre, provide an alternative sunscreen to be left at the centre for use under staff direction.
· Provide authority for the staff to assist with the administration of sunscreen on their child as appropriate. 

· Encourage children to bring wrap-around sunglasses that meet Australian Standard 1067 (Sunglasses-category 2, 3 or 4) and cover as much of the eye as possible.(See Sun protection Policy)
9.6 Children’s sleep routine

Children who do not sleep will be encouraged to do quiet activities and rest while the other children are sleeping. Individual mattresses are provided for each child. Children are welcome to bring a pillow and a soft toy for cuddle. Rest time is evaluated throughout the year and adjusted accordingly.

In addition to room supervision requirements, Educators/staff will check all sleeping children at least every 5 minutes and will also monitor children to ensure they are not overheating.

Children are to be undressed if culturally appropriate and loosely covered with blankets to prevent overheating.

Babies (up to six months) will be placed on their backs or sides to sleep - not on their stomachs. Babies (up to six moths) who roll onto their stomachs during sleep will be rolled onto their back or side. Many of our practices result from research into and professional advice about Sudden Infant Death Syndrome (SIDS).(See Save Sleep Rest Policy)
9.7 Asthma management plan 
Asthma is a common respiratory condition that is usually able to be well controlled. Nara is committed to ensuring that the children in our care who have been diagnosed with asthma are treated and medicated appropriately so that they are able to participate in the child care program in the least restrictive fashion.
Procedure:
· Parents of children diagnosed with asthma are required to complete an Asthma Plan of Action/Emergency Form on enrolment.     

· This plan is to be completed prior to the child’s first day of attendance and reviewed by educator/staff and parents regularly should any changes in their condition/treatment occur.
· The wellbeing and asthma management of the child with asthma is the primary responsibility of the child’s parent/guardian.
· The centre must be informed of any significant changes in the child’s asthma treatment.

· The educators/staff, although trained in first aid do not have the training and expertise to diagnose and administer medication other than that normally being received by the child.

· It is unreasonable to expect educator/staff to be responsible for attending to a child’s peak flow meter reading or interpreting them.

· If a child diagnosed with asthma develops serious asthma while in care, and their parents have accidentally failed to provide the appropriate medication, the ventolin puffer and volumatic spacer in the First Aid cabinet may be used according to the child’s Asthma Emergency Plan after first obtaining the parents’ verbal consent.(See Asthma Management Policy)
9.8 Dental care
The centre believes that it is important to establish and reinforce good dental health practices for each child. The centre will therefore provide a learning environment that raises dental health awareness and supports the development of valuable life skills and habits for children and families.(See Dental Policy)
9.9 Anaphylaxis

This centre believes that the safety and wellbeing of the children who are at risk of anaphylaxis is a whole-of-community responsibility. The centre is 
Committed to:

· Providing, as far as practicable, a safe healthy environment in which children at risk of anaphylaxis can participate equally in all aspects of the children’s program and experiences.
· Raising awareness about allergies and anaphylaxis among the service community and children in attendance.
· Actively involving the parents/guardians of each child at risk of anaphylaxis in assessing risk, developing risk minimisation strategies and management strategies for their child.
· Ensuring each educator/staff member and other relevant adults has adequate training and knowledge of allergies, anaphylaxis and emergency procedures.
· Facilitating communication to ensure the safety and wellbeing of children at risk of anaphylaxis.(See Anaphylaxis Management Policy)
9.10 Head lice

In the child care centre children are in a situation where they have close contact with each other. This provides the opportunity for head lice to be transferred from head to head. The service will take every precaution to limit the spread of head lice within the centre, while ensuring children are not discriminated against or unnecessarily excluded from the centre. The successful management of outbreaks will require a co-operative effort from educators/staff and parents.

In order to control the spread of infection at the centre the following steps will be taken: 

· Educators/Staff will examine the heads of children who scratch their heads a lot to look for eggs (nits) or lice near the scalp. 
· Children who are suspected of being infected will be excluded from the centre. Educators/Staff members will always confirm their inspection with the director or another staff member before the parent is contacted. 

· Parents will be asked to collect their child and keep them away from the centre until the day after appropriate treatment has been started and the lice are removed. Parents will be given a letter with a tear off and return section to be filled in to confirm that treatment has commenced. 
· Educator/Staff will ensure that the child does not have close contact with other children while waiting for collection.
· The centre may consider requiring that the child wears his/her hat while waiting for collection, however the Department of Health advises that this may not be useful as the children have already been exposed to each other. The centres should also ensure that the child who is wearing a hat does not feel singled out.

