EATON STREET CENTRE INC.

POLICIES AND PROCEDURES MANUAL

Important Notice

The Eaton Street Centre Inc. Policies & Procedures have been reviewed to comply with the National Quality Framework, including the:

· Children (Education and Care Services National Law Application) Act 2010;
· Education and Care Services National Regulations 2011; and
· National Quality Standards and associated documents.  
The Policies & Procedures are a working document and not all Policies have been implemented at the date of this document.  As part of the National Quality Framework, a Quality Improvement Plan has been initiated to ensure that certain aspects of the Policies and Procedures are improved to ensure compliance with the National Quality Standards.  The Policies and Procedures will continue to be updated as required.  Please contact the Centre with any questions or comments.
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A-1: Hours of Operation

POLICY STATEMENT
We will meet the needs of the parents in our local community who either work, study or have other commitments, by operating for days and hours that allow them to reasonably get to and from work or place of study.

CONSIDERATIONS
· Education and Care Services National Regulations  – as may apply
· National Quality Standards – as may apply 
PROCEDURE
Eaton Street Centre Inc. (the “Centre”) will operate during government school terms Monday to Friday, between the hours of:

· Before school:  7:30am to 9am

· After school:  3pm to 6pm.

The Centre will be closed during government school holidays and designated public holidays.

All parents will be notified of days of closure through our notice board and/or letters home.

All hours of operation will be posted on the door and given to parents in our Parent Information Handbook on the child’s initial enrolment.

No children are to be left unattended at the Centre outside these hours.

Please refer to the Delivery and Collection Policy for further information regarding these procedures.
Opening hours will be reviewed annually to ensure that they meet the needs of current parents.

A-2: Centre Access

POLICY STATEMENT
We will provide places for school aged children needing care during their time out of school hours. We will not discriminate against any families needing care; however, priority of access will be determined by the Government guidelines and placement on the waiting list.

CONSIDERATIONS
· Education and Care Services National Regulations: 157
· National Quality Standard – as may apply
· National Quality Framework: Priority for Allocating Places in Child Care Services

PROCEDURE
The Centre will be available for children who currently attend primary school only.

No one will be discriminated against on the basis of his or her cultural background, religion, sex, disability, marital status or income.

The Centre will provide notices in various languages that reflect the community for schools in the local area regarding the Centre upon request.

The Centre will try to meet any specific needs of the families in the local community.

The Centre will ensure that access to children and families with special needs is catered for.

The Centre will follow the Commonwealth Government Priority of Access Guidelines for allocating a place in the Centre where a waiting list exists.  Please refer to the following weblink for more details:
http://www.deewr.gov.au/Earlychildhood/Programs/ChildCareforServices/Operation/Pages/Priorityforallocatingplacesinchildcareservices.aspx

A waiting list will be developed and updated regularly which identifies priority of access eligibility, date placed on list and required days of care.

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

Parents are able to access their status on the waiting list upon request.

The Centre and Nominated Supervisor will ensure that parents/guardians may enter the Centre premises at any time that the child is at the Centre, with the following exceptions:

· if permitting the parent’s entry would pose a risk to the safety of the children or staff of the Centre or conflict with any duty of the Centre or supervisor under the law; or
· the Centre is aware that the parent is prohibited by a court order from having contact with the child.

[Note: this Policy is currently being updated by Network]
A-3: Enrolment & Orientation

POLICY STATEMENT
Eaton Street Centre accepts enrolments for primary school age children in accordance with funding priorities and guidelines.  An orientation process is in place for children and their families. The purpose of this is to:


· Enable educators/staff to meet and greet children and their families

· Provide essential operational information

· Form the foundation for a successful and caring partnership between home and the service.

· To help children develop a sense of belonging, feel accepted, develop attachments and trust those who care for them (“My Time, Our Place”, Outcome 1).

We will ensure the confidentiality of our families through provision of secure recording and storing procedures.

CONSIDERATIONS
· Education and Care Services National Regulations: 158 - 162, 168(2)(k), 177, 183
· National Quality Standard 6.1, 7.3

· Child Care Service Handbook (DEEWR) – Priority of Access

· A New Tax System (Family Assistance) Act 1999

· Child Care Management System

· Family Law Act

· Privacy Act.

PROCEDURE
ELIGIBILITY / PRIORITY OF ACCESS

Access and eligibility will be subject to the Priority of Access Guidelines set down by the Department of Education, Employment and Workplace Relations (DEEWR), as follows:

· Priority 1 – a child at risk of serious abuse or neglect

· Priority 2 – a child of a single parent who satisfies, or of parents who both 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 on low incomes

· Children in families from culturally and linguistically diverse backgrounds

· Children in socially isolated families

· Children of single parents.

As well as the above, children must be enrolled in Primary school (Kindergarten through Year 6) in order to be eligible to attend the Centre. Children of Preschool age will not be accepted into the Centre.   

Provision of places for children with additional needs will be made wherever possible, with a regular review period. Access to care will focus on the needs of the child and the Centre’s ability to meet these needs.  Ongoing arrangements will be at the discretion of the Nominated Supervisor in consultation with parents and Centre staff.

Siblings of children already enrolled in the Centre will be given priority whenever possible.

The timing of acceptance of new enrolments will take into consideration students applying for entry to the Opportunity Class (OC) in Year 5 at Balmain Public School, with a target date of end November.  The date for new enrolments will be communicated to new parents/carers that are expected to enroll in Balmain Public School and Father John Therry schools in the following year. 

WAITING LIST 

Where demand for care exceeds the Eaton Street Centre’s number of approved places, families will be placed on the waiting list.  When completing waiting list details families will be advised of the Eligibility Criteria and Priority of Access Guidelines.
Waiting lists will be refreshed annually. A request for updating family details and contact numbers will be sent to each family on the waiting list. If the Centre does not receive an updated reply by mail and/or the form is not returned to the Centre, families will be removed from the list, as it is presumed the family is no longer requiring care.
ENROLMENT 

Enrolments will be created in line with the Priority of Access Guidelines and the Child Care Management System (CCMS).  There are three enrolment types under the CCMS:

· Formal enrolments

· Informal enrolments

· AMEP/Other enrolments


Enrolments will not be accepted from families without full completion of the enrolment form.  To secure the enrolment, parents are required to pay the Administration  fee as per the Fee Policy. 
The Director is to go through the form with the parents prior to starting care to ensure all the details have been completed. When a parent is having difficulty in completing the form an enrolment interview should be conducted and if necessary organised in the parent’s first language.

The enrolment form must contain all relevant details relating to personal, medical and custodial information for each child, parent or guardian and emergency contacts along with any special requirements relating to that child. 

Enrolment forms are to be updated annually or when there are changes to the family’s circumstances.

To confirm re-enrolment in the following year, current parents are asked to fill in a new enrolment form at the end of each year, which updates their current circumstances and any changes to care required.

For any new enrolments  fees for term 1 need to be paid in full on week 8 of term 4 of the current year.  Invoices will be sent out to parents at the beginning of term 4 after completion of the enrolment form. Withdrawal of new enrolments can be accepted up to the second week of January and fees can be refunded after confirmation of cancelation. For withdrawals made from the third week of January on, no refunds will apply.

A written financial agreement can be made for those parents in hardship conditions. In this case parents need to contact the Director and apply for a hardship case.
Parents will be advised that it is their responsibility to notify staff of any changes to their current details on enrolment and if there are changes throughout the year. .
Depending on availability of care, children may be enrolled at any time throughout the year.

Parents may also place their child on the waiting list for the current or upcoming year if they do not require care immediately. Care will be determined by availability and priority of access guidelines.

On enrolment, families will be provided with a Parent Information Handbook detailing how the Centre functions, including:

· Philosophy and goals
· Management structure (e.g. parent Management Committee)
· Priority of access and waiting list
· Opening and closing times
· Program
· Educator : child ratios
· Child Care Benefit (how to apply)
· National Quality Standards
· Mandatory reporting 
· All policies and procedures that relate to families and children
ATTENDANCE AND ENROLMENT RECORDS

Accurate attendance records will be kept, which:   

· Records the full name of each child attending the Centre

· Records the date and time each child arrives and departs

· Is signed on the child’s arrival and departure by either:
-  the person who delivers or collects the child
-  the Nominated Supervisor or an educator (Regulation 158); and

· Meets the requirements of the Child Care Management System (CCMS)

An enrolment record for each child will be kept at the Centre which includes all details outlined in Regulations 160, 161 and 162.

CHILD’S ATTENDANCE ONCE ENROLLED

The Centre’s responsibility for the child begins when placed in the staff’s care by parent or guardian, or when they arrive from school for the afternoon session.  If a child is to be absent on a day they are normally booked, the family must notify the Centre as soon as possible.  The rules for Allowable Absences under CCMS will be followed in relation to all absences.
If a child who is enrolled with the Centre, but is not on the Roll for a particular day, arrives at the Centre, the Nominated Supervisor or other relevant staff member will be contacted immediately to see if the child has been booked in for the day. 

If a child has not been enrolled they must not be taken into care under any circumstances.  In this case, please contact the school and/or child’s parents (if possible) immediately.

CANCELLATION OF ENROLMENT
Cancellation of an enrolment may be initiated in two different situations:

· A parent advises the Centre that no further care needs to be provided

· The Centre identifies that care is no longer required or being provided                                                                                         (CCMS Ending Enrolments) 
The family must give one month’s notice if they wish to cancel a child’s enrolment .

CCMS guidelines will be followed once an enrolment is cancelled. 
CONFIDENTIALITY AND STORAGE OF RECORDS

Enrolment information will be kept in strict confidence according to the Centre’s Confidentiality Policy.  All enrolment records will be kept in a safe and secure place and kept for the period of time specified in the Regulations (Regulations 158, 159,160, 183).  
All enrolment forms are to be kept in a locked file and kept confidential from all but the approved persons who enrolled the child, relevant staff, management and Commonwealth and /or State Department Officers.

ADMINISTRATION  FEE
 An Administration  fee per family will be set by the Committee each year and must be paid at the time of enrolment. As per the Fee Policy, the administration  fee is currently $50.00.

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

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

ORIENTATION

Families who are enrolling their child for the first time will be sent the Parent Information Handbook and the key policies for families prior to the child’s first day at the Centre. Families should read the Handbook so that their child is prepared for their first day at the Centre and to give them time to complete all relevant forms. 

Parents should advise staff when they are greeted that it is their child’s first day at the Centre and the staff member will introduce themselves and guide them through the sign-in/out process, check that all relevant forms and authorities have been signed and show them around the Centre. The parent will then meet with the Nominated Supervisor, who will answer any questions the parent may have. The staff member will introduce the child to the other children and engage them in an activity. The staff member will remain with the child until they are settled and comfortable in the new environment.
The orientation procedure provides an opportunity to build the foundations for an ongoing partnership between the family and the Centre.  

Parents will be offered an orientation day prior to the commencement of their child at the Centre.

All new children to the Centre will be provided with an orientation tour and introduction to the Centre on commencement.

The introduction to the Centre will include:

·  Emergency exits and procedures

·  Health and Safety overview

·  Child protection policy

·  Drop-off and pick-up procedures

·  Rules and expectations of the Centre

·  An introduction to the staff members / educators

·  Equipment and facilities review

·  Programs and routines

The orientation visit also provides the opportunity for parents/guardians to discuss with staff / educators:

· The child’s individual needs (including their likes and dislikes);
· Strategies to help the child settle into the Centre;
· Any allergies and emergency plans for the child;
· The Centre’s expectations regarding the child’s behaviour while at the Centre;
· The families role and responsibilities in regard to membership of the Centre;
· The routines of the Centre;
· The necessity for the family to provide the Centre with important background information on their child/children initially and as an ongoing requirement of enrolment.
The Centre will ensure that new families feel comfortable and welcome.  The Centre will also ensure that respectful and supportive relationships with new families are developed and maintained.

A-4: Fees

POLICY STATEMENT

Eaton Street Centre sets fees in accordance with its annual budget in order to meet the income required to develop and maintain a quality Centre for children and families. We strive to ensure that our Centre is affordable and accessible to families in our community. The Management Committee ratifies the budget annually, or as necessary, and monitors it carefully throughout the year.

