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The RTEEC Parent Handbook has been developed by our staff and Educators
and reflects their many years of experience and commitment to supporting the
growth and development of your child.

We trust that you will find it a useful reference tool during the time your child
is with us at the Centre.

Understanding of the Handbook and our processes can greatly assist
communication.

If there are any issues which are unclear following perusal of the document,

then we encourage parents to seek further information or clarification from
the Director.
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Centre Details %x

Raymond Terrace Early Education Centre has
been providing high quality early education
care to children since 1987.

We provide care for 39 children per day.

We have two rooms: one for children aged
between 6 weeks to 3 years with a maximum of
14 children and the other for children aged
between 3 and 5 years with a maximum of 25
children.

The Centre operates Monday to Friday
between the hours of 7.30am to 6.00pm for 49
weeks per year, closing for usual calendar
Public Holidays and for a 3 week period over
Christmas.

RTEEC is a community-based child care centre
and operates under the direction of a
Management Committee.

This committee is made up of parents of
children enrolled at the centre and other
members of the community who may have an
interest in the centre’s operation.

This committee is elected each year at the
Annual General Meeting.

Committee meetings are held on
the 2. Monday of each month
and all families are invited to
attend.
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It is my pleasure to welcome you to Raymond

Terrace Early Education Centre, and fo what is
regarded as one of the leading early learning

programs in the area.

| completed my Bachelor of Education (early
childhood) in 1999. Leaving Uni, | worked in
different centres around Newcastle and the
Hunter before becoming the centre director
back in 2002.

Together with our wonderful feam of
dedicated staff, | am confident that you and

your child will seftle in to our beautiful learning
environment with ease.

Our key aim is for this to be a mutually
beneficial experience and a positive step in
the development of your child.

This will be an exciting time of learning for your
child as they explore and develop new skills,
become confident learners and make

friendships; all of this whilst having fun and
learning about their world.

vher liltle pesple
one evewhelmed by
big emeliers, il's our job
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We believe high quality educators are vital to providing
the best education and care program for children.

Staff qualifications and staff to child ratios comply with
the Care Services National Regulations. Rostered staff
members work directly with the children at all times.

The Centre’s educators are:

¢ Appropriately qualified, including First-aid CPR,
Asthma and Anaphylaxis trained, Working with Children
Check, and Fire training.

¢ Purposefully aware of their legislative responsibilities
and adhere to Centre policies and procedures

e Safety conscious, and remain within sight and/

or hearing of children. They arrange play areas to
ensure children can be effectively supervised, and
communicate effectively with each other about the
supervision of children.

o Skilled in fostering positive and constructive
relationships with children (and between children),
parents, families and the community.

¢ Advocates of social justice, access and equality for all.

e Committed to programming (planning, implementing
and evaluating learning experiences and teaching
strategies) for individuals and groups of children based
on direct and recent observations of the children’s
development.

Visitors Log / Sign in

Visitors induction handbook
Sustainability Plan

Quality Improvement Plan

Centre Policies

The Educational and care services
National Regulations.

e Community Informtaion Flyer

Visitors, other than parents or guardians of
children enrolled at the Centre, will be asked to
provide appropriate ID on arrival and
departure. Visitors will be accompanied by a
staff member at all fimes while in the Centre.

A visitor who is not authorised to collect a child
will be asked for identification upon arrival and
will not be given access to the child without
written authorisation from the parent.

Parent Handbook

When allocating places, we follow the priority of access
guidelines set down by the Australian government.

Raymond Terrce Early Education is committed to non-
discriminatory access. When filling vacant places, a service must
fill them according to the following priorities:

—a child at risk of serious abuse or neglect

— a child of a single parent who satisfies, or of
parents who both satisfy the work, training, study test

—any other child.

Within these main Priority categories, priority should also be
given to children in:

children in Aboriginal and Torres Strait Islander families
children in families which include a disabled person

children in families which include an individual whose

adjusted taxable income does not exceed the lower income
threshold of $42,997 for 2014-2015, or who or whose
partner are on income support

children in families from a non-English speaking background
children in socially isolated families

children of single parents.

Under the Priority of Access Guidelines a child care service
may require a Priority 3 child only to vacate a place to make
room for a higher priority child.

the person liable for the payment of the child care fees

was notified when the child first entered care that the
service followed this policy, and

the service gives the person at least 14 days’ notice of

the requirement for the child to vacate the place.
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We believe in... |

In relation to CNIlAIeN we believe:
e  Children are capable and resourceful learners who are
active contributors to their own learning.

e  Children need to be valued as individuals, within the

In relation to families we believe: context of their family and their community.

e Trust, respect and collaboration form the e  Children can develop confidence and positive self-esteem
basis for strong partnerships between through a supportive and secure environment.
families and staff. Therefore we:

e  Families, children and staff form a caring e Implement a child-centred program based upon the
community. principles outlined in the National Early Years Learning

e Family involvement is integral to a high Framework (EYLF)- ‘Belonging, Being and Becoming’.
quality program. e  Strive to empower children, by using their thoughts and

ideas to develop the program.

Therefore we: e  Promote each child’s confidence and positive self image

e Are committed to open and constructive through a range of provisions, experiences and
communication with families. opportunities that build upon their understandings, skills,

e Strive to have empathy and be values and sensitivities and promote success.

responsive to family needs, and provide
support when required.

e  Encourage families to engage in
meaningful participation within the
program.

e Implement an inclusive approach to positively support
children’s growth of identity, self-esteem and critical
thinking.

e  Encourage each child to reach their full potential in

accordance with their individual ability.