· The child may return to the centre the day after treatment has commenced and all live head lice have been removed. A few remaining eggs are not a reason for continued exclusion. However, the parent must continue treatment until all eggs and hatchlings have been removed, usually over the following 10 days. 
· During an outbreak of head lice at the centre, parents of all children who were in close contact with the infected children should inspect their child’s head for signs of infestation.

· When an incident of head lice occurs at the centre, a notice will be displayed at the centre to advise parents to check their children. A letter will be given to parents advising how to check hair effectively using hair conditioner. 
· All educator/staff will be given information and training on detecting head lice.

9.11 Supervision

The centre will maintain high levels of supervision of children at all times. The educator/staff/child ratios contained within the Regulationswill be strictly adhered to. 
0-3 years - 1:4
3-6 years - 1:11
Children will be appropriately supervised at all times. Educators/Staff will position themselves where they can see all the children under their supervision, listen carefully to what is happening and know the children individually so they can anticipate their needs. Educators/Staff will join in the children’s play and encourage them to try new experiences.

Children outdoors will be supervised in small groups for safety, but they will also be given opportunities for self discovery and freedom of choice. Educators/Staff will judge when children need an adult to facilitate play or will join in at the child’s request. Children will be regularly reminded of safety procedures for fixed play equipment. Children will be encouraged to try new challenges as appropriate.

9.12 Missing child

The centre has set procedures in the event of a child missing. If educators/staff suspect a child is missing they count heads immediately and asks other educators/staff about child’s whereabouts. They will contact the director immediately, who will then contact the parents. The police will be called immediately if required once the situation is assessed and the Department of Education and Early Childhood Development will be contacted.
9.13 Fire and/or emergency evacuation

A copy of the fire drill procedures is in each room and in the foyer. All educators/staff are familiar with these procedures.

It is the responsibility of the director and/or nominated person to ensure that fire exits are always unlocked and ready for use. Fire extinguishing equipment is routinely checked by the Melbourne Fire Brigade. Fire drills are rehearsed at intervals decided by the director, at least once a term. Evacuation of the building is to be completed within three minutes.

Evaluations of evacuation drills are written up after each practice to ensure that the emergency procedures are smooth and ensure adequate safety of children and educator/staff.

Attendance books are to be kept in a designated, easily accessible place at all times and completed by parents promptly as children arrive.

Parents should familiarise themselves with the assembly point 1
Northern Melbourne of TAFE

Student Services Department

Building C Library (See Emergency Management Policy)

          Nara
                                                                                                                               NMIT                             

                                                                                                                               Library                                                                                
9.14 Alcohol and illegal drugs
Alcohol is not to be consumed on the premises during the hours of operation and events on-site after hours. The presence and consumption of illegal drugs is not permitted on the premises at any time. Persons under the influence of alcohol or illegal drugs are not permitted on the premises.

9.15 Smoking
Nara aims to provide its employees, children and other users of the centre with a healthy environment. Smoking within the workplace is a recognised health hazard for both smokers and non-smokers and is therefore not permitted. The Workplace Drug and Alcohol Policy is an integral part of our health and safety policies. Smoking is not permitted anywhere within the centre, playgrounds or on the premises at any time.

9.16 Security code
A security code to the building is given to all families. Parents are requested to not disclose the code to other people, especially minors. The code is changed on a regular basis and parents will be informed when this happens.
10. EDUCATORS/STAFFING

The centre employ Educators with Early Childhood qualifications and Bachelor of Early Childhood Education based on staff child ratio as required by the Children’s Services  Regulations 2009 and the Victorian Kindergarten Policy and Procedures. A director, a cook and a cleaner, as well as two part-time relievers (qualified) to cover program planning time, lunches and breaks.
Nara pays the appropriate award rates and conditions. The educator/staff roster will be done fortnightly.
10.1 Roster hours
·  7.30am – 4.30pm   2 staff members
·   8.15am – 5.15pm  3 staff member
·  9.00am – 6.00pm   2 staff members
The director of Nara reports to the Management Committee and has overall responsibility for the management of centre’s educator/staff on a day-to-day basis. In the director’s absence the second-in-charge assumes the director’s responsibilities.