CONSIDERATIONS

· Education and Care Services National Regulations: 168(2)(n), 172, 173
· National Quality Standard 7.3

· Child Care Benefit (CCB)
· Child Care Management System

· Confidentiality and maintenance of records.

PROCEDURE

SETTING FEES

Fees are to be set on an annual basis by the Management Committee, based on the annual budget and ensuring that the required income will be received to run the Centre efficiently.

Fees will be reviewed each term based on attendance and the Centre’s ability to meet the running costs. Parents will be given at least 2 weeks’ notice of any changes in the fees.
ADMINISTRATION  FEE 

Upon being offered a place at the Centre, an initial administration  fee of $50 per family must be paid to the Centre.  

The administration  fees will be recorded in a segregated account with access restricted to authorized signatories on the account in accordance with risk management procedures at the Centre.  

CBA account for deposit: BSB:  062-110   

Account: 10203493

MEMBERSHIP FEE 

Eaton Street Centre is an Incorporated Association and as such, families enrolling their child in the Centre are bound by the rules of the Association for the period of the child’s enrolment.

As a member of the Incorporated Association, one representative of the child’s family is entitled to Membership, including voting rights at any General Meeting held by the Centre and may be nominated (with consent) for a position on the Management Committee at the Annual General Meeting.

A membership fee will be considered by the Committee annually,  The current membership fee is $0 per family; when a membership fee is payable, it will be payable on an annual basis.
PERMANENT & CASUAL CARE FEES

The fees payable for childcare at December 2012 (which are subject to change at the discretion of the Committee) are as follows:

	
	Permanent Rate

(per session)
	Casual Rate

(per session)

	Before School Care
	$12.50
	$15.00

	After School Care
	$19.00
	$20.00


Families will be provided with a statement of fees in advance on  the commencement of the school term. Fees for term 1 have to be paid in advance at a time specified by the parents committee. For the other three school terms fees  for permanent care can be paid fortnightly, monthly or by the term but must be kept up to date and paid once invoiced and at least two weeks in advance of the relevant care period.

Casual (and emergency) care must be paid for on the day of care.

Fees are to be paid for the days the child is booked into the Centre, including times when the child is absent due to illness or any other reason.  To ensure equity of access, it is not possible to retain a booking in respect of a day except by paying the fee applicable for attendance on that day in the same way as if the child had attended the Centre.  

Please see the Centre Director to make any alternative arrangements if required.

A dated receipt will be provided for in the payment statements.  All records will be kept confidential and stored appropriately.

Parents will be provided with fee statements which can be picked up at the Centre or sent via email.  Parents may access details and information regarding their fees at any time upon written request.  

CHILD CARE BENEFIT

The Centre is approved to offer Child Care Benefit (CCB) to eligible families.

Most Australian families are eligible to receive Child Care Benefit.  Families who are eligible for the Federal Government’s Child Care Assistance subsidy will only be required to pay the daily gap fee applicable to their financial circumstances. To have CCB applied to their account, families must first register with the Family Assistance Office.  In addition, the government provides an additional 50% tax rebate to families for out of pocket child care expenses via the Child Care Rebate (CCR).  CCR is paid fortnightly either to the family or the Centre.  The Centre encourages families to authorise the CCR to be paid directly to the Centre.

The Centre will provide families with information relating to Special Child Care Benefit, Jobs Education and Training, and Grandparents Child Care Benefit.

The Director will ensure that parents are informed of the availability of CCB.

All documentation pertaining to the CCB should be kept for the specified time and made available to Commonwealth Departmental Officers on request.

BOOKINGS AND CANCELLATIONS

Each family is expected to make bookings in advance, for the care sessions required. Bookings will only be accepted when families have completed the Centre’s Enrolment Form in full. 

Families wishing to cancel their child’s place at the Centre are required to provide one month  written notice to the Centre Director, or they are liable to pay the equivalent of one month  child care fees to the Centre. 

If parents wish to suspend payment of fees for a period (either in respect of one or more days of care or in respect of the entire enrolment) then they will need to provide notice of cancellation of the enrolment as set out above, and the relevant place will be offered to the next child as per the waiting list procedure in the Enrolment & Orientation Policy.  If the parent or carer who cancelled the enrolment then wishes their child to return to care on the relevant day or days, this will be treated in the same way as a new enrolment request. 
 
ABSENCES 

Fees are payable for family holidays and sick days if those days fall on a day that a child is booked into the Centre.  

The Centre will provide families with information about approved and allowable absences and will adhere to the Child Care Management System (CCMS) in relation to absences.

CENTRE CLOSURE


No fee is charged while the Centre is closed over the Christmas/New Year period or during school holidays.
OVERDUE FEES

Parents are encouraged to discuss any difficulties that they may have in paying fees with the Centre Director, who will discuss and may agree to alternative, appropriate arrangements for payment of fees. Parents can also be advised of other avenues for financial support when required.

Any arrangements outside of those in this policy will be documented by the Director and will need to be signed by the parent.
DEBT RECOVERY
Failure to pay unpaid fees may result in debt recovery action being taken and discontinuation of care for the child unless the family has initiated a repayment schedule for the unpaid fees with the Centre Director.

The Management Committee reserves the right to take action to recover debts owing to the Centre.  This can include the engagement of debt collectors to recover the monies owed.

Where a family owes any overdue fees to the Centre, the child’s place may be suspended, until all outstanding monies are paid, or both parties agree to a payment plan.  Fees not paid by the due date will be followed up as below:

1.
An initial letter stating fees are overdue will be sent 7 days after the fees due date, giving 7 days for payment. A late fee of $25 will be added to the invoice.

2.
If payment is not received, families will be invited, by telephone, to attend a meeting with the Centre Director, and the Treasurer if appropriate, within 7 days to discuss a payment plan.
3.
Failure to attend the meeting and continued non-payment for a period of 5 working days will result in a second and final letter notifying the family that unless payment is made within 5 working days, or a payment plan entered into, the child will be unable to attend the Centre.

4.
If a signed payment plan is not adhered to, a follow-up process will commence at point 2.

5.
The Management Committee will reserve the right to employ the services of a debt collector and the family will be responsible for all fees associated with recovering the debt.
LATE COLLECTION FEE

The Centre operates from 7:30 to 9am (before school care) and from 3 to 6pm (after school care). The staff are unable to accept children in the Centre outside of these hours.  Should children be present after the closing time of 6pm, a late fee of $1.00 per minute will apply. 

The hours and days of operation of the Centre will be displayed prominently within the Centre (Regulation 173).

In circumstances that are beyond the control of families, for example, weather and traffic accidents, which may result in them arriving late to collect their child, the Nominated Supervisor will have discretion to decide if families will be charged the late fee.  

Families who are continually late collecting their children, without a valid reason, may jeopardise their child’s place at the Centre. Should this be the case, the Centre Director will meet with the family to discuss this.

The fee for late collection of children will be recorded and added to the weekly fee statement.   After 6.00pm parents must sign out their child on the “Late Collection Record” form.

Wherever possible, parents should advise the Centre when they will be late to collect their child. If a parent continues to collect their child after 6pm, the Centre Director will need to discuss other options with them, and suitable arrangements agreed to or the child’s place in the Centre may be cancelled.


Parents who are unavoidably detained should ring the Centre before 6pm and if possible make arrangements for the child/children to be collected.  If no call is received from a parent or carer, the following will apply:

· After 15 minutes, the nominated emergency contact person will be called. 

· After 30 minutes, the child will be taken to the nearest Police Station.

METHODS OF PAYMENT

Fees can be paid by:

· Direct Debit - from your bank account or credit card to the Centre’s bank account.  Details of the Centre’s bank account are included in the Parent Information Handbook. 

· Cheque – made out to Eaton Street Centre Inc.

The Centre does not accept any cash payments.

Families will be given a minimum of fourteen days notice of any changes to the way in which fees are collected (Regulation 172). 

CONFIDENTIALITY
All information in relation to fees paid by individual families will be kept in strict confidence.  Members of staff, management or the Management Committee will not discuss individual names and details openly.  Information will only be available to the nominated persons required to take action, for example, to initiate debt recovery. 

Families may access their own account records at any time, or particulars of fees will be available in writing to families, upon request.
INCREASE OF FEES

The fees are set by the Management Committee in order to meet the budget for each financial year.  There will be ongoing monitoring of the budget and, should it be necessary to amend fees, families will be given a minimum of fourteen days notice of any fee increase (Regulation 172).
ACKNOWLEDGEMENT OF RESPONSIBILTY TO PAY FEES
Families will be required to read and sign Section “Conditions of Enrolment” of the Centre’s Enrolment Form. 

A-5: Delivery and Collection of Children

POLICY STATEMENT
Eaton Street Centre will ensure that children arrive at and leave the Centre in a manner that safeguards their health, safety and wellbeing. Staff will manage this by adhering to clear procedures regarding the delivery and collection of children, ensuring that families understand their requirements and responsibilities and accounting for the whereabouts of children at all times whilst in the Centre’s care.

CONSIDERATIONS
· Education and Care Services National Regulations: 99, 158-161, 168(2)(f), 176
· National Quality Standard 2.3, 7.3
· Custodial requirements.

PROCEDURE
DELIVERY OF CHILDREN
· Children are not to be left at the Centre unattended at any time prior to the opening hours of the Centre.

· The attendance register must record the child’s time of arrival and have a signature documented.

· Staff will be aware of each child’s arrival at the Centre and exchange information with the person delivering the child such as who will be collecting the child.

· Any points of information are to be recorded in the daybook or communicated by phone or email, such as any particular requirements for the day or any changes to who will collect the child.  A notification of change will have to be completed in writing.
· If a child requires medication to be administered whilst at the Centre, the person delivering the child must document this in writing as per the Centre’s Administration of Medication procedures.

Children are to place their belongings in the appropriate place.
The person dropping off the child must ensure that a staff member is aware of the child’s presence before leaving the Centre, and that any special needs are communicated.
COLLECTION OF CHILDREN

· Children must be collected by the closing time of the Centre of 6pm.

· If children are collected after 6:00pm the parent or authorized person will sign them out in a separate sign-out sheet

· Any person who is collecting a child from the Centre must be listed as an authorised nominee on the child’s enrolment form with their contact details. Any changes to authorized nominees must be advised in writing to the Centre as soon as possible. The collection list must be kept current and updated on a regular basis.

· The authorised nominee who is collecting a child must sign the attendance register and record the time of collection and their signature.

· Written authorisation must be given in the child’s enrolment form if children have permission to leave the Centre themselves. In this case, the Nominated Supervisor would sign the child out of the Centre.

· Staff will be aware of each child’s departure from the Centre to ensure children are only collected by an authorised nominee listed on their collection list.

· Staff should be notified as soon as possible if the authorised nominee will be later than expected and the child will be informed to avoid unnecessary anxiety.

· If a person who is not on the collection list arrives to collect a child, written authorisation will be sought from an authorised nominee before the child is able to leave the Centre (by phone in the case of emergency). The Nominated Supervisor will also request identification from the person collecting the child (if not already known to them).  The child will not be released from the Centre until proper authorisation has been received.

· In the case of an emergency where a child’s authorised nominees cannot collect the child and someone not on the collection list will be collecting the child, the Centre must be notified by phone as soon as possible by an authorised nominee. Written authorisation should be gained where possible however verbal consent and an identification check will be sufficient in the case of an emergency.

The parent or authorized person and child/children are to ensure that all belongings are collected.

The Centre will not release the child to anyone who is not authorized without prior written consent (or communicated by phone by a parent or authorized person in case of emergency). 

Parents or authorized persons must provide written authorization to the Centre if the child is to attend any extra-curricular activity that operates within the Balmain Public School grounds (ie, dance class, gymnastics class, art class, piano lessons, etc).  

In the case of a medical emergency the child can be given into the care of an approved emergency service.
DELIVERY AND COLLECTION OF FATHER JOHN THERRY (FJT) CHILDREN TO AND FROM THE CENTRE

A procedure will be established in consultation with FJT to ensure the safe delivery of FJT children to and from the Centre.  This procedure will be agreed with FJT, and may need to be amended from time to time taking into consideration the number of FJT children enrolled at the Centre.

Morning Session:  To ensure safe delivery of FJT children from the Centre to FJT in the mornings (ie, from before school care), at least two Centre staff will supervise FJT children when they are transferred from the Centre to FJT.  An FJT teacher will be present to collect the children from Centre staff at FJT.