In relation to the communitv we believe:

<97

Therefore we:

We must strive to be a centre of excellence for early
childhood education within our community. As
advocates for our profession, it is important to share o
knowledge and experience.

We are a central link to information and support
services within the wider community.

In the importance of nurturing established relationships
with community organisations, council and local
schools.

The needs of children, families, staff and the community
are constantly changing and that ongoing evaluation is
essential to create a service that is responsive to those
needs.

Ensure that we operate within the guidelines set down
by governing and professional bodies.

Use the established channels of communication with
management committee, council and the community.
Encourage Early Childhood and work experience
students to take part in our program.
Utilise local services in an effective
and meaningful way.

Parent Handbook Last updated 5/17



http://www.google.com.au/imgres?q=Team+Work&um=1&hl=en&qscrl=1&rlz=1T4ADFA_enAU484AU484&biw=1676&bih=761&tbm=isch&tbnid=3pFi2kbihmZ9zM:&imgrefurl=http://www.asme.org/kb/news---articles/articles/team-building/teaching-teamwork-to-engineers&docid=2_UnvnEy8PR8jM&imgurl=http://www.asme.org/getmedia/c2a39f8f-a175-4860-a4d4-4631f2575c05/Teaching-Teamwork-to-Engineers_01.jpg.aspx?width%3D340&w=340&h=350&ei=uHxjUcLkCYXuiAfu0oGoCg&zoom=1&ved=1t:3588,r:40,s:0,i:207&iact=rc&dur=919&page=2&tbnh=192&tbnw=186&start=20&ndsp=27&tx=115&ty=83
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiM4fm4ls7TAhUKwrwKHet7C4oQjRwIBw&url=http://www.clipartkid.com/sticky-note-cliparts/&psig=AFQjCNF3GFw0sumSuCHlkYRG5vXbZNWZPg&ust=1493710102087094
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwip-oezls7TAhVIebwKHc1qBT0QjRwIBw&url=http://www.clipartpanda.com/categories/post-it-notes-clipart&psig=AFQjCNF3GFw0sumSuCHlkYRG5vXbZNWZPg&ust=1493710102087094
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiZ16m-ls7TAhUJV7wKHfb3CeIQjRwIBw&url=http://www.clipartkid.com/sticky-note-cliparts/&psig=AFQjCNF3GFw0sumSuCHlkYRG5vXbZNWZPg&ust=1493710102087094
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiT3pvZ5dLTAhUKx7wKHQzeCugQjRwIBw&url=http://www.personalisationstation.co.uk/shop/4590713787&psig=AFQjCNFjBvsrynZJnHjvZ_BaR189NAGrNQ&ust=1493868902549180
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiui6yO5tLTAhVDfbwKHS6yCnYQjRwIBw&url=https://www.pinterest.com/pin/358810295284514555/&psig=AFQjCNF7QcvQbmj3GLmqEAJbl7_gDv99cQ&ust=1493869072603168
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwio_uqC59LTAhXIG5QKHVcmCpgQjRwIBw&url=http://www.teaching.com.au/catalogue/mta/mta-australian-aboriginal-puzzles&psig=AFQjCNGH3Tbft4DtcGq6Ksvip7sRCataNw&ust=1493869316559896

Our Philosophy —— KAR

Raymond Terrace Early
Education Centre is Licensed
by the Department of
Community Services.

The nearest Department is:

Mid North Region
Department of Education
and Communities

PO Box 156
Cofls Harbour NSW 2450
Ph: 02 6648 7132 | Fax: 02 6648 7157

We believe it is important to provide opportunities for children to experiment,
discover, explore, create, investigate, practice theories, solve problems and
express ideas with the support of other children and the educators,
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PARTNERSHIPS WITH FAMILIES

You’re given lots of
information about what is
happening and
asked for your views

What is the best way to communicate with
you?

Everybody has a different communication
style and time for communication. We
understand that mornings and afternoons
can be a little rushed, and not the best
time to discuss your child. We have many
types of communication we use for families
in the centre just like you.

Confidentially and Discretion

Information received through written and
spoken communication with families will be
treated with discretion.

If at any fime if you require a private
discussion with our Educators, Staff or the
Director please inform us.

This can happen face to face or by phone.

How do you like to be communicated with?
*  Newsletter

¢ Phone calls to your work
e Emails / App

* Letters

* Face to face

Ways we will be communicating the events
of the centre by:

e Face to face verbal interactions at arrival
and departure times.

* Regular eNews will be emailed to you.

* A notice board where various messages
and notices are displayed, advertising
current issues and upcoming events.

¢ A communication book is located in each
room. Parents are able to leave more

Parent Handbook

detailed written messages, for the purpose
of expressing concerns, positive or
evaluative input that they feel they need
to let staff know about. These can be
anonymous if so desired.

* Occasionally staff will ask parents to
complete short surveys in order to maintain
up-to-date records and seek parent
feedback on various topics.

* Each family will be allocated an individual
pocket for accounts and other written
communication to be placed. Itis the
parent’s responsibility to read

these notices and ensure they're aware of
current issues and events in the centre.

* Policies will be regularly reviewed in a
variety of ways to enable parent feedback
on centre practices

What can you expect from staff?

* Staff will make efforts to communicate
effectively with families.

o Staff will inform families promptly and
sensitively of any out of the ordinary
incidents affecting your child.

* Staff will share with children’s families
some of the specific interactions they had
with the children during the day.

* Information on children’s eating and
sleeping patterns at the centre will be
provided to families through verbal
communication and through the

room sign-in sheet.