10.2 Certified Supervisor
In accordance with the Regulation an nominated Supervisor is on duty at all times that Nara is open. All full-time, part-time and permanent educators/staff are Certified supervisors.

A Nominated Supervisor is a educator has been selected by the Management Committee and approved by the Department of Education and early Childhood Development to be responsible for the management of the centre in the absence of the  committee.

10.3 Educator/Staff development
Educator/Staff development is valuable and encouraged. Training will be provided depending upon Nara's finances and priorities.

10.4 Use of relief educator/staff

In order to ensure continuity of care for the children and smooth operation of Nara, we maintain a prioritised list of relief educator/staff that have worked at the centre and are familiar with policies and procedures. But at times when it is necessary to use a new reliever, every effort will be made to ensure that they work with at least one permanent member of educator/staff. Signs are displayed in the room, notifying parents of a educators/staff member's absence.
10.5 Educators/Staff/child ratios
Joey’s room: 12 children (6 months to 2 years) – 2 Qualified Educators one assistant
Possum room: 12 children (2 -3 1/2years) – 2 Qualified Educators one assistant
 Koala room:  22 children (3-5 years) – 2 Qualified Bachelor of Early  Childhood Education one Qualified
10.6  Planning time 
Possum’s and Joey’s room have planning on Tuesday.

Each room is allocated4 hours planning per weekt .  If additional short periods are needed to converse with room teams or to organise related events for the program, the director or second in charge will attempt to relieve those involved to allow for this.

The Occupational Health and Safety officer will have the time required to attend to the relevant issues.
10.7 Educators/Staff meetings
Staff meetings are held once a month and we like all educators/staff to attend. The purpose of these meetings is to assist in the planning implementation of the centre’s programs, to inform each other of issues, to exchange information, comment on policy and to generally meet as a team and have a say.

10.8 Educator/Staff parent communication
Parents are encouraged to discuss with educators/staff any questions or concerns they may have regarding their child's progress. All notices, information of coming events and matters of interest will be pinned to the central notice board on the centre.

Individual notices will be placed in named pockets in each room. A newsletter is usually prepared at least once each term. At times the centre organises social functions, guest speakers and parent/carer night to get to know educators/staff and other parents.

10.9 Educators/Staff babysitting
Nara does not actively encourage its employees to enter into private babysitting arrangements with parents/guardians whose children attend the centre. However, it accepts the rights of individual parents and educators/staff members to make these arrangements if they so choose. It is viewed as a private arrangement between parents and educator/staff members and Nara bears no responsibility.
10.10 Student placement

As with all community based child care centres student child care workers are at times placed within the rooms to work with the educators/staff and children. Placements are made with the agreement of the director. These are organised to cause minimal disruption to the smooth running of the centre. Throughout the placement students are expected to maintain a professional manner, observe strict Privacy policy at all times and operate within the guidelines of the Children Regulations  and centre policies and procedures. Students are never to be left alone with any children.

11. ACKNOWLEDGMENT SLIP
When you have read this Parent Information Handbook please complete the tear off slip below and return it, together with any additional comments to the director. This will be placed on your child’s file.

Each parent is responsible for knowing and adhering to the requirements of the Nara Community Early Learning Centre.

Policies are reviewed annually to ensure that we are meeting the needs and interests of all families using the centre. When policy updates and changes take place, parents are requested to sign (upon receipt of the new/revised policy) an ‘Acknowledgement of Policy Amendments’.

(cut here)

PARENTS AGREEMENT
I / We _________________________________________________________  the parent/s of

Have read and understood the policies and regulations as stated in the Nara Community Early Learning CentreParent Information Handbook and agree by these policies as a condition of enrolment at Nara.
Signed:

Date:
	             Centre Director Message


Welcome. Please know I personally want each child and parent to feel happy, welcomed accepted and safe at our centre.

I have had the experience of leaving my daughter in a Child-Care centre. I remember feeling relieved at having found a “good” centre, but as a parent I was still g\highly anxious that staff may not understand my little girl’s need and carried a sadness that I was not with her.

My only assurance to you is that I will always strive to provide the understanding, care, support and learning experiences for you and your child I wanted and received for my daughter and myself.
I believe I have a responsible and skilled  team of educators who share my commitment to providing the highest achievable standard of professional care for the children in our centre.

My door is always open and I am available to discuss any concerns, issues or questions you may have.

Please come and talk with me. I look forward to having your family involved in our centre.

Gina Lousa

The Centre Director
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