Afternoon Session:  To ensure safe delivery of FJT children to the Centre for after school care, at least four Centre staff and a minimum of one FJT teacher will supervise FJT children when they are transferred from FJT to the Centre.  ESC staff will register FJT children at an appropriate location at either FJT or ESC (ie, inside the BPS school grounds).  
ABSENT AND MISSING CHILDREN
· Families are required to notify Centre staff as early as possible if children will be absent from the Centre. Staff will record the absences in an appropriate place where other staff will be aware of the information, ie, in the diary.
· Families will be informed of their notifying responsibilities upon enrolment and through the Parent Information Handbook.

· If a child only attends after school care, the families must notify educators when a child has returned from an absence so they know to expect the child at the Centre.

· Should a child not arrive at the Centre or not be waiting in the designated area when expected, staff will:

· Ask the other children of their knowledge of where the child might be.

· Approach the school office and ask for information regarding the child’s attendance at school.

· If the child was absent from school, call the child’s authorised nominees at a suitable time to remind them of their notifying responsibilities and find out when they should expect the child to return to the Centre.

· If the child was present at school and the other children and school staff are unaware of their whereabouts, staff will ask the school staff for assistance in searching for the child in the school area. Ensure supervision is maintained for other children during this process.
· If the child is still unable to be located, staff will return to the Centre and call the child’s authorised nominees to gain further information. Continue to call the authorised nominees on the contact list until contact has been made. Maintain contact with the authorised nominees until the child has been located.

· Continue to keep in contact with the school during this time.

· Arrange for appropriate supervision of children at the Centre and send a staff member back to the school area to continue looking for the child. Follow up on any leads regarding children going to a friend’s home and check common places in the local area.

· If the child remains missing, contact the police and keep the authorised nominees and school informed of the situation.

· Staff will notify the Department of Education and Communities (DECS) within 24 hours of the incident occurring.
Acceptance and Refusal of Authorisations

Documentation relating to authorization (permission) from parents or authorized persons (named in the child’s enrolment form) must contain the following information (as applicable): 

· The name of the child to be collected;

· The date;

· Signature of the child’s parent or authorized person who is on the enrolment form;

· The approximate time the child will return to the Centre if the child is leaving the Centre to attend an extra-curricular activity and the time they will return to the Centre (if applicable);

· The original form/letter provided by the Centre, if it is an excursion.

These authorizations will be kept in the child’s enrolment record.
As noted above, in case of emergency verbal authorization may be accepted at the discretion of the Nominated Supervisor on duty.  In these instances, staff will record in the diary the time of the telephone call with the parent/authorized nominee and name of the person who will be collecting the child.  Identity of the person collecting the child should be confirmed by sighting the ID – preferably photo ID such as a current driver’s licence.
In this policy, parent does not include a parent who is prohibited by a court order from having contact with the child.

Please also refer to the Acceptance and Refusal of Authorisations Policy.

A-6: Absent and Missing Children

POLICY STATEMENT
We will ensure the safety and welfare of the children by ensuring clear communication and co-operation between the Centre, parents and the school.

CONSIDERATIONS
· Education and Care Services National Regulations – as may apply.
· National Quality Standard 2.3 

· Children and Young Persons (Care and Protection) Act 1998

· Department of Community Services Mandatory Reporting Guidelines

· Working with Children Check

PROCEDURE
ABSENT CHILDREN
A parent or guardian must advise the Centre if their child will be absent on a day that they are booked into care. 

If the parent is aware beforehand they must inform a staff member in person, via telephone or via e-mail who must record the information in the phone/message book for the day of expected absence.

If the parent does not know until the day they must 

Ring the Centre and inform a staff member, as early as possible.  Where possible this change should be confirmed in writing by e-mail. This information must be recorded in the phone/message book. The parent must indicate the expected time of absence, for example the dates that their child/children are expected to be away due to illness or holidays. 

The parent must ring and inform the Centre when the child returns to school and that the child will be attending the Centre on that afternoon.
Parents will be informed of this requirement on enrolment and in the Parent Information Handbook detailing the importance of the Centre knowing of a child’s absence.

MISSING CHILDREN
Should a child not be present and waiting in the designated area when expected, a staff member from the Centre collecting the children will approach the school office or teachers and ask for information regarding the child’s attendance at school.

If the child attended school but school office or teachers are unsure of the location of the child, the school office will be asked to contact a parent to find out where the child is.

If a parent is not contactable, a message should be left on the parent/s telephone to contact the Centre as soon as possible.

Staff should ensure all other children are well supervised during this time.

Children become the responsibility of the Centre once they are handed over by the school to the Centre’s staff.

If the child is still not found then the staff member will:

· Take the other children back to the Centre.

· Try to make contact with the parent or authorised person to inform them and find out any further information. If parent states that the child attended school and was to attend after care then the child is classified as missing.

· Continue to keep in contact with the school in case child returns to school.

· Arrange for appropriate staffing levels and send a staff member to look in the local area or follow up on any leads regarding the child going to a friend’s home.

If no contact with a parent is made by the end of the day, then an authorized person on the child’s enrolment form will be contacted to try to find out further details. 

If the child is still missing and no information is provided by the authorized person as to the child’s whereabouts, the police should be contacted immediately.

The parents/authorised persons are to be kept informed.

A-7: Unsupervised Children

POLICY STATEMENT
The Centre strives to provide a safe and happy environment that all children want to be a part of and that enables parents/carers to pursue work, study/training or other activities, confident in the knowledge that their children are well cared for. 

We aim to ensure the safety and welfare of the children by ensuring clear communication and co-operation between the Centre, parents and the school.
CONSIDERATIONS
· Education and Care Services National Regulations  – as may apply.

· National Quality Standards – as may apply

PROCEDURE
During Centre hours, children attending the Centre will be signed in (Registered). 

Before School (7:30 – 9:00am):

If a child arrives at the Centre that is not registered to attend on that particular day either by permanent or causal booking, the Centre will make inquiries on the Centre’s register to ensure that the child is not registered to attend.

If the child is not registered and there appears that no parent or authorized person is present, staff will escort the child to the School Office if open. 

When the School Office opens, staff will inform the School Office staff that the child is not registered to attend the Centre and the child will be “handed over” to the School Office. 

After School (3:00 – 6:00pm)

If a child arrives at the Centre that is not registered to attend on that particular day either by permanent or causal booking, the Centre will make inquiries on the Centre’s register to ensure that the child is not registered to attend.

Staff will register all children first and ask the child to wait at the Centre’s office.

If the child is not registered and there appears that no parent or authorized person is available to pick the child up, staff will escort the child to the School Office. 

Staff will inform the School Office Staff that the child is not registered to attend the Centre and the child will be “handed over” to the School Office. The Centre’s staff will record this in the Child Welfare Register.

Should the parent or authorized person, once contacted by the School, indicate the Child should have been at the Centre the School shall contact the Centre’s office, where the parent or authorized person will be contacted by Centre’s staff to confirm this and ensure the child is placed on the register and appropriate records and fees for service can be endorsed.

A-8: Removal and Assumption of Care of a Child from the Centre by Community Services 

POLICY STATEMENT
The purpose of this procedure is to provide guidance for children’s services when responding to a Community Services request for removing a child or young person at immediate risk of significant harm, with or without a search warrant or Children’s Court order.

CONSIDERATIONS
Community Services (an agency within the NSW Department of Human Services) and NSW Police have the legal authority to remove children from their parents’ or usual carer’s responsibility where there are reasonable grounds to believe that the child or young person is at risk of significant harm AND the risk is immediate, and less intrusive actions insufficiently reduce the risk of harm.

Community Services also has authority to assume the care of a child while they are in attendance at a children’s service (that is, where it is not in the best interests of the child to be removed from the premises where they are currently living/located), if the child is assessed as being in need of care and protection on returning to the care of parents or carers.

Section 34 of the Children and Young Persons (Care and Protection) Act 1998 (the Act) authorizes Community Services to take whatever action is necessary to safeguard or promote the safety, welfare and well-being of a child or young person who is in need of care or protection.

Community Services must ensure that the child’s parents/carers are kept informed of the whereabouts of the child: 

· by disclosing the whereabouts of the child where the disclosure would not prejudice the child’s safety, welfare, wellbeing or interests, or 

· by not disclosing high level identification information (including name and address of the carer; information that may identify the placement; or contact information) where the disclosure would prejudice the child’s safety, welfare, wellbeing or interests.
Section 234 (1) of the Act requires the person conducting the removal to provide the following information to the child (where over 10 years old):

· the person’s name and authority to conduct the removal

· the reasons why the child or young person is being removed

· that the law authorises the person to conduct the removal

· what is likely to happen to the child or young person after they have been removed

This information may be provided verbally at the time, however must be provided in writing as soon as practicable in a language and manner the child or young person can understand. 

The child (10+ years) must be informed they may contact any person and be assisted to contact that person. 

Community Services is responsible for arranging a placement for the child, where required. 

Community Services will not ordinarily return the child(ren) to their parents or carers until it assesses that it is safe to do so or the Children’s Court orders it.

PROCEDURE
If Community Services representatives arrive at the Centre to remove or assume the care responsibility of a child, please ensure this procedure is followed.
Community Services will contact the Centre to seek approval from the Director/ Authorised Supervisor or the most senior staff member available to collect the child, and advise about the need to remove or assume the child from the Centre, including the names of the representatives and the proposed arrival time (Community Services may be assisted by Police).

In preparation for the attendance of Community Services, Centre staff should sit with the child in a comfortable area, e.g. foyer, office or staff room (this will reduce distress to other children).  Staff should also ensure that the other children at the Centre will still be adequately supervised.

Do not contact the child’s parent/s to advise them about the impending removal of the child.

Contact the NSW Department of Educatoin and Communities (the regulatory authority) immediately to advise that your service will have a child removed from care by Community Services representatives and the approximate time.

If there has not been a prior call from the Community Services or the representatives do not advise their names upon arrival the Coordinator/Authorised Supervisor should:

· confirm the identification of the representatives (formal ID);record the names and contact details of the representatives and the names of any Police in attendance; and
· request that they sign the visitor record form.
If there is any doubt about the identity of the Community Services representatives the Director/Authorised Supervisor should contact the relevant Community Services Centre for verification or, if the removal is taking place outside office hours, contact the Child Protection Helpline on 133627 (the mandatory reporting number).

Where there is a Children’s Court Order or a search warrant, Community Services representatives will serve an Order on the person at the Centre who appears to have the care and protection of the child and provide them with an information booklet about the removal (a child or young person may be removed with or without a search warrant or Children’s Court order depending on the circumstances).  

Ensure a representative signs the child out and that parents have been informed. An official must remain at the Centre until it is confirmed that the parent has been informed of the child’s removal from the Centre.

Staff Safety

If the parent or carer contacts and/or arrives at the Centre for information they should be directed to contact the Community Services Centre, or to call the Child Protection Helpline on 132 111. Where possible a Community Services caseworker should remain at the Centre to inform the parent.

Complaints

Centre staff or parents can also contact the Community Services Complaints Unit on 1800 000 164 if they have a complaint in relation to the removal.
A-9: Child Protection Policy

POLICY STATEMENT
It is every child’s right to be safe and protected from all forms of abuse, violence or exploitation. It is the legal and moral obligation of all adults who work within our Centre to ensure the safety and wellbeing of all children in our care. All staff, including casual staff, volunteers and students have a duty of care to ensure the safety and protection to all children who access the Centre’s facilities and/ or programs.

The safety and welfare of all children is of paramount importance.  Staff and management have a legal responsibility, as Mandatory Reporters, to take action to protect and support children they suspect may be at significant risk of harm.

Our Centre will carry out the responsibilities of Mandatory Reporters as indicated under legislation. This responsibility involves following the procedures as outlined by Community Services and the NSW Commission for Children and Young People.

CONSIDERATIONS

· Education and Care Services National Regulations – as may apply
· National Quality Standard 2.3

· NSW Children and Young Person’s (Care and Protection) Act 1998

· Commission for Children and Young People Act 1998

· Child Protection (Prohibited Employment) Act 1998

· Ombudsman Act 1974 (with relevant Child Protection Amendments)

· NSW Department of Community Services Mandatory Reporting Guidelines

· NSW Child Protection Interagency Guidelines (2006)

· Legislation Amendment (Wood Inquiry Recommendations) Act 2009 No 13

· Keep Them Safe – Information session/ overview participants manual 2009/ 2010

PROCEDURE

MANDATORY REPORTING
A Mandatory Reporter is anybody who delivers services to children as part of their paid or professional work.