* When families and staff make joint
decisions that affect children’s progress,
interest and experience, this will be
recorded in the appropriate form (these
may include new events like toilet training).

Please feel free at any time by phone,
email or in person, to discuss your child’s
progress, relationship, interest and
experiences.

O &=
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Grievance and Complaints %%

At Raymond Terrace Early Education Centre we believe that children and parents/guardians are
entitled to expect courtesy and prompt, careful attention to their needs and wishes.

We welcome suggestions on how to improve our setting through questionnaires, parent suggestion
box, parent’s evenings, child involvement and daily communication.

We anticipate that most concerns will be resolved quickly with the service director or by an informal
approach to the appropriate member of staff.

If this does not achieve the desired result, we have a set of procedures outlined below for dealing
with concerns and complaints.

A

How to lodge a complaint or concern

Discuss the concern with an Educational Leader and/or the Director. (All staff understands
that confidentiality is to be kept at all times).

e |[f this does not have a satisfactory outcome, or if the problem recurs, the parent/guardian
should put their concerns or complaint in writing to the Director and the Management
Committee who will complete a complaints record and action the concern.

e Findings of the investigation/actions if any, will be shared with parent/guardian at a
mutually agreed date within 28 days from when the complaint was made.

e |[f you feel your concern/complaint has not been resolved by the Director or the
Management Committee), you will need to proceed to an external review.

Referral may be made to any of the following:

JENNY WHITTON (DIRECTOR)
Phone: 02 4987 1588
Email: rteec@hotmail.com

MANAGEMENT COMMITTEE
In Writing: PO Box 5031, Raymond Terrace East NSW 2324

EARLY CHILDHOOD EDUCATION AND CARE DIRECTORATE
Toll Free: 1800 619 113

Fax 02 8633 1810

Email: ececd@det.nsw.edu.au

Locked bag 5107, PARRAMATTA NSW 2124
www.dec.nsw.gov.au
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The program is designed to encourage the child to develop the 4
following key learning outcomes as defined by the
Early Years Learning Framework:

o Children have a strong sense of identity.
24 o Children are connected with and contribute to their world.
f ‘ o Children have a strong sense of wellbeing.
ol
*‘ ; o Children are confident and involved learners.
| o Children are effective communicators

The daily program is designed to meet the individual needs and interests of each child, through
dividing them into smaller programming groups. It is flexible recognising the need for each child to

: develop at his/her own pace. The teaching staff are trained to guide children in all areas of their -
o development. The program is designed to meet each child's individual developmental needs 4
B Individual developmental records are kept on each child according to Department of Education and o
oh Communities requirements.
{
N Children will participate in many different activities which may be called PLAY. Children learn ¥
through play and staff structure play activities in order to provide the development of certain skills. @

3 You too are 1mportant to the Centre's Program. The staff of RTEEC Inc encourages parents to

If you have something to share eg. dress, language, artefacts etc. from another
culture or simply have an interest in gardening, cooking etc.

please share this with our children and stafl.

‘}\ *If you smile when
no one else is around,
you really mean it. *

.
* " - Andy Rooney
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Enrolment kGG

- Settling your child into childcare

Some children settle into care quickly, others take longer. We are sensitive to and aware of the anxiety that some children
feel when starting at a new Centre. We try to make this transition as smooth as possible for you and your child through
our orientation program. Part of the program is for you to visit the Centre with your child for a short period(s) prior to their
commencement date.

Additional ways to help children settle on the first day are:

1 Prepare them in advance by talking about what they will take to the Centre, and the activities (e.g. painting, drawing, craft,
music, games, etc). If you are positive, your child will be too

2 When itis time to leave, do so quickly. Wherever possible, settle your child into an activity. Even when a child understands
that you will “come back”, the moment of parting can still be sad

3 Always say goodbye. Before you leave your child for their first day, say you will pick them up later and take them home.
Always say ‘goodbye’ as this will develop a secure and trusting relationship between you and your child. (Even if your child
is distressed, to slip away breaks down trust.)

4 Use regular set phrases for when it's time to go (e.g. ‘Mummy/Daddy is going now. | will be back after rest time’, etc).

If you have any concerns about settling your child into the Centre, please talk to the educators. We encourage all parents to ring
through the day to find out how their child is faring and to discuss any concerns.

Q ARRIVAL
To ensure your child’s safety, we require than an
authorised adult (over 18 years of age) must
@{s accompany your child into the Centre.

J

Sign your child in upon arrival with time noted.
Inform educators if:

Your child requires the following items each day:

+*
*
+*
+*
*
*
+*

® You are going to be away from your place of work

Back pack or suitable bag or home for the day, and leave a direct contact
Drink Bottle telephone number for a medical emergency
2-3 changes of seasonally appropriate clothing ® someone different is collecting your child

Comforter (dummy) or blanket if required
Shoes or sneakers
Sheets for children 2 years plus @ Your child requires medication throughout the day

® Your child is unwell or has been sick

Bottl nd Formul
ottles and Formula ® Your child has been given medication at home

- Tlease be sure to lable everything that comes to daycare. within the past 24 hours
- @ Your child is teething
LATE COLLECTION
RTEEC is licenced betweent the hours of 7.30am and 6.00pm ® You are aware of anything that might have

Parents need to arrive at least 10 minutes before that time to ETR D B P _th’at we should know about to
S . ensure we meet your child’s needs.
collect the child, sign-off, gather any personal belongings, and

perhaps have a brief chat with educators.

A late fee of $5.00 per minute per child applies for children Departure _ Collectior) of Cb“dreo

llected after 6.00 by the Centre clock).
cotiected atter pm (by the Centre clock) For working parents the Centre is open from 7.30am until 6.00pm.

Emergencies do occur and the Centre understands this. In such Non working parents can leave their children at the Centre from

an event, parents may be delayed and are asked to advise the 9.00am. However, it is preferred they be collected by 4.00pm.
Centre well before closing time.

Itis a legislative requirement that your child is signed in and out of
the Centre. Your signatures are also required to be eligible for Child
Care Benefit payments for your child for that day.

If your child is still at the Centre at 6pm and we have not heard
from you, we will take the following steps (in order):

1 Attempt to contact you at home and work.

2 Call the people listed on your child’s Enrolment Form as Before leaving the centre don’t forget to collect your receipts,
‘Emergency Contacts’ and authorised to collect your child

3 Call the Police

4 Inform the Department of Education & Communities.

newsletters etc. which have been placed in your A
communication pocket in the hallway.
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The current maximum daily fee for

each child is:

® $98.00 for children enrolled in
the under 3's (Infant) room.

® $98.00 for children enrolled in
the over 3's (Pre-School) room.

Please note Fees are subject to change at any with famﬂ.ies o share
time with out notice. the nurturing and education
of their children.
[Ip()ll Fonrolment families will need to pay an
enrolment deposit equal to two week’s child care
fees. »,

An Enrolment fee of $27.00 and an annual
association fee of $3.00 per family will also be
charged to satisfy incorporation requirements.

Child care fees are to be paid regularly at the

beginning of each week (fortnight or month if you Payment of fees
choose) and must remain up to date at all times.

Failure to do so may result in termination of child

care places. RTEEC is a cashless centre, For security reasons,
fees should be paid by Direct Transfer, EFTPOS,
SR LR cheque, or money order.
Y e
i g W ! . X’ When paying by Direct Transfer, please use
g A= f"' e r Y : @ your child’s family name as the payment

reference.

Any change of financial income will alter your
fee structure, please advise our Centre and

ALl monies are to be made out to: FAO (13 6150) if this occurs.
R.agwwwal Terrace Early Education Centre

Bank Details:
BSB: 650 000 In house Shows / Entertainment
Account: 9436 2390 8 From time to time through out the year we invite
Payment Ref: Child’s Family Name entertainers into our centre to preform shows for the
Bank/Branch: Newcastle Perm (Raymond Terrace) children. ~ In house shows are added to you account and are
no more than $10 per child.
Excursions

Excursions provide an opportunity for children to discover
and observe the world. Real life situations can extend and
enhance the learning opportunities of young children.
Parents will be notififed of any excursions and full consent
forms will need to be completed.

Where ever possible, fees will be absorbed by the centre,
however, there will be times when additional fees will be

"‘%M.ﬁ?
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NON ATTENDANCE & ABSENT DAYS
Fees must be paid for everyday your child is enrolled at the
Centre regardless of attendance.

This includes days on which your child is absent, due to ill
health or holidays taken.

Fees are not payable for days during the Christmas period
when the Centre is closed or for Public Holidays.

If families experience difficulties in paying fees they should
contact the Director immediately.

Please do not wait until you are in debt to discuss your fee
situation.

Each financial year, the Family Assistance Office will pay
your child’s CCB entitlements for the first 42 absence days.
You may receive CCB for absence days after the initial 42
days each financial year. For all absences beyond the first
42 absent days, CCB will only be paid if you are able to
provide evidence to demonstrate the absence has occurred
under permitted circumstances. There is no limit

on these days but you will be required to provide
documentation to support the absence.

Director, or fees

enrolment deposits can not be returned.

Termination Of A Placement
Should you wish to terminate your child's placement you will
need to give TWO WEEKS WRITTEN NOTICE to the

CHILD CARE BENEFIT (CCB)
Raymond Terrace Early Education Centre is a approved
child care service. However, parents seeking Child Care

Benefit need to
lodge an application with the Family Assistance Office.
You will need to apply for each type of careyou use (i.e.
Long Day Care, Before School Care, After School Care,
Vacation Care) for each child. Once the Centre has

received an Assessment Notice from the Family Assistance

Office, CCB can be deducted from fees.
Child Care Benefit will only be paid for days where the
child
care attendance records (both arrival and departure) are
accurately completed and signed by the parent or other
nominated adult collecting the child.

Child care rebate (CCR)

The CCR is additional assistance if you are using
approved child care for work, study or training—related
reasons. The CCR covers 50 per cent of your out—of—
pocket cost for approved child care. The CCR does have
a limit. To learn more about CCR, please contact the
Family Assistance Office or visit the website at

www.familyassist.gov.au.

paid in lieu of notice. If you fail to do this,

important contacts & informative

websites for parents

Department of Education and Training
www.educationvicgov.au

Family Assistance Office
P.13 61 50

Australian Childhood Immunisation Register
P. 1800 653 809

Early Childhood Association (ECA)
www.earlychildhoodaustralia.org.au

Australian Children's Education & Care

Quality Autority (ACECQA)
P. 1300 422 327
www.acecga.govau

Parent Handbook

Raising Children Network

The Australian parenting website; comprehensive,
practical, expert child health and parenting information
and activities covering children aged 0-8 years.
www.education.vic.gov.au

Better Health Channel

Quality consumer health information. Regularly
reviewed health and wellbeing information and
services. This site is sponsored by the State Government
of Victoria.

www.betterhealth.vic.gov.au
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Govdtoknow ————— —— FCPH

Birthdag s

Birthdays are an important part of a child’s life, and parents are
welcome to bring a cake to the Centre so their child may celebrate with
their friends.