In OOSH services mandatory reporters are:

· Staff that deliver services to children

· Management, either paid or voluntary, whose duties include direct responsibility or direct supervision for the provision of these services.

Staff are mandated to report to Community Services if they have current concerns about the safety or welfare of a child relating to section 23 of the NSW Children and Young Persons (Care and Protection) Act 1998.
Section 23 (1) 

a-b) Child is at significant risk of harm – Neglect 

a)  basic physical or psychological needs not being met or are at risk of not being met

b)  parents/ carers unwilling or unable to provide necessary medical care

b1)  parents/ carers unwilling or unable to arrange for the child or young person to receive an education 

    c) Child is at significant risk of harm – Physical / Sexual abuse

    d) Child is at significant risk of harm – Domestic violence

    e) Child is at significant risk of harm – Serious Psychological harm  

    f) Child is at significant risk of harm – Prenatal report 
Staff will undergo training in relation to child protection and reporting as part of the training budget. 

Any staff that forms a belief based on reasonable grounds that a child is at risk of harm should ensure they record the details of the report in a clear objective format.

Reports should be treated with strict confidentiality in adherence to the Centre’s Confidentiality Policy and Procedures.

Any staff who forms a belief based on reasonable grounds that a child is at risk of harm should discuss their concerns with the Director/ Authorised Supervisor, as he or she may have information the staff member is not aware of. The Director will then assist staff in running the online Mandatory Reporters Guidelines tool (see point below for more information) to determine whether the report meets the threshold for significant risk of harm.

If directed by MRG to report to Community Services, staff should report their concerns to the Child Protection Helpline: 

     Mandatory Reporters phone 13 36 27

     Non-Mandatory reporters phone 132 111

When reporting to the Helpline it is important to have as much information as possible available to give to the Helpline. This might include child’s information, family information, reporter details and outcomes of the MRG.

If the Director/ Authorised Supervisor has been advised to but has not reported to Community Services you are legally responsible to do so.

Once a report is made to the CS Helpline no further report needs to be made unless new information comes to hand.

Mandatory Reporting Guidance Tool

A Mandatory Reporting Guidance tool has been developed to help frontline mandatory reporters, including OOSH workers determine whether the risk to a child or young person meets the new statutory threshold of ‘risk of significant harm’. The MRG will guide reporter on what action should be taken. The MRG is an interactive tool and is available online at www.keepthemsafe.nsw.gov.au 

If still in doubt the Community Services Helpline will provide feedback about whether or not the report meets the new threshold for statutory intervention.

If new information presents concerning the child or young person run the MRG tool again.
Where concerns do not meet the significant harm threshold, the MRG tool may guide you to ‘Document and continue the relationship’. This requires the Centre to continue to support, provide services, and coordinate assistance and referral for the child and their family. 

The report page from the MRG should be printed and placed in the child/family file for future reference regardless of whether or not further action is recommended.

For assistance with referral information.

Human Services Network www.hsnet.nsw.gov.au
Family Services NSW www.familyservices.nsw.asn.au
Information Exchange

In order to provide effective support and referral it may be necessary to exchange information with other prescribed bodies including government agencies or non-government organisations and services.

The NSW Children and Young Persons (Care and Protection) Act 1998 has been amended (2009) to include chapter 16A Information Exchange.
Chapter 16A requires prescribed bodies to take reasonable steps to coordinate decision making and the delivery of services regarding children and young people.
Under Chapter 16A , staff will exchange information that relates to a child or young persons safety, welfare or wellbeing, whether or not the child or young person is known to Community Services and whether or not the child or young person consents to the information exchange. 

The information requested or provided must relate to the safety, welfare or wellbeing of the child. Information includes:

· A child or young person’s history or circumstances

· A parent or other family member, significant or relevant relationship

· The agency’s work now and in the past

Where information is provided in good faith and according to legal provisions, under section 29 & section 245G NSW Children and Young Persons (Care and Protection) Act 1998; reporters cannot be seen as breaching professional etiquette or ethics or as a breach of professional standards. There can be no liability for court action.

Where a complaint is made about a staff member, or someone in the Centre
Should an incident occur that involves a child being put at risk of harm from a member of staff, volunteer, trainee or person visiting the Centre, this is regarded as ‘reportable conduct’ and necessitates such conduct being reported to the NSW Ombudsman within 30 days.

Where the allegation is made to a staff member or member of management the facts as stated will be recorded in writing, using an Incident Report template that includes dates, times, names of person/s involved, name of person making allegation and the person making the report. This report should be kept on record and treated as strictly confidential.

If the Director or person in charge is suspected then the chairperson on the Management Committee should be informed.

The relevant forms together with information and assistance are available on line at www.nswombudsman.nsw.gov.au 

The person making the report should follow the advice of the Ombudsman’s Departmental Officers. 

Management will also follow this advice.

The matter will be treated with strict confidentiality.

For the protection of both the children and the staff member involved, the staff member should be encouraged to take special leave or removed from duties involving direct care and contact with children, until the situation is resolved.

Support should be provided to all involved. This support can be given in the form of counselling or referral to an appropriate agency.

Recruitment of staff

All staff employed by the Centre including management, full time/ part time carers, volunteers and students will be subject to a Working with Children Check carried out by the NSW Commission for Children and Young People. Written approval from the prospective employee will be sought prior to this check being carried out.

This certificate ensures verification that the person employed is not banned by law from working with children. These certificates are issued through the NSW Commission for Children and Young People. Application form and instructions are available on www.kids.nsw.gov.au
For further information

Keep Them Safe www.keepthemsafe.nsw.gov.au 

Human Services Network www.hsnet.nsw.gov.au
Ombudsman www.nswombudsman.nsw.gov.au
Community Services www.community.nsw.gov.au
NSW Commission for Children and Young People www.kids.nsw.gov.au
Child Protection Helpline 13 36 27

A-10: Participation and Access

POLICY STATEMENT
We believe that participation by parents/guardians/approved persons in issues relating to their children is important.  We aim to provide a caring and supportive environment where everyone feels welcomed and valued.  Involvement of parents in activities will be actively sought and open communication constantly maintained.

Parents are encouraged to be involved in issues that relate to them and their children, through participation and discussion about all issues relevant to the running of the Centre.

CONSIDERATIONS
· Education and Care Services National Regulations: 157

· National Quality Standards 6.1, 6.2, 6.3 
· Family Law Act.

PROCEDURE
Staff will greet and farewell parents/guardianso n arrival and departure and communicate with parents in a positive and supportive manner, making the parents/guardians feel welcome and valued.

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

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

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

Parents are welcome in the Centre at all times and staff will happily explain activities or answer any questions about the Centre to them. A parent may be refused entry if it would pose a risk to the safety of the children and staff, or would conflict with any duty of the provider, supervisor or educator under the law or if the Centre is aware that the parent is prohibited by a court order from having contact with the child.  Please also refer to Policy A-2:  Centre Access. 
Parents need to be aware however of the staff’s requirement to supervise children during Centre hours.  If parents wish to discuss or exchange detailed information about their child or the Centre with the Director or another staff member, an appointed time suitable to both will be organised.

Parents are encouraged to become involved in the Centre’s activities.  Respectful and supportive relationships with families will be developed and maintained, including shared decision making where appropriate.  Continuous, honest and open two-way communication between staff and families will also be encouraged.

Families will also have opportunities to be involved in the Centre and contribute to Centre decisions.  The Centre and staff will actively seek this involvement by:

· Keeping parents informed and updated on current issues in the Centre.
· Communicating respectfully and sensitively with all families.

· Responding to families’ questions, concerns and requests in a prompt and courteous way.

· Families being informed promptly and sensitively of any incidents affecting their child.

· Asking for their assistance and participation in particular events such as assisting in the program or excursions, working bees and other special events.

· Informing them of the Centre’s participation policy through the Parent Information Handbook.

· Inform them of the management structure and how they can be involved.

· Invite them to attend or to read a report of the AGM meeting displayed on the notice board.

· Inform them of relevant Management Committee decisions.

· Encouraging feedback and input from parents in relation to the program, policies or other issues relating to the Centre.

· Encouraging parents to offer skills and knowledge in a variety of ways and to contribute to the diversity of experiences for the children attending the Centre.

Families will be encouraged to:
· Talk about the values and expectations they hold in relation to their child’s learning.

· Share their knowledge, skills and expertise and aspects of their family life and culture.

· Contribute to plans for children’s experiences and the documentation of children’s learning.

· Provide feedback about the experiences planned for their child.

· Talk with staff about their needs and the issues that concern or affect them.

· Share in decision making about their child’s learning and wellbeing.

· Make suggestions and raise any issues with staff.

Centre staff will ensure that families are supported in their parenting role and their values and beliefs about childrearing are respected.
The Director will take into account suggestions and issues raised, and raise them with the Management Committee where required to ensure continuous improvement of the Centre.

The Centre staff will also be encouraged to collaborate with other organizations and Centre’s in the local community.  Information sharing, joint problem solving and the development of best practice models will be encouraged.  Links with relevant community and support agencies will also be established and maintained.
Access by Non-custodial Parent

If a child is subject to an access order or agreement, the Centre must have a copy on record plus any subsequent alteration registered by the court.  Evidence of court orders or agreements will be considered part of the enrolment in order to minimise the likelihood of distressing situations occurring in the future.

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

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

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

· Ask the person politely to leave.

· If they refuse to leave, call the police.

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

[Note: this Policy is currently being updated by Network]
A-11: Maintenance of Records 

POLICY STATEMENT
We aim to ensure that all appropriate and required records are kept for the specified period of time. We will protect the privacy and confidentiality of all clients, staff and management of the Centre, by ensuring that records and information are kept in a secure place and only disclosed to people who have a legal right to know.

CONSIDERATIONS
· Children (Education and Care Services National Law Application) Act 2010: 172, 175
· Education and Care Services National Regulations: 158-162, 173, 177, 180, 181 and other relevant Regulations as outlined below 
· National Quality Standards 1.1, 2.1, 2.3, 4.1, 6.1, 6.2, 6.3, 7.1 and 7.3 
· Child Care Benefit.

· Accident records, Insurance requirements.

· Child Care and Protection Act.

· Privacy Conventions

· Associations Incorporation Act 1984

· Associations Incorporation Regulation 1999

PROCEDURE
Staff and management will ensure that all required records are recorded, properly maintained, updated and kept in the nominated secure place.  Storage must be weather, fire and waterproof.  

Confidentiality (refer also Policy A-16 Confidentiality):

All records are to be kept confidential and only made available to authorised persons.

Information kept on record should not be divulged or communicated, directly or indirectly, to another person other than:

· To the extent necessary for the education and care or medical treatment of the child to whom the information relates; or

· A parent of the child to whom the information relates, except in the case of information kept in a staff record; or

· The Regulatory Authority or an authorized officer; or

· As expressly authorized, permitted or required to be given by or under any Act or law; or

· Child enrolment records (Regulation 160).

All documents relating to children and parents will only be made available to the parent/guardian or approved persons enrolling the child, staff and authorised members of the Management Committee who require relevant information, or Commonwealth or State Government officers when requested.

All documents relating to staff will only be made available to the individual staff member, the Director, and an authorised member of the Management Committee or police if required.

All documents relating to fee payment and CCB will only be made available to the parent/ guardian or approved persons enrolling the child, staff and authorised members of the 
Management Committee or Commonwealth Government officers.

No member of staff may give information on matters relating to children to anyone, other than to the parents or guardian enrolling the child when this information has been obtained in the course of employment in the Centre. 

Exceptions are made:

· For normal information exchange among staff and management for the daily operation of the Centre and wellbeing of the staff and children.

· When required to do so in a court of law when subpoenaed.

· When the welfare of the child is at risk the appropriate government agencies may be contacted.

No member of staff may give information on matters relating to staff or management to anyone except in normal information exchange among staff and management for the daily operation of the Centre and wellbeing of the staff and children, or when required to do so in a court of law.
ENROLMENT AND OTHER DOCUMENTS (Regulation 177):  
The following documents are to be kept on file at the Centre and are to be kept accurate. 
The documents in relation to a child enrolled at the Centre can be made available to a parent of the child upon request.  The exception is when there is a court order restriction placed on a parent (in which case refer to the court order).
Children’s Assessments / Educational program records (Regulation 74, 183(2)):  

Documentation regarding the Centre’s educational program will include 
· Evaluations of the child’s wellbeing, development and learning. 

In preparing the documentation, the staff must consider the period of time that the child is being cared for at the Centre and how the documentation will be used by the staff at the Centre.  The documentation will be prepared in a way that is readily understandable by the staff and the parents of the child.

These documents must be kept until the end of 3 years after the child’s last attendance.

Incident, injury, trauma and illness record (Regulation 87, 183(2))

Documentation regarding incident, injury trauma and illness, including:

· Details of any incident in relation to a child or injury received by a child or trauma to which a child has been subjected while at the Centre, including the name and age of child, the circumstances leading to the incident, injury or trauma and the time and date the incident occurred, the injury was received or the child was subjected to the trauma

· Details of any illness which becomes apparent while the child is at the Centre, including the name and age of child, the relevant circumstances surrounding the child becoming ill and any apparent symptoms and the time and date of the apparent onset of the illness.

· Details of any person who witnessed the incident, injury or trauma.

· The name of any person whom the Centre notified or attempted to notify of any incident, injury, trauma or illness which a child has suffered while at the Centre and the time and date of the notifications.

· The name and signature of the person making an entry in the record, and the time and date that the entry was made.

This information must be included in the Incident, Injury, Trauma and Illness Record as soon as practicable, but not later than 24 hours after the incident, injury or traum, or the onset of the illness.
These documents must be kept until the child is aged 25 years old. 
If the incident involves the death of a child, the documents must be kept until the end of 7 years after the death.  Refer to Notification of Serious Incident Form S101 on the ACECQA website:  http://acecqa.gov.au/storage/S101_NotificationOfSeriousIncident.pdf
Medication Record (Regulation 92, 183(2))

The following details for each child to whom medication is or is to be administered by the Centre:

· The name of the child;

· The authorization to administer medication (including, if applicable, self-administration), signed by a parent or a person named in the child’s enrolment record as authorized to consent to administration of medication;

· The name of the medication to be administered;

· The time and date the medication was last administered;

· The time and date, or the circumstances under which, the medication should be next administered;

· The dosage of the medication to be administered;

· If the medication is administered to the child:

· The dosage that was administered

· The manner in which the medication was administered;

· The time and date the medication was administered;

· The name and signature of the person who administered the medication; and

· If another person is required under Regulation 95 to check the dosage and administration, the name and signature of that person.
These documents must be kept until the end of 3 years after the child’s last attendance.

A sample medication form can be downloaded from the ACECQA website:  http://acecqa.gov.au/storage/Medication%20record.pdf
Staff Records (Regulations 145, 149, 150, 151)

The staff record must include:

· Nominated Supervisors:  full name, address and date of birth; evidence of any relevant qualifications or that actively working towards that qualification (if applicable); evidence of any approved training (including first aid training) and recorded of the identifying number of the current Working with Children check (including expiry date).

· Staff members:    full name, address and date of birth; evidence of any relevant qualifications or that actively working towards that qualification (if applicable); evidence of any approved training (including first aid training) and recorded of the identifying number of the current Working with Children check (including expiry date).

· Educational leader:  the name and person designated as the Educational Leader.

· Volunteers and students:  full name, address and date of birth; record of each day on which the student or volunteer participates in the Centre and the date and the hours of participation.

· The name of the Centre Director.

· The names of all staff, including the hours that each staff member works directly with the children.
These documents must be kept until the end of 3 years after the staff member works for the Centre.

Children’s Attendance Record (Regulation 158, 183(2))

A record of children’s attendance will  be kept at the Centre that:

· Records the full name of each child attending the Centre;

· Records the date and time each child arrives and departs;

· Is signed by on of the following persons at the time the child arrives and departs:

· The persons who delivers the child or collects the child from the Centre
· The Nominated Supervisor or a staff member.

These documents must be kept until the end of 3 years after the record was made.

Child Enrolment Forms (Regulation 160, 183(2)):
An enrolment record will be kept which includes the following information for each child:

· Full name, date of birth and address of the child;

· The name, address and contact details of:

· Each known parent of the child;

· Any person who is to be notified of an emergency involving the child if a parent cannot be immediately contacted;

· Authorised persons (ie, a person who has been given permission by a parent or family member to collect the child from the Centre);

· Any person who is authorized to consent to medical treatment of, or to authorize administration of medication to, the child;

· Any person who is authorized to authorize Centre staff to take the child outside the Centre premises;

· Records the full name of each child attending the Centre;

· Details of any court orders, parenting orders, or parenting plans provided to the approved provider relating to powers, duties, responsibilities or authorities of any person in relation to the child or access to the child;

· Details of any court orders provided to the approved provider relating to the child’s residence or the child’s contact with a parent or other person;

· The gender of the child;

· The language used in the child’s home;

· The cultural background of the child and, if applicable, the child’s parents;

· Any special considerations for the child, for example any cultural, religious or dietary requirements or additional needs;

· An authorization, signed by a parent or a person named in the enrolment record as authorized to consent to the medical treatment of the child:

· for staff to seek medical treatment for the child from a registered medical practitioner, hospital or ambulance service and transportation of the child by an ambulance service and 

· if relevant, an authorization is given under Regulation 102 for the Centre to take the child on regular outings (Regulation 161).

· Health information (Regulation 162):  

· the name, address and telephone number of the child’s registered medical practitioner or medical service;

· the child’s Medicare number (if available);

· details of any specific healthcare needs of the child, including any medical condition and allergies, including whether the child has been diagnosed as at risk of anaphylaxis;

· any medical management plan, anaphylaxis medical management plan to be followed with respect to a specific healthcare need, medical condition or allergy referred to above;
· details of any dietary restrictions for the child;

· the immunization status of the child;

· if a staff member has sighted a child health record for the child, a notation to that effect.

These documents must be kept until the end of 3 years after the child’s last attendance.

Compliance History Records (Regulation 167):

A record of the Centre’s compliance with the Law (Legal Compliance Record), including:

· Details of any amendment of the service approval made by the Regulatory Authority under Section 55 of the Law, including the reason stated by the RA for the amendment, the date on which the amendment took (or takes) effect and the date (if any) that the amendment ceases to take effect);

· Details of any suspension of the service approval (other than a voluntary suspension) including the reason stated by the RA for the suspension, the date on which the suspension took (or takes) effect, the date that the suspension ends;
· Details of any compliance direction or compliance notice issued to the Centre, including:  the reason stated by the RA for issuing the direction notice, the steps specified in the direction or notice, the steps specified in the direction or notice the and the date by which the steps specified must be taken;

The Legal Compliance Record must not identify any person other than the Centre.  

The Legal Compliance Record also does not include an amendment, suspension, compliance notice or compliance direction if:

· The period for seeking internal or external review under section 191 or 193 of the Law has not yet expired; or

· An application for internal or external review under section 191 or 193 of the Law has been made but not yet determined; or

· An application for internal or external review under section 191 or 193 of the Law has been determined, and the amendment, suspension, compliance notice or compliance direction was not confirmed.

The Legal Compliance Record can be accessed on request by any person.
These documents must be kept until the end of 3 years after the Approved Provider operated the Centre.
Compliance and Accountability with DEEWR

Please refer to the current Child Care Service Handbook (Compliance and Accountability Section). 

Department of Education, Employment and Workplace Relations (DEEWR) Tel 13 36 84.

Quality Improvement Plan (Regulations 31, 167):

The current Quality Improvement Plan for the Centre will be kept at the premises and will be available for inspection by the Regulatory Authority or an authorized officer.  It is also available to parents of a child enrolled at the Centre or who are seeking to enroll a child at the Centre upon request.
OTHER RECORDS:

The following documents are to be kept on file at the Centre and are to be kept accurate.
Excursion approval file: 
Containing written permission forms from the parents, and kept in the child’s personal records.
Day book/communication book: 

Recording specific information that the staff need to be aware of to fully cater for the children in their care. This includes the name of the Nominated Supervisor.
Waiting list: 
Indicating priority of access status, date placed on list, care required and if a sibling of a child already in care. (refer also Centre Access Policy).
Phone/ message book: 
Recording any messages to ensure all staff are fully aware of relevant information. 

Daily activities and educational program:   
Written program indicating daily activities in the Centre, as well as information relating to the educational program (refer also Policy E-3:  Programs).
Information folder: 
Containing updated relevant information such as infectious diseases leaflet, OOSH updates etc.

In relation to Fees

Electronic Payment Records: 
Containing payment of fees, type of fee and dates paid for by whom, date, amount and childcare benefit received.
Child Care Benefit Records: 
Copies of notices of determinations give to the Centre by DEEWR for CCB purposes, including copies of receipts, enrolment forms and statements or other documents for the purposes of documenting an approved absence.

Documents to be kept until the end of 3 years from the end of the calendar year in which the care or event recorded occurred.  
Family Assistance Office Tel: 1800 050 021
Computer records: 
will be kept for a period of 7 years.

Amount owing records: 
indicating fees due, and any outstanding fees, along with procedures undertaken to retrieve outstanding fees.

Accounting documents: 
All records relating to fees accounting and bank statements are to be kept for a period of 7 years.
In relation to staff (refer also above Staff Records)
Staff employment details: 
Indicating personal details, date of employment, hours of work, position title and job description, resume and references, date for review, and any discipline or grievance procedures.

· Tax file number declarations and withholding declarations

· Withholding variation notices

· Worker payment records

· PAYG payment summaries

· Superannuation records

· Any fringe benefits provided

The records must be kept until the end of 5 years after the employee leaves the Centre.
Australian Taxation Office 13 28 66

Superannuation:
Details of premiums paid on behalf of an employee, including:

· The amount of the contributions made

· The period over which the contributions were made

· The dates on which the contributions were made

· The name of any fund to which the contributions were made

Records are to be retained for 5 years.

Superannuation Hotline:  Tel 13 10 20

Award and National Employment Standards:

A full copy of the award should be accessible to all employees.  The current Award for OOSH workers is the Children’s Svices Award 2010.

The Award should be read in conjunction with the National Employment Standards (NES)

Fair Work Australia Tel: 13 13 94

Copies of the Award can be downloaded from http://www.airc.gov.au/awardmod/awards/MA000120.pdf
Copies of the NES can be downloaded from

http://www.airc.gov.au/awardmod/download/nes.pdf
Work, Health and Safety (including Workers’ Compensation):
A summary of the Act should be available to employees.  Requirements by legislation are:

· Register of injuries

· Notification (to WorkCover) NSW of workplace injury

· Wages records, Contracts

These records are to be retained for 5 years.

WorkCover NSW Tel 13 10 50

Refer also to:  Work, Health and Safety Regulation 2011, Work Health and Safety Act 20122

Available from:  www.legislation.nsw.gov.au
In relation to Management

Management structure: including position titles and duties and current persons holding the positions. 
Minutes of Committee Meetings and AGMs.

Policy booklet: including Centre details, philosophy and policies.

Incorporated Associations

Register of:

· Committee Members

· Public Officer

· Members (general)

· Minutes of all meetings (including Annual General Meeting, special general meeting and committee meetings)

· Financial records

The register of Committee members must be kept by the last public officer of the association for a period of at least 2 years after the association ceases to exist.  The Office of Fair Trading recommends the association keep its records indefinitely.

NSW Office of Fair Trading 1800 502 042

Associations Incorporation Act 1984

Associations Incorporation Regulation 1999

Available from:  http://www.legislation.nsw.gov.au

Insurance and Financial Details.

Insurance documents (Regulation 29, 180): 
Current Public Liability Insurance - providing adequate cover for the Centre against public liability with a minimum cover of A$10 million.  Certificate of Currency of Insurance to be kept at the Centre for a period of 7 years.
Directors & Officers Liability Insurance.
Income tax and GST:  
· Cash book records of daily receipts and payments
· Records of payments to employees, such as PAYG withholding and superannuation
· Bank reconciliation statements
· GST tax invoices and income tax records, such as debtors and creditors lists, stock take records and motor vehicle expenses
· Record of payments withheld from suppliers who do not quote an ABN.
These records will be kept until the end of 5 years after they are prepared, obtained or the transactions completed, whichever occurs first.  