If you are intending to bring a cake for your child’s birthday, please
check with the educators beforehand to ensure that the cake does not
contain any ingredients to which other children are known to be allergic
especially nuts and nut products.

Alternatively, arrangements can be made via the Centre’s kitchen to
supply a birthday cake. Please let us know if you are going to join us for
the celebration. If you are unable, we are happy to take digital

photographs for you.
Sleep and rest time m M

ST All children are encouraged to rest
during the day but are not compelled to sleep.

\  The length of time children rest is dependent upon

Lost Property
We have a lost property area

located in each room which 5‘ their needs, and these vary from child to child.
should be checked regularly Quiet activities are available for those children who
for any missing items. Every six do not sleep.

Your child’s sleeping and eating habits will be
recorded on ‘day at a glance’ sheets located in each
room/area.

months any items remaining
are to be given to charity.

Parent involvement Toilet trainin 8

Centre staff will not begin toilet

This is vital to ensure

maintenance training your child until parents
of a quality service. and educators agree that the child
Your contribution of ideas, is clevelopment allg and

experiences and skills are

emotionallg reaclg. This will ensure
welcomed and greatly

a consistent approach.
valued. PP

You may be to share your
Children’s Personal Toys

skills and experiences in

music, craft, cooking and Toys bough’r from home are

storytelling etc, to discouraged unless brought for

enhance your child’s ‘show and tell’ There are days
program at the Centre allocated for each child if the staiff
wish to implement this fime into the
daily routine.
No responsibility will be taken by
Breakfast staff for children's personal toys
All'items required for breakfast are to be being lost at the Centre.

clearly labelled and brought in a container ie:
bread, cereal, spreads etc. Itis the
Parents/guardians responsibility to provide all
food for their child’s breakfast. Breakfast can
be prepared and served prior fo 8am.
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Health & Safety

FOOD AND NUTRITION b
The Centre provides morning tea,
lunch, with desert, and afternoon
tea, for all children. The meals are
freshly cooked inhouse by a
qualified cook and are healthy and nutritionally
balanced, and seasonally and culturally
appropriate.

Water is offered regularly and available at all
times throughout the day. The weekly menu is
displayed at the entry of each room.

Information about the children’s food and drink
intake is recorded on their Daily
Record Sheet.

Please discuss any specific
instructions or requests regarding
your child’s dietary requirements,
particularly allergies,

with the Director or Educators upon enrolment
so that this need can be accommodated.

We are a ‘nut free’ environment so
therefore please ensure that your
children do not bring anything to the

centre that contains traces of nuts.

Meal times are pleasant occasions.
Educators sit with small groups of children
during meals, talk with them and encourage
conversation between children.

Children are encouraged to taste or try different
food, but never coerced to eat. Toddlers and

preschoolers are encouraged to

serve and feed themselves.
Chairs, tables and eating utensils

are suitable for the
developmental levels of the
children.

Babies on formula need to have their bottles
made up at home and labelled with their child's
name. This ensures that each baby gets only
their bottle, and their correct formula.

Parent Handbook

SUN PROTECTION
RTEEC follows SunSmart
guidelines. These include:

® Children and educators \ /

wear legionnaire style or broad N
brim hats
whenever outside —

® ramilies are encouraged / \

to apply sunscreen to children

on arrival or prior to leaving

home in morning (You are welcome to
use the sunscreen provided in the foyer
area and rooms)

® The Centre provides all children with a hat upon enrolment

® All children and educators apply a SPF 30+ broad-spectrum
water resistant sunscreen 20 minutes before going outdoors

® Babies under 12 months are always kept in the shade
® sun protection is prioritised when excursions are planned

® Sun protection awareness activities (both planned and
spontaneous) are included in the Centre’s program

® sun protection information is promoted to staff, families
and visitors.

CHILD PROTECTION
The Children and Young Persons (Care and
Protection Act) 1998 requires educators by law
to report to Community Services if they suspect
(using their professional judgment and training),

on reasonable grounds, that a child or young
person is at risk of significant harm.

Protecting children is
EVERYBODY'S
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Health & Safety

SAFETY PROCEDURES
The Centre has an emergency and evacuation
plan for dealing with a range of possible
incidents and threats, including fire.

These procedures are displayed in each room.

Fire extinguishers are installed throughout the
Centre, and are maintained regularly.
Educators are trained in their use.

Safety drills involving educators and children
are practised randomly at least four times per
year. They are called without warning at
different times of the day and on different days
of the week.

Evaluations are conducted after every drill. If
the evaluation reveals any problem with the
drill, appropriate changes are made.

Parents, staff and visitors are encouraged to

advise staff if they notice anything that could

pose a risk to the health and safety of anyone
on the premises especially our children.

Please advise the office or an educator
immediately if you notice anything that may
concern you.

A child should be kept at home if he / she has ...

e Elevated temperature.
e Eyedischarge.

* Vomiting or diarrhoea (must remain at home for at least 24

hours after last occurance).
e Rashes.
e Infectious Diseases.
= Head lice that has not been treated.

28 220

MEDICATION

The medication form must be completed and
signed by a parent/guardian, indicating all
relevant details of the medication to be
administered. These details will be confirmed by
the member of staff giving the medication to the
child - and checked by another member of staff.

Any medication supplied must be in it's original
container showing clearly:

e Child's name

e Name of medication

e Date of dispensing

e Administration instructions

Medication supplied in other than original
container will not be administered. Medication
that does not need to be refrigerated should be
given to the staff. Medication requiring
refrigeration should be placed in the child proof
container in the small fridge located in the
nursery. Never leave medicine in your child's bag.