Australian Taxation Office 13 28 66
General

All records are to be kept neat and tidy, updated as required and appropriate information passed on to any new staff or management member.

All records which are required to be kept for an extended period of time, will be stored securely in the designated place and shall not be removed without the knowledge of the management and only to those who are legally required to obtain the information.

Display and reporting of information (refer National Law 172)
The following information is to be displayed at the Centre:

· The name of the Centre, Provider and Service approval numbers and any conditions of approval;

· The name of the Nominated Supervisor;

· The current rating levels for each quality area stated in the National Quality Standard and the overall rating of the Centre (and details of any waivers).

· The hours and days of operation of the Centre.

· The name and telephone number of the persons to whom complaints may be addressed.

· The name and position of the responsible person in charge and the name of the educational leader.

· The contact details of the Regulatory Authority.

· If applicable, a notice stating that a child who has been diagnosed as at risk of anaphylaxis is enrolled at the Centre;

· If applicable, a notice of an occurrence of an infectious disease at the Centre
[Note: this Policy is currently being updated by Network]
A-12: Policy Development and Review

POLICY STATEMENT
We will provide effective management and a quality service through the ongoing development and review of policies and procedures in relation to the matters set out in Education and Care Services National Regulations Part 4.7 Leadership and Service Management, Division 2 – Policies and Procedures, which are required to run the Centre efficiently.  Management will ensure that all stakeholders are aware of relevant policies and have free access to the policy booklet.

CONSIDERATIONS
· Education and Care Services National Regulations: 168, 170, 171, 172  

· National Quality Standards:  7.1.1, 7.2, 7.3.3, 7.3.5 

PROCEDURE
Management will ensure that policies and procedures are available in relation to the following areas (Regulation 168):

1. health and safety, including matters relating to— 

(a) nutrition, food and beverages, dietary requirements; and 

(b) sun protection; and 

(c) water safety, including safety during any water-based activities; and 

(d) the administration of first aid; 

2. incident, injury, trauma and illness procedures complying with regulation 85; 

3. dealing with infectious diseases, including procedures complying with regulation 88; 

4. dealing with medical conditions in children, including the matters set out in regulation 90; 

5. emergency and evacuation, including the matters set out in regulation 97; 

6. delivery of children to, and collection of children from, education and care service premises, including procedures complying with regulation 99; 

7. excursions, including procedures complying with regulations 100 to 102; 

8. providing a child safe environment; 

9. staffing, including— 

(a) a code of conduct for staff members; and 

(b) determining the responsible person present at the service; and 

(c) the participation of volunteers and students on practicum placements; 

10. interactions with children, including the matters set out in regulations 155 and 156; 

11. enrolment and orientation; 

12. governance and management of the Centre, including confidentiality of records; 

13. the acceptance and refusal of authorisations; 

14. payment of fees and provision of a statement of fees charged by the education and care service; 

15. dealing with complaints. 

Centre management will ensure that the Nominated Supervisor and staff members of and volunteers at the Centre follow the policies and procedures required under Regulation 168.  Copies of the current policies and procedures will be readily accessible to staff and are available for inspection at the services premises at all times on request.

Other policies are to be developed as deemed necessary by the management.

This will be based on the following criteria:

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

· A current policy is not meeting the current need.

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

· Staffs, parents or management are unsure what to do in a certain situation.

· There have been changes due to outside influences.

· All policies must reflect the current philosophy of the Centre.
Appropriate governance arrangements will be in place to manage the Centre. Policies will be recorded in a loose-leaf policy booklet along with the Centre’s philosophy, date of endorsement and date of review. This booklet is to be kept in the specified place and made available to those who wish to see it. A statement of philosophy will guide all aspects of the Centre’s operations.
Management and the Director will ensure that any new management members, staff and families entering the Centre are made aware of the policy booklet and any specific policies relevant to them. The policy booklet is kept in the Director’s office.

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

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

All new policies, or changes to existing policies will be reviewed in the time frame of 6 operating weeks.

All other policies will be reviewed every two years and more frequently if the need arises or there are changes to legislation or recognized best practice.

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

· Is the policy operating effectively?

· Does it include appropriate responses to individual incidents?

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

· Does it meet the aims and objectives as outlined?

· Is it consistent with current philosophy?

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

Any changes to existing policies will be circulated immediately to all involved in the Centre through individual notes, notice boards, personal contact and if felt necessary through a group meeting. The date the changes will become effective will be noted.  All changes are to be recorded in the policy booklet with the date of endorsement and review.

As an ongoing practice specific policies may be mentioned again through notice boards, letters or personal contact to highlight any relevant issues. This may be required if there is a recurrent problem arising or to highlight any specific current issues in the running of the Centre.
A set of current policies will be available for all families to access as required.
Parents must be 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 Centre’s provision of care of the family’s ability to utilize the Centre.  14 days notice must also be given for any change in fees.

A-13: Complaints Procedure

POLICY STATEMENT
We believe that parents have an important role in the Centre and we value their comments.  We aim to ensure that parents feel free to communicate any concerns they have in relation to the Centre, staff, management, programs or policies without fearing negative consequences.  And that they are made fully aware of the procedures to do this.  Our priority is to do everything possible to improve the quality of our Centre.

CONSIDERATIONS
· Education and Care Services National Regulations. 168(2)(i)(o), 173(2)(b) 
· National Quality Standards 7.3.3, 7.3.4 

· Community Services Complaints, Appeals and Monitoring Act, 1994.

PROCEDURE
We will support a parents’ right to their complaints assisting with providing clarity around the complaint issue in order to appropriately resolve the matter.

A complaint can be informal or formal.  It can be anything which a parent deems to be unfair or which makes them unsatisfied with a particular area of the Centre.

Every parent will be provided with clear written guidelines detailing the grievance procedure, in the Parent Information Handbook. A policy and procedure is developed to ensure parents and carers understand the process for lodging and dealing with complaints.

Processes are in place to ensure that all grievances and complaints are addressed, investigated fairly and documented in a timely manner.

In accordance with Section 172(f) of the law, the name and telephone number of the person at the Centre to whom complaints may be addressed will be displayed. 

All confidential conversations with parents will take place in a quiet place away from children, other parents or staff not involved.

If a parent has a complaint or comment about the Centre, they will be encouraged to talk to the Director who will arrange a time to discuss their concern and come to a resolution to address the issue.

If the complaint is not handled to the parent’s satisfaction at this level they should discuss the issue with the Chairperson/President or liaison person of the Management Committee, either in writing or verbally.

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

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

The Director or Management will inform the parent of what has been decided regarding the issue.  Staff will also be informed of any relevant issues that they need to address or be aware of.  

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

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

The Regulatory Authority will be notified of any complaints which allege a breach of legislation.

A-14: Governance and Management

POLICY STATEMENT
Eaton Street Centre Inc. (Centre) will operate a quality out of school care Centre.  

The Centre’s Committee of management (Committee) will ensure that appropriate governance arrangements are in place at all times and that the Centre is operated in accordance with the Eaton Street Centre Inc. Constitution and all legal requirements. 

The Committee will operate according to best practice in service management and ensure that decisions are made in a proper way, and in the best interests of the Centre.

For the purpose of the Education & Care Services National Regulations (Regulations), the Committee is the Approved Provider.  As the Approved Provider, the Committee will ensure that copies of the current policies and procedures required under Regulation 168 are available for inspection at the Centre at all times.

CONSIDERATIONS

· Children (Education and Care Services National Law Application) Act (NSW) 2010 
· Education and Care Services National Regulations: 103, 168, 170, 171, 172, 173, 177, 183, 184, 185

· National Quality Standards 7.1, 7.2 and 7.3

· Management structure

· Department of Family and Community Services, operational agreements

· NSW Department of Community Services

· Incorporation requirements

· Eaton Street Centre Inc. Constitution

· Centre Philosophy

· Quality Improvement Plan

· Food Safety Standards

· Child Care Service Handbook (DEEWR)

· Associations Incorporation Act (NSW) 2009

· Associations Incorporation Regulation (NSW) 2010

· Australian Charities and Not-for-Profits Commission Act (Clth) 2012

· Work, Health and Safety Act (NSW) 2011

· Income Tax legislation (including fringe benefits tax)

· GST legislation

· Child Care Benefit legislation

LEGAL FRAMEWORK

The Centre is an incorporated association within NSW. It has been incorporated under the Associations Incorporation Act (NSW) 2009. It reports to the NSW Office of Fair Trading.

The Centre is also a charitable institution. It has been endorsed as such by the Australian Taxation Office (ATO). It reports to the ATO in relation to its endorsement, but will shortly commence reporting to the new Australian Charities and Not-for-Profits Commission.

As an endorsed charity, the Centre enjoys the following exemptions/concessions:

· Income tax (and capital gains tax) exemption;

· GST concessions; and

· Fringe benefits tax rebate.
RESPONSIBILITIES

The responsibilities of the Committee as the Approved Provider that cannot be delegated to any other person or body include:

· Compliance monitoring – ensuring compliance with the objects, purposes and values of the Centre, and with the Constitution and also with all applicable legislation; 

· Organisational governance – setting or approving policies, plans and budgets to achieve the objects of the Centre, and monitoring performance against them;
· Strategic planning – reviewing and approving strategic direction and initiatives;
· Regulatory monitoring – ensuring that the Centre complies with all relevant laws, regulations and regulatory requirements;
· Financial monitoring – establishing and maintaining systems of financial control, internal control, and performance reporting; reviewing the Centre’s budget; monitoring management and financial performance to ensure the solvency, financial strength and good performance of the Centre;
· Financial reporting – considering and approving annual financial statements and required reports to government and to the members of the Centre;

· Organisational structure – setting and maintaining a framework of delegation and internal control;
· Staff selection and monitoring – selecting, evaluating the performance of, rewarding and, if necessary, dismissing the staff; 
· Risk management – reviewing and monitoring the effectiveness of risk management and compliance in the Centre; agreeing or ratifying all policies and decisions on matters which might create significant risk to the Centre, financial or otherwise; and
· Dispute management – dealing with and managing conflicts that may arise within the Centre, including conflicts arising between committee members, staff, members or volunteers.

Other appropriate matters can be delegated to sub-committees, the Nominated Supervisor, and other staff. 
The Centre Director (or Nominated Supervisor) is responsible for the day-to-day management of the Centre and to address key management and operational issues under the direction of, and the policies laid down by, the Approved Provider, including:


· Generally reporting on the management of the Centre to the Committee;
· Developing and implementing organisational strategies and making recommendations to the Committee on significant strategic initiatives;

· Making recommendations for the appointment of staff, determining terms of appointment, evaluating performance, and developing and maintaining succession plans for staff;

· Having input into the annual budget and managing day-to-day operations within the budget;

· Maintaining an effective risk management framework; and
· Keeping the Committee and Regulators informed about any developments that may impact on the Centre’s performance.

PROCEDURE
The Committee will ensure that all relevant guidelines, Acts, regulations and the Constitution are adhered to at all times.
The Committee will ensure that the Nominated Supervisor and staff members of, and volunteers at, the Centre follow the policies and procedures required under Regulation 168 of the Regulations. 
The Committee will aim to create a positive organisational culture, with an environment of trust and openness where management and staff members are motivated to continuously improve the Centre for the benefit of children and their families.  
The Committee will ensure that appropriate governance arrangements are in place to govern and manage the Centre.   

Key areas of governance include the following:

(a)
Philosophy and policies
· The development and review of the Philosophy and policies will be an ongoing process.

· The Philosophy and associated statement of purpose will underpin all other documentation and the practices of the Centre and will reflect the principles of the approved national framework for school age care “My Time, Our Place”. There will be a collaborative and consultative process to support the development of the Philosophy that will include children, parents and Educators. The statement of Philosophy will be included in the Quality Improvement Plan for the Centre.  The statement of purpose will define how the statement of Philosophy will be implemented in the Centre.

· Policies and procedures will provide clear documentation that will define agreed and consistent ways of doing things to achieve the stated outcomes.

· The Committee will ratify the Philosophy and the policies.  Policies can only be altered by the Committee and the changes minuted as a record.