Antibiotics — Children on a course of
antibiotics should not attend the centre for
atleast 24 hours after the administration of the
first dose.

Children on long term medications require a
separate letter from the prescribing authority
which must be updated after each 4 month
interval. Non-prescribed medication will only
be administered for a maximum of two
consecutive days. After this time the child
should see their doctor.

If a child becomes ill during the day, the parents and or emergency contact will be contacted.

Parents must notify the Centre of any infectious disease contracted by their children so that appropriate
measures may be taken by the Centre to prevent the spread of the disease.

Parent Handbook
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Health & Safety

IMMUNISATION

Changes to the NSW Public Health Act (Part 5,
Division 4, Sections 85-88) and NSW Public Health
Regulation (Part 7, Division 2, Sections 42-44A)
came into force on 1 January 2014 to improve the
timeliness of vaccine coverage in children, and
help prevent outbreaks of serious vaccine-
preventable diseases.

The new requirements prevent child care facilities
from enrolling children unless immunisation
certificates proving that they are fully immunised,
or have a specified exemption, are provided at
enrolment. This means that child care facilities
must have documented evidence that children
are up to date with their vaccinations, or that
they are on a recognised catch-up schedule, or
that they have a medical contraindication to
vaccination, or their parents have a conscientious
objection to vaccination, before enrolling a child.

Unvaccinated children may be excluded from
child care facilities in the event of an outbreak of
a vaccine preventable disease for their own
protection. If an outbreak of a vaccine-
preventable disease occurs in the Centre, the
Centre will seek advice from the local Public
Health Unit, concerning the possible exclusion of
any children who are not immunised.

The decision to exclude a child from the Centre is
made by the Director, management committee or
the local Public Health Unit. Normal childcare fees
apply during the child’s absence from the Centre.

All families, staff and visitors to the Centre will be
informed in writing that an outbreak of the
particular infectious disease has occurred.

The Director has the right to send a sick child or
staff member home if they are believed to be
unwell and possibly contagious.

INFECTIOUS DISEASES

Young children have immature immune systems and
the nature of their play makes them more susceptible
to the risk of cross-infection, especially in their first year
of group care.

In addition to staff and children maintaining healthy and
hygienic practices, the Centre excludes children and
staff according to the National Health and Medical
Research Council Guidelines outlined in the table below.

Children and staff who have contracted a infectious
disease may only return to the Centre on presentation
of a medical clearance certificate, which confirms that
they are no longer contagious and are well enough to
return to the Centre. However, the Director or
Responsible Person has the ultimate responsibility for
deciding if a child is well enough to return to the Centre.

If a difference of opinion exists between the

parents/doctor and the Director, she/he will contact the
Authorised Public Health Unit for advice.

A child who has had vomiting or diarrhoea
may only return to the Centre 24 hours

after their last loose bowel motion or
episode of vomiting.

1 "'? Head lice: Exclusion is only required
until all eggs and lice have been removed
from the hair and once treatment has
commenced. No medicCal Certificate is
required to return to the Centre but
treatment is hecessary to stop further
infestation to Staff and Children.
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Health & Safety

INCIDENT, INJURY, TRAUMA AND
ILLNESS MANAGEMENT

Educators at RTEEC take every effort to
minimise the chance/likelihood of any
accident happening at the Centre.

They supervise children closely at all times
and do so knowing the times and situations
where accidents are more likely to occur.
They hold current Asthma and Anaphalaxis,
First-aid and CPR certificates and are

7
0.0

Advise the NSW Department of
Education & Communities immediately
(if the child receives medical treatment
by a registered medical practitioner)

Ifaparent/family notifies the Centre of
anyaccident,injury orillness once the
child hasleft the service and norecord of
theincidentwasnoticed whilstthe child
wasinattendance,a detailed record must
be taken by the staff member receiving

attentive and quick to respond to any signs
of injuries, trauma or illness.

the information and this information
mustbe placedin the child’s personal
In the event that a child is injured; or confidential file.

becomes ill; or suffers a trauma, staff will:

i o
y ]

++» Follow the DRSABCD Action Plan

++ Enter the details in the Centre’s
Incident/Injury/Trauma Register

+ Notify the family of the child as soon
as practicable.

¢ Ensure the parent/emergency contact signs the
Incident/Injury/ Traumaand Illness Report
Form.

NATIONAL IMMUNISATION PROGRAM BIRTH TO 5

AGE VACCINE
Birth Hepatitis B (hepB)

Hepatitis B, diphtheria, tetanus, acellular pertussis (whooping cough), Haemophilus influenzae
type b, inactivated poliomyelitis (polio) (hepB-DTPa-Hib-IPV)

Pneumococcal conjugate (13vPCV)

Rotavirus

Hepatitis B, diphtheria, tetanus, acellular pertussis (whooping cough), Haemophilus influenzae
type b, inactivated poliomyelitis (polio) (hepB-DTPa-Hib-IPV)

Pneumococcal conjugate (13vPCV)

Rotavirus

Hepatitis B, diphtheria, tetanus, acellular pertussis (whooping cough), Haemophilus influenzae
type b, inactivated poliomyelitis (polio) (hepB-DTPa-Hib-IPV)

Pneumococcal conjugate (13vPCV)

Rotavirus b

Haemophilus influenzae type b and meningococcal C (Hib-MenC)

Measles, mumps and rubella (MMR)

Diphtheria, tetanus, acellular pertussis (whooping cough)

Measles, mumps, rubella and varicella (chickenpox) (MMRV)