· The Centre Philosophy and policies will be available for all stakeholders and there will be reference to this in parent and staff handbooks and general Centre information.
(b)
Financial management
· The Committee will be responsible for developing and overseeing the budget of the Centre and for ensuring that the Centre operates within a responsible, sustainable financial framework.

· In line with this responsibility, the Committee will conduct a budget planning meeting each year as part of its annual business planning. The details of budgeting and fee setting are set out under the Fee Policy.

· Financial reporting, including an income and expenditure statement and balance sheet, will be presented to the Committee on a regular basis and the opportunity provided to ask questions or seek further advice from any Committee member. 
· As the Centre is a Tier 1 Association (as defined by the Associations Incorporation Act (NSW) 2009), the Committee will ensure that:

· the financial statements are audited in time for them to be submitted to the Centre’s next annual general meeting;

· the financial statements for the previous financial year, and the auditor’s report for those statements, be submitted to the annual general meeting; and

· the appropriate documents are lodged with the Director-General of the Office of Fair Trading.

· The documents which must be lodged with the Director-General of the Office of Fair Trading include:

(a) a summary, in the approved form, of the Centre’s financial affairs for the previous financial year;

(b) the Centre’s financial statements for that year; 
(c) the auditor’s report for those statements; and 
(d) a document setting out the terms of any resolution passed at the Centre’s annual general meeting in connection with the documents referred to in (b) and (c) above. 

· The documents must be lodged within one month after the annual general meeting of the current financial year, or 7 months after the end of the previous financial year, whichever is the earlier.  The documents must be accompanied by the fee prescribed by the Associations Incorporation Regulation (NSW) 2010 and will be taken not to have been lodged if the relevant fee has not been paid.
(c)
Facilities and environment

· The Committee will ensure Regulations 103–115 - relating to the physical environment required for an out of school hours care service - are complied with at all times.  

· In the event of the relocation of the site, the Committee will ensure that the requirements of the Regulations are considered if and when site re-arrangements are proposed.

· Work, Health and Safety implications will be considered by the Committee in relation to staff locking up and leaving the Centre at the end of the day, and risk assessments of the practices will be undertaken.

(d)
Equipment and maintenance

· Appropriate equipment and furniture, to meet the needs of the children and educators, will be well maintained and safe.

· Processes will be in place for routine cleaning of toys and equipment.

(e)
Review and evaluation of the Centre
· Ongoing review and evaluation will underpin the continuing development of the Centre. The Committee will ensure that the evaluation involves all stakeholders, especially families, children and educators/staff.

· The development of a Quality Improvement Plan (QIP) will form part of the review process. Reflection on what works well and what aspects of the Centre need further development will be included in the QIP and discussed at meetings of the Committee. 

(f)
Confidentiality

· All members of the Committee will maintain confidentiality of all Committee matters, discussions and documents. This is addressed in the Confidentiality Policy.

(g)
Maintenance of records

· Regulation 177 outlines requirements and includes references to records that a Centre must keep.  Regulations 183–184 detail storage of records.

· The Centre has a duty to keep adequate records about staff, families and children in order to operate responsibly and legally. The Centre will protect the interests of the children and their families and the staff, using procedures to ensure appropriate privacy and confidentiality.

· The Committee will assist in determining the process, storage place and time line for storage of records.

· The Centre's orientation and induction processes will include the provision of relevant information to staff, children and families.

· Clear guidelines on who will have access to which particular records will be given to Committee members, educators and families. These will be available at all times at the Centre.

· The Committee will need to ensure that the record retention process meets the requirements of the following government departments:

· Australian Tax Office (ATO)

· Family Assistance Office (FAO)

· Department for Education, Employment and Workplace Relations (DEEWR)
· Australian Charities and Not-for-Profits Commission (ACNC)
· In the event of ceasing to operate, the Committee will identify where the records will be kept and seek professional advice on the winding up of the Centre.
· A list of nominated contacts for Child Care Management System, Australian Taxation Office and Superannuation funds, as well as any other accounts, will be maintained and available to all members of the Committee. These contacts will be reviewed annually and updated as contacts change to ensure currency in communication for effective governance. 

(h)
Work, Health and Safety

· Policies and procedures will be in place to address the legal requirements relating to safety in the workplace and this information should underpin any Centre specific requirements, including grievance/complaints procedures.

· The Centre Director will report back to the Committee on any Work, Health and Safety issues as they arise.

· All Committee members will be provided with information to assist them in meeting their obligations under the legislation.  
(i)
General
The Committee will also ensure that:

· Administrative systems will enable the effective management of a quality service. 
· Records and information will be stored appropriately to ensure confidentiality, are available from the Centre at reasonable times, and are maintained in accordance with legislative requirements. 
· Administrative systems are maintained to ensure the effective operation of the Centre.   
· The appropriate regulatory authority will be notified of any relevant changes to the operation of the Centre, of serious incidents and of any complaints which allege a breach of legislation. 
· Processes are in place to ensure that all grievances and complaints are addressed, investigated fairly and documented in a timely manner.
COMMITTEE MEMBERS AND MEETINGS 
Members of the Committee will consist of elected members of the Centre (Committee Members).  These Committee Members will be elected each year at the annual general meeting.

All Committee Members will know the requirements regarding:

· Management structure, roles and duties.
· Constitution.
· Centre’s Philosophy and goals.
· Policies and procedures.
· Funding and operational agreements.
· National Quality Standards.
· Meetings.
· Financial requirements.
· Employment responsibilities.
· Legal requirements.

· Good governance.

A handbook for management will be developed, updated and given to all the Committee Members.  Existing Committee Members are encouraged to give support to new incoming Committee Members.
Decisions about the overall operation and governance of the Centre will be made at the Committee level. All Committee meetings and the business discussed in those meetings are required to be kept confidential to ensure that good governance policies are maintained.  The Committee will ensure that Members are kept informed to the extent that it is appropriate and legally necessary.
The Centre Director will attend Committee meetings and present a written progress report regarding the running of the Centre and will provide information to the Committee to assist in making decisions.
The Committee will ensure that induction of staff members is comprehensive.  The performance of staff will be evaluated and individual development plans are in place to support performance improvement.  

Committee Members, adults working with children and those engaged in management must be fit and proper and must complete a Working with Children Check.
Members of the Centre
All parents and guardians of a child or children who attend(s) the Centre are eligible to apply to become members of the Centre (Member).
COMMITTEE ROLES & RESPONSIBILITIES
Although what follows is a list of specific roles and the duties attached to those respective roles, it is important to note that each Committee Member has an equal legal duty to ensure that the Centre is governed and managed at all times in accordance with all laws and regulations.
President
The President ensures that all Committee Members have the chance to play an active part in the Committee and that all Committee Members feel informed and included.

The President’s responsibilities include:

· Staying in touch with what is happening at the Centre on a regular basis in order to know what to put on the agenda for the next meeting, and in order to follow up on things that were agreed to at the last meeting.
· Facilitating the smooth running of the Committee.
· Setting the meeting agenda, which will cover all necessary business.
· Seeing that the meeting is properly convened in accordance with the Constitution.
· Determining if a quorum is present at Committee meetings.
· Chairing the meeting, helping to make the meeting enjoyable, efficient and quick.
· Ensuring the agenda is adhered to and that all Committee Members have a chance to contribute to the discussion.
· When decisions are made at Committee meetings, clearly stating what the decisions were, who will implement these and ensure this is recorded in the minutes.
· Summarizing at the end of every Committee all of the resolutions which have been passed at that meeting, so that each Committee Member has a clear understanding of tasks to be performed and decisions made.
· Closing the meeting only after the business at hand has been properly conducted.
· Acting as a spokesperson for the Committee when necessary.
· Possibly acting as signatory on cheque accounts.
· Ensuring that other Committee Members are completing the specific tasks assigned to them.
· Representing the Committee at events and meetings.
Vice President 

The Vice-President is required to perform the duties of the President as outlined above in the President’s absence, and to assist the President in performing his or her tasks.  

Any Committee Member, apart from the President, may take on the role of Vice President.
Secretary

The Secretary is the key administration officer of formal Committee matters, including any meetings relative to the Committee and any matters or actions arising from these meetings.  
The Centre Director is responsible for the daily operation of the Centre and other communications directly to users of the Centre.

The Secretary’s responsibilities include:
· Convening both Committee meetings and general meetings giving notice to the appropriate recipients as required under the Constitution.
· Reading and tabling for the meeting all relevant incoming and outgoing correspondence.
· Dealing with this correspondence as decided by the Committee.
· Communicating regularly with the President to ensure the President is informed of any relevant matters arising from correspondence, agenda items and action required.
· Ensuring that all correspondence relevant to the staff is forwarded to the Centre Director or Staff Liaison Officer (as appropriate) to be distributed to them as soon as possible.
· Before each meeting, organising the venue with the Centre Director and preparing and distributing the agenda.
· Recording minutes of all Committee meetings and general meetings, cross checking for accuracy with the President and distributing minutes and action plans promptly. 
· After each Committee meeting and general meeting, distributing the minutes to the Committee Members.
· Ensuring the minute book is kept in a safe place within the Centre, updated and signed by the President at each meeting.
· Possibly acting as a signatory on cheque accounts.
· Possibly taking on the role of Public Officer.
The Secretary will also ensure that the following tasks that are undertaken by the Centre Director are completed in accordance with the Centre’s policies and procedures:
· maintaining the Centre’s records, including all legal documents such as employment contracts, Constitution, leases, etc, and 
· keeping records of all business to do with the Committee, including Committee membership records, correspondence and minutes.
Treasurer

The Treasurer oversees the financial administration of the Centre and ensures that the Centre’s financial affairs are conducted correctly and efficiently, but must operate in conjunction with the other Committee Members, ensuring that all Committee Members understand and contribute to the financial administration of the Centre. It is the legal duty of each Committee Member to be familiar with the financial affairs of the Centre at all times.  Each Committee Member has the same legal duty in this regard and the Treasurer does not have a greater duty due to the nature of this role. 

The Treasurer’s responsibilities include:

· Planning the budget in conjunction with the Committee and the Centre Director.
· Presenting a monthly written statement of income and expenditure at Committee meetings.
· Proposing recommendations regarding expenditure of finances.
· Together with all other Committee Members, ensuring that true and proper financial records are kept and are provided to the auditors.
· Ensuring that all government and funding agreement requirements are carried out.
· Being a signatory on cheque accounts.
· Together with the Centre Director, ensuring all appropriate insurance policies are current and are reviewed annually.
· Together with all other Committee Members, ensuring that all taxes (including PAYG) and all superannuation are paid on time. 

The Treasurer will also ensure that the following tasks that are undertaken by the bookkeeper are completed in accordance with the Centre’s policies and procedures:
· Paying wages to staff on time.
· Maintaining wage records.
· Paying accounts.
· Keeping records of all receipts and payments.
· Preparing the financial records for the annual audit.
· Ensuring that all monies are banked properly and correctly.
· Allocation of petty cash and equipment allowance to the Centre.
· Ensuring that all financial records are maintained and stored in a secure location.
Staff Liaison Officer

The Staff Liaison Officer is the key contact person between staff and the Committee.  Key responsibilities include:

· Acting as the liaison person between the staff, parents, school, the community and the Committee.
· Being a contact person on the Committee for staff, if required, e.g. if need to inform them of their absence, issues or problems that they wish to seek the Committee’s advice on.
· Encouraging interaction between staff, parents and the Committee.
· Together with the Director, arranging the staff selection process.
· Arranging relief staff in an emergency when the Centre Director is unable to do so, and keeping a list of relief staff.
· Together with the Centre Director, encouraging staff to participate in staff training.
· Together with the Director, to be involved in staff evaluation and review.
· Ensuring that Staff and Parent Handbooks are updated and available.
· Participating in the grievance procedure where necessary.
· Liaising with the Centre Director on the suitability and use of volunteers, work experience or practicum placements.
Public Officer

The Centre must have a Public Officer as required by the Associations Incorporation Act (NSW) 2009.    This position must not remain vacant for more than 14 days at a time.

The Public Officer’s responsibilities include:

· Notifying the NSW Office of Fair Trading of any changes in the Centre and its financial position.

· Being the primary contact between the Centre and the Office of Fair Trading.

· Being responsible for submitting the annual returns with the Office of Fair Trading.
The Public Officer role can be held by any other Committee Member.
The Public Officer together with the Secretary will keep a register of the Members of the Association (including a Committee Members Register), including the following details:

· Names and addresses of each Member;

· Date on which each person became a Member;

· Date on which each person ceased to be a Member.

School Liaison Officers

The Centre will have School Liaison Officers to act as contact persons for parents and school authorities allowing for regular communication with the Committee.
There will be two School Liaison Officers:

(a) one of whom will be a parent or guardian from, and be responsible for liaising with, Balmain Public School; and 

(b) one of whom will be a parent or guardian from, and be responsible for liaising with Father John Therry School.
The responsibilities of the School Liaison Officers are to maintain contact with the Principal and parents from the respective school, the Committee and the Centre Director.

A-15: Financial Management
POLICY STATEMENT
We aim to provide a quality service that meets the needs of the children by providing them with the resources they need and meet the needs of the parents by providing affordable care.

The committee is responsible for all financial aspects and will ensure that all funding, government legislation and acts are fully followed, and that clear records of all the financial transactions are recorded and stored for the required time in a secure place.

CONSIDERATIONS
· Education and Care Services National Regulations 168 (2) (i, l, n) 

· National Quality Standards 7.1.1, 7.3, 7.3.2 

· Australian Accounting Standards

· Incorporation Act
· Income Tax Assessment Act
· Goods and Services Tax

· Superannuation Act
· Staff Awards
PROCEDURE
Governance and management of the Centre include policies and procedures for the confidentiality of financial records, which are maintained in accordance with legislative requirements. The Centre will ensure the preparation of accurate financial statements in accordance with Australian Accounting Standards.

For parents and carers, policies and procedures are in place for the payment of fees and provision of a statement of fees charged by the Centre.

Administrative systems in place enable the effective management of a quality service.

The Treasurer will draw up an annual budget in consultation with the Director and Management Committee, which will be approved by Management.

The Treasurer will review the budget with the Director to clearly identify relevant issues such as allocated petty cash and monies made available for new equipment etc.

Fundraising will be encouraged and supported by the Committee but will not be a part of the income required in the budget.

The Treasurer will report monthly on the progress of the financial state at the Committee meetings. This information will be available to members of the association.

New Management members will be provided with a summary of the Centre’s financial position on their election to Management.

The Treasurer will be responsible for ensuring that required financial transactions are recorded properly, and stored in a secure place.

The Treasurer will draw up a timetable for the year that indicates when all returns, audits, reports and other financial accountabilities are due.

The Treasurer will be responsible for ensuring that all these are carried out by the appropriate time frame.

The Bookkeeper, with oversight by the Treasurer, will ensure the payment of staff on an agreed basis, according to the appropriate Award entitlements and that all tax and superannuation deductions are made. 
The Director and Bookkeeper will be responsible for the day to day financial management of the Centre such as collection and banking of fees, allocation of petty cash and payment of bills.

The Treasurer is responsible to ensure the audit takes place and that the balance sheet, income and expenditure statement and financial report are completed.

The Audited Balance sheet and Income and Expenditure statement will be presented to the Association’s members at the AGM.

All financial records will be kept for a period of 7 years and will be made available for inspection by the relevant government Department officers.

[Note: this Policy is currently being updated by Network]
A-16: Confidentiality
POLICY STATEMENT
The Centre will make every effort to protect the privacy and confidentiality of all individuals associated with the Centre by ensuring that all records and information about individual children, families, educators, staff and management are kept in a safe and secure place and are not divulged or communicated, directly or indirectly, to another person. 

All matters pertaining to the Centre should be considered to be confidential, and should not be discussed with unauthorised personnel.  This includes:

· Information pertaining to any child enrolled at the Centre and/or that child’s family,

· Information about any of the staff or committee members and/or their families,

· Information on issues relating to the running of the Centre.

· The privacy of others should be respected at all times.

The only instances where information may be divulged or communicated are as follows:

· To the extent necessary for the education and care of the child

· To the extent necessary for medical treatment of the child

· The Regulatory Authority or an authorized officer as expressly authorized, permitted or required under the Education and Care Services National Law and Regulations

· With the written consent of the person who provided the information

CONSIDERATIONS

· Education and Care Services National Regulations:  145-152, 168 (2) (l, n), 174-177, 181, 183
· National Quality Standards: 4.2,  5.1, 7.3.1. – 7.3.3.

· Requirements of the National Privacy Principles which are set out in the Privacy Act, 1988. 
· My Time, Our Place.

PROCEDURE
(a)
Collection of personal information

· Before collecting personal information, the Centre will inform individuals of the following:

· The purpose for collecting the information;

· What types of information will be disclosed to the public or other organisations;

· When disclosure will happen;

· Why disclosure needs to occur;

· How information is stored;

· The strategies used to keep information secure;

· Who has access to the information;

· The right of the individual to view their personal information

· The length of time information needs to be retained; and

· How information will be disposed of.

· All information regarding the children and their families attending the Centre is to be used solely for the purposes of providing childcare and meeting the administration requirements of operating the Centre.

· All information regarding any child/family enrolled in the Centre will only be accessible to authorised persons.  The Approved Provider and the Nominated Supervisor will determine who is authorised to access records. 

(b)
Retention and Storage of Records
· The Centre will ensure that documents set out in the Education and Care Services National Regulations (Regulation 177) are kept in a safe and secure place for the length of time outlined in Regulation 183 (2).
· The Approved Provider will develop a practice in relation to the retention and disposal of records.

· In the event that approval of the Centre is transferred, the requirements of Regulation 184 will be followed. 
The records must be kept—
(a) if the record relates to an incident, illness, injury or trauma suffered by a child while being educated and cared for by the education and care service, until the child is aged 25 years; 

(b) if the record relates to an incident, illness, injury or trauma suffered by a child that may have occurred following an incident while being educated and cared for by the education and care service, until the child is aged 25 years; 

(c) if the record relates to the death of a child while being educated and cared for by the education and care service or that may have occurred as a result of an incident while being educated and cared for, until the end of 7 years after the death; 

(d) in the case of any other record relating to a child enrolled at the education and care service, until the end of 3 years after the last date on which the child was educated and cared for by the service; 

(e) if the record relates to the approved provider, until the end of 3 years after the last date on which the approved provider operated the education and care service; 

(f) if the record relates to the nominated supervisor or staff member of an education and care service, until 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; 

(g) in case of any other record, until the end of 3 years after the date on which the record was made
(c)
Disclosure of Information

· Personal information regarding the children and their families is not to be discussed with anyone outside the service, except in circumstances outlined in Regulation 181.  
· Parents/guardians may seek access to the personal information collected about them and their child by contacting the Nominated Supervisor at the service. Children may also seek access to personal information about themselves. However access may be denied where access would impact on the privacy of others; where access may result in a breach of the service's duty of care to the child; or where the child has provided information in confidence.
· Lists of children's or parents/guardians names, emails and phone numbers are deemed confidential and are not for public viewing and will not be issued to any other person or organisation without written consent.

· No personal information regarding a staff member is to be given to anyone without his/her written permission.
· Privacy is to be respected at all times.

· No information is to be given out without written authority from the parent or legal guardian.

· The only exceptions will be for legal reasons such as information for the police or Department of Community Services.

· Confidential information is to be stored in a secure, lockable cabinet or in the office which is only accessible to staff.
· A confidential issue can be discussed at a meeting without divulging the personal details of the individual/s involved.  Once the meeting is closed details should not be discussed with people outside the meeting.
· Any information given in confidence to a staff member should remain between that member of staff and the Director.  If the Director considers that this information will impact on the well being of any child or staff member at the Centre, then the information will be shared as is necessary.
· There will be times when parents need to speak in confidence with staff of the Centre.  This should be done in a quiet private area. Confidentiality needs to be taken seriously within the service.  A professional approach is needed at all times.
· Staff/ Committee contact details, phone numbers, addresses etc. are not to be given out under any circumstances.   In the event of someone needing to contact a staff or committee member, take their particulars and advise them that you will pass them onto the said person and they can call back.
(d)
Personal Conversations


· Personal conversations with families about their children, or other matters that may impact on the child’s enrolment, for example, fees, will take place in an area that affords them privacy. 

· Personal conversations with educators and staff about matters relating to their performance will take place in an area that affords them privacy.

(e)
Maintenance of Information 

· The Nominated Supervisor is responsible for maintaining all Centre records required under the Education and Care Services National Regulations (Regulation 168) and other relevant legislation, for example, Work, Health and Safety, Australian Taxation Office, Family Assistance Office, Department of Education, Employment and Workplace Relations (DEEWR) and for ensuring that information is updated regularly. 

· The Centre takes all reasonable precautions to ensure personal information that is collected, used and disclosed is accurate, complete and up-to-date. 

· Individuals will be required to advise the Centre of any changes that may affect the initial information provided. 

A-17:  Acceptance and Refusal of Authorisations
BACKGROUND
The Education and Care Services National Regulations require services to ensure that an authorisation (permission) is obtained from parents in certain circumstances.  For example, the Regulations stipulate an authorisation must be obtained for:

· Administering medication to children (Regulation 93) 

· Children leaving the premises of a service with a person who is not a parent of the child (Regulation 99)

· Children being taken on excursions (Regulation 102)

· Access to personal records (Regulation 181)

Authorisation from parents may also be required if:

· A child is leaving the Centre to attend an extra-curricular activity away from the Centre, for example, attending a sporting activity, dance, drama, etc. that is run by a provider other than the OSHC Centre.  

· Children are leaving the Centre to make their own way home.

Refer to Section D-10 for procedures in cases of medical emergencies, D-15 for Administration of Medication and D-16 for Dealing with Medical Conditions.

Refer Section E-6 for procedures regarding excursions.
If all the criteria stated above are not met then the Centre will not recognise any person or instructions submitted and will not release a child until properly authorised to do so. Refer Section A-5.
POLICY STATEMENT
Our policy on the acceptance and refusal of authorisations sets out the circumstances in which the Centre will require authorisation (permission) from parents.  Authorisation from parents is required to ensure the safety of the children and staff may refuse a parent/guardian’s request unless the authorisation is provided.  For example, if a child is to attend an extra-curricular activity for which authorisation is required, but has not been given, this will result in the child not being able to participate in the activity.  Preferably, authorisation is required in written format, however in some circumstances verbal authorisation may be accepted at the discretion of staff. 
CONSIDERATIONS

· Children (Education and Care Services National Law Application) Act 2010 

· Education and Care Services National Regulation: clause 168 

· National Quality Standard: 7.3

PROCEDURE
The Nominated Supervisor or the person in day-to-day charge of the Centre will: 

1.
Ensure documentation relating to authorisation (permission) from parents/guardian
         contains:

· the name of the child enrolled in the Centre; 

· the date; 

· signature of the child’s parent / guardian or nominated person who is on the enrolment form; 

· the approximate time the child will return to the Centre if the child is leaving the Centre to attend an extra-curricular activity and the time they will return to the Centre (if applicable);

· the original form/letter provided by the Centre;


2. 
Apply these authorisations to the collection of children, administration of  
         medication, excursions and access to records.

3.
Keep these authorisations in the child’s enrolment record. 

4.
Ensure the child will not be permitted to leave the Centre to attend any extra-curricular activity until authorisation is obtained from the parent/guardian.
5.
Ensure that children are not permitted to sign themselves out or leave the Centre without an authorised adult, unless written authorisation from the parent/guardian has been given.  

6.
Obtain written authorisation, if a person other than the parents/guardian or other nominated person cannot collect the child.  

7.
In certain circumstances (ie, in an emergency) verbal authorisation may be accepted at the discretion of the senior staff member on duty.  In these instances, staff will record in the diary, the time of the telephone call with the parent/guardian and name of the person who will be collecting the child.  Identity of the person collecting the child should be confirmed by sighting ID – preferably photographic ID, for example, current driver’s licence. 
8.
Exercise the right to refuse if written or verbal authorisations do not comply with the requirements outlined above.  

9. 
Waive compliance for authorisation where a child requires emergency medical treatment for conditions such as Anaphylaxis or Asthma. The Centre can administer medication without authorisation in these cases, provided they contact the parent/guardian as soon as practicable after the medication has been administered.

If a parent has, by way of a court order, been denied access to the child, then they will have no authority to act or proceed in any capacity as a parent or authority as previously stated in these policies and procedures.
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