2 months

4 months

6 months

12 months

12 months

Diphtheria, tetanus, acellular pertussis (whooping cough) and inactivated poliomyelitis (polio)

AR (DTPa-IPV)
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Health & Safety

+ + +

Condition

PREVENTING INFECTIOUS DIEASES

Exclusion of case

+ * *

Exclusion of contacts

Campylobacter infection

Exclude until there has not been a loose bowel motion for
24 hours

Not excluded

Candidiasis (thrush)

Not excluded

Not excluded

Cytomegalovirus (CMV) infection

Not excluded

Not excluded

Conjunctivitis

Exclude until discharge fromthe eyes has stopped, unless
a doctor has diagnosed non- infectious conjunctivitis

Not excluded

(No organism identified)

24 hours

Cryptosporidium Exclude until there has not been a loose bowel motion for | Not excluded
24 hours
Diarrhoea Exclude until there has not been a loose bowel motion for | Not excluded

Fungal infections of the skin or
nails (e.g. ringworm, tinea)

Exclude until the day after starting appropriate antifungal
treatment

Not excluded

Giardiasis

Exclude until there has not been aloose bowel motion for
24 hours

Not excluded

Glandular fever (mononucleosis,
Epstein Barr virus [EBV] infection)

Not excluded

Not excluded

Hand, foot and mouth disease

Exclude until all blisters have dried

Not excluded

Haemophilus influenzae type b
(Hib)

Exclude untilthe personhas received appropriate
antibiotic treatment for at least 4 days

Notexcluded. Contactapublichealth
unit for specialist advice

Head lice (pediculosis)

Notexcluded if effective treatment begins before the next
dayat the education and care service. The child does not
needtobe senthomeimmediatelyif head lice are detected

Not excluded

complywith these practices (e.g. because theyaretoo
young), they should be excluded until the sores are dry.
Sores should be covered with adressing, where possible

Hepatitis A Exclude untilamedical certificate of recovery is received Not excluded. Contact a public
and until at least 7 days after the onset of jaundice healthunitforspecialistadvice about

vaccinatingortreatingchildreninthe
same room or group

Hepatitis B Not excluded Not excluded

Hepatitis C Not excluded Not excluded

Herpes simplex (cold sores, Not excluded ifthe person can maintain hygiene practices | Not excluded

fever blisters) tominimise therisk of transmission. If the person cannot

Human immunodeficiency virus
(HIV)

Notexcluded. Ifthe personis severelyimmune
compromised, they will be vulnerable to other
people’sillnesses

Not excluded

Human parvovirus B19 (fifth
disease, erythema infectiosum,
slapped cheek syndrome)

Not excluded

Not excluded

Hydatid disease

Not excluded

Not excluded

Impetigo

Exclude until appropriate antibiotic treatment has started.
Any sores on exposed skin should be covered with a
watertight dressing

Not excluded

Influenza and influenza-like
ilinesses

Exclude until person is well

Not excluded

Listeriosis

Not excluded

Not excluded
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Health & Safety

Measles

Exclude for 4 days after the onset of the rash

Immunised andimmune contacts are
notexcluded.Fornon-immunised
contacts, contactapublichealth

unit for specialist advice. All
immunocompromised children should
be excluded until 14 days after the
appearance of the rash in the last case

Meningitis (viral)

Exclude until person is well

Not excluded

Meningococcal infection

Exclude until appropriate antibiotic treatment has been
completed

Not excluded. Contact a public health
unit for specialist advice about antibiotics
and/or vaccination for people who were
in the same room as the case

Molluscum contagiosum

Not excluded

Not excluded

Mumps

Exclude for 9 days or until swelling goes down
(whicheverissooner)

Not excluded

Norovirus

Exclude until there has not been a loose bowel motion or
vomiting for48 hours

Not excluded

Pertussis (whooping cough)

Exclude until 5 days after starting appropriate antibiotic
treatment, or for 21 days from the onset of coughing

Contactapublichealthunitforspecialist
advice about excluding non-vaccinated
and incompletely vaccinated contacts, or
antibiotics

Pneumococcal disease

Exclude until person is well

Not excluded

Roseola

Not excluded

Not excluded

Ross River virus

Not excluded

Not excluded

Rotavirus infection

Exclude until there has not been aloose bowel motion or
vomiting for 24 hours

Not excluded

Rubella (German measles)

Exclude until fully recovered or for at least 4 days after the
onsetof the rash

Not excluded

Salmonellosis Exclude until there has not been a loose bowel motion for | Not excluded
24 hours

Scabies Excludeuntilthe dayafterstartingappropriatetreatment | Not excluded

Shigellosis Exclude until there has not been a loose bowel motion for | Not excluded

24 hours

Streptococcal sore throat
(including scarlet fever)

Exclude untilthe person has received antibiotic treatment
for at least 24 hours and feels well

Not excluded

Toxoplasmosis

Not excluded

Not excluded

Tuberculosis (TB)

Exclude untilmedical certificateis produced fromthe
appropriate health authority

Not excluded. Contact a public health
unit for specialist advice about screening,
antibiotics or specialist TB clinics

Varicella (chickenpox)

Excludeuntilallblisters have dried—thisisusuallyatleast
5daysaftertherashfirstappearedinnon-immunised
children, and less in immunised children

Any child with animmune deficiency
(forexample, leukaemia) or receiving
chemotherapy should be excludedfor
their own protection. Otherwise, not
excluded

Viral gastroenteritis (viral
diarrhoea)

Exclude until there has not been aloose bowel motion for
24 hours

Not excluded

Worms

Excludeifloosebowelmotionsareoccurring.Exclusionis
notnecessaryiftreatment

Not excluded
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Health & Safety

The Centre is required by legislation to inform their local
Public Health Unit whenever:

Eitherstaff orchildren contract avaccine-preventable
disease. Anoutbreak, thatis two ormore cases of other
infectious diseases, occursinacentre

Eitherstafforchildrencontractanotfifiable disease.
ThelocalPublic Health Unit guides and assists the Centre to
manage any such outbreaks (e.g.immediately treat staff
and children with medication or vaccination in the
case of meningococcal), and provides the Centre and
families with accurate information.

The Centreis also required, by the Education & Care
Services NationalRegulations2011,toinformallfamilies:
Thataninstance(s) of the disease hasbeenidentified inthe
Centre:

Ofthe symptomsofthe condition

Ofthe exclusiontime from the Centre foranyinfectious
persons

If a medical clearanceisrequired before returning to the
Centre

In a way that maintains the confidentiality ofindividual
persons or families.

Tominimise theriskofspreadingthe disease orcondition,
parents are askedtoinformthe Centreimmediatelyiftheir
child or a member of theirimmediate family has
contracted an infectious disease.

MANAGEMENT OF CHILDREN WITH SIGNS
OF ILLNESS OR INFECTIOUS CONDITIONS

Tosafeguardthe health of other children and staff
members, a child withany of the following signs/symptoms
orconditionswillnotbe admittedtothe Centre:

« Ear, eye or discolored nasal discharge

« An undiagnosed rash

« Hightemperature

«Infectioussores ordiseases (childrenneed aDoctor’s

clearance before re-admittance)
« Vomiting and/or abnormally loose bowel actions for that

child (exclude for 24 hours after last bout)
« Any obvious signs of ilthealth (e.g. obvious difficulty

breathing, barking cough)
.Headlice(NITS) (noclearance frommedical

practitioneris required however ALL eggs and lice must
be removed priorto re-admission to centre)

If a child becomes unwell orhasinfectious condition whilst
atthe Centre, astaffmemberholding afirst-aid certificate
istfo assessthe child'sconditionasperthestepsbelow:

« Take the child'stemperature. Ifachildhas atemperature
higher than 38°C refer to the 'Caring for sick children
policy.

« Inform the Director or responsible person of the child's
condition

« Find a quiet area where the child can rest comfortably

andbe observedbyanadultforany escalating orfurther
symptoms

« Inform the parents and ask them to collect the child from
care as soon as possible

« Callan ambulance, if necessary.

Parentsarerequiredtosignthelncident/Injury/Trauma
and lliness Report Form when they collect their child from
the Centre.

This Parent Handbook contains useful tnformation about the Centre and an
overview of the philosophy, policies and gutdelines which guide our daily practices.
Please keep this Handbook as a ready reference during Your child’s stay with us,

A complete version of all centre policies is available for you to read at any time.
This Policy Book is located on the front desk.
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Checklist - Prior to Enrolment

Centrelink mustbe contacted to btain Customer Reference Numbers for both parentand child/ren.
This enables you to receive a benefit (reduced daily rate CCB%) or for you to claim your rebate.
Contact Family Assistance on 136150

Parent CRN

Child L CRN

Child 2 CRN

Please also discuss with Family Assistance whether or not you would like to ‘Pay to Service’ your Child Care
Rebate (CCR). Birth Certificate - a copy of your child’s birth certificate will need to be taken
Immunisation Records - (Immunisation statement / Not Blue Book)

Completed Enrolment Form

Payment of Enrolment Fee $27.00 & Administration Fee- $3.00 per child to secure your child’s placement

. 2 Week Security Deposit Direct Transfer

+ Feesaretobe paidinadvance for daysin attendance. Name: Raymond Terrace Early Education Centre
, N BSB: 650 000

+ Direct deposit is preferred method of payment Account: 9436 2390 8

Reference: Child’s Family Name

On the First Day
Itisan exciting and nervous time when you place your child incare. Y ou can feel assured that we will nurture and comfort
your little one aswell asprovideanenrichingandvibrantprogram.

You are more than welcome to stay for as long as you like and feel free to come in or phone throughout the day. Talk to your
child’s teacher to see what they recommend as the best approach for separation, as some children respond best to a quick
goodbye and others enjoy having a settling in routine of a morning.

What to Bring:
Label all items which come to child care! (including socks, underpants, shoes!)
Abag withspare clothing (be warned we sometimes get very messy when we enjoy anactivity or meal!!). If your child is
toilettrainingitis bestto pack 3-5spare pairs of clothing, just incase of accidents. (nosleeveless tops/dressesand ‘short’
shorts/skirtsetc are allowedas per our sun safety policy)

Drink Bottle & Baby Bottles (empty for cows milk) or with water measured out and Formula if required. Youare
more than welcome to bring atin of formula if your child attends 3 or more days per week. Otherwise the formulacan
be placed inindividual portions. For health reasonsand regulations we are notable toaccept formulawhichisnotin
portion formor inatin. Sorry forany inconvenience. The children/babies have access to water throughout the day soa
bottle or sippee cup is not necessary.

Dummies need to be labeled and have a cap or be placed in a container (No Plastic Bags please).

Please supply sheets for children sleeping or resting in the 2-5 years groups. A cot sheet, top sheet and a blanket in the
cooler months. (We provide linen for the 0-2 years group.)

Comfort toys are more than welcome. Please label these items.

We look forward to meeting you and caring for your precious ones!

. Y
Ve
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