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WINDERMERE
FAMILY DAY CARE

Information Booklet

The Windermere Family Day Care office is located at: -

48 Station Street

Pakenham 3810
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Updated July 2011
The Windermere Family Day Care Coordination Unit
	Address:
	48 Station Street, Pakenham Vic 3810

	Telephone:    5945 5000
	Fax: 5945 5099

	
	


Office Hours
	Monday to Friday


	9:00am  - 5.00 pm




Coordination Unit Staff
	Lisa Smyth
	Manager

	Rachel Uaisele
	Team leader/ Placement Officer

	Carol Chatfield
	Administration/Quality Assurance

	Lyn Hughes
	FDC/IHC Administration

	Sarah Morgan
	FDC/IHC Administration 

	Athena Jesson
	Fieldworker – FDC / IHC

	Bec Brown
	Playgroup/Fieldworker – FDC / IHC

	Andrea Carmody
	Fieldworker – FDC / IHC

	Leanne Nicholls
	Fieldworker - FDC / IHC

	Sharyn Brown
	Fieldworker – FDC / IHC


Public Holidays

	Christmas Day
	Boxing Day
	Australia Day

	Good Friday
	Easter Saturday
	Easter Monday

	ANZAC Day
	Labour Day
	Queen’s Birthday

	Melbourne Cup
	New Years Day
	


The Windermere Family Day Care office is closed on all Public Holidays.

Windermere Family Day Care is a proud participant in the 
National Childcare Accreditation Council Quality Assurance Service
Windermere Family Day Care has adopted Independent Fee Setting from 1st January 2007.  
Some educators have chosen to charge more than the suggested Scheme Fee as listed in this booklet.  
Please discuss fees with your potential Educator.

Introduction
Welcome to Windermere Family Day Care Service. We hope that we are able to meet your childcare requirements and that your association with our service will be a long and happy one.

This Information Booklet aims to provide families with a guide to understanding our Family Day Care Service, how the service operates and what are the families’ rights and responsibilities. The Coordination Unit staff is available to answer any queries you might have.

Services offered through Family Day Care 

· Full time care

· Part time care

· Before and After School care

· School holiday care

· Care for shift worker’s children

· Emergency care (including 24 hours, with the Service Manager’s prior approval)

· Care for children with additional needs

· Respite care – up to 24hrs per week

· Care in the Families Home – Contact Windermere In Home Care
· Overnight care – with Service Managers prior approval

Commonwealth Government Child Care Benefit & Child Care Rebate
Is available to assist eligible families to meet the cost of their childcare
About Windermere Family Day Care 

Windermere Family Day Care is Commonwealth Government funded and approved service, sponsored and managed by Windermere Child and Family Services.
Our service aims to provide a flexible, quality home based child care service that meets the individual needs of Parents/Guardians and their children.
Care is provided by carefully selected, registered and insured Educators who are able to care for children in a friendly, comfortable, safe and stimulating home environment.
Educators with our service are self-employed contractors who are supported and supervised by the Coordination Unit Staff.
Windermere Family Day Care has over 80 registered Educators. They live in most towns throughout the Shire of Cardinia, so care can usually be provided in a home close to you.
Fieldworkers visit Educators on a regular basis to monitor the development of children and offer support and guidance.

Fieldworkers run weekly playgroups in Pakenham, Emerald and Bunyip for all Family Day Care children to enjoy. 

Excursions and other special activities are organised for the children throughout the year. Our Children’s Christmas Party is a highlight of the year.

The Coordination Unit administers the service according to Commonwealth Government Guidelines and the Educators work according to the Children’s Services Regulations 2009, National Standards for Family Day Care, the Quality Practices Guide and the Service Policies that have been developed to support them. 

A list of the service’s policies can be found in the appendix in this booklet and there are copies available at the office for Parents/Guardians to peruse. Parents/Guardians are encouraged to be familiar with the policies. 

It is a Federal Government requirement that Windermere Family Day Care obtains and maintains Quality Assurance Certification through the National Child Care Accreditation Council.
Validators will visit and inspect our service every two and a half years, through scheduled or random visits throughout the validation period.
Parents/Guardians will have a part to play in this Quality Assurance journey, providing valuable feedback to the service and to the Accreditation Council. Parents/Guardians will be kept informed of the service’s progress via their Educators newsletter and parent bulletin board. 

See Quality Assurance information at back of booklet
If at any stage you are unhappy with any aspect of the care your child is receiving, you are encouraged to speak to your Educator directly; If concerns continue, contact the Coordination Unit. The Service has a “Complaints/Grievance” policy and the relevant compliments and complaints form can be sent to you on request. 
Refer appendix 3.

Staff can offer advice on issues and can also assist in resolving problems. 

Windermere Family Day Care Service also operates an “In Home Care” Service where families who meet the criteria set by the Federal Government can access care in their own home. For further information contact the office.

Why should you use Windermere Family Day Care?
Care is provided in an Educator’s home that is warm, friendly and inviting.

Annual Safety Checks and regular visits by FDC staff ensure that this home maintains an acceptable safety standard.

Windermere Family Day Care is aimed primarily at children aged 0-5 years, but can also assist school aged children.

Care is provided in small mixed groups. A maximum of 7 children at any time is allowed (4 non-school aged children including the Educators own non-school aged children).

Because Family Day Care can provide individualised care, it is particularly suited to children with additional needs. The Service utilises other Support Services, (Playworks and the Inclusion Support Facilitator ISF), to assist us to ensure successful integration into care.

Educators have met the Service Selection Criteria and work according to the National Standards for Family Day Care and the Service’s Policies.

Educators hold Public Liability insurance and Level 2 First Aid Certificate, Asthma Management, Anaphylaxis and Epipen training. 
Police and Working With Children Checks are conducted on all residents in the FDC home who are 18 years and over.

A medical check ensures the Educator is fit to care for children.

Educators and Coordination Unit staff are required to sign a Confidentiality Agreement on an annual basis to protect the privacy of families.  Refer Appendix 2.

An extensive and varied in service training program is organised for Educators.  This ensures that their knowledge of child development and childcare related issues are current.

Parents choose the Educator and the home that best suits their childcare needs. Ongoing support and help by the Coordination Unit is only a phone call away.
Accessing Family Day Care and Choosing the Right Educator
Obviously you would like to choose the right Educator for your child. Taking your time and discussing all aspects of your child’s care requirements will help you to come to an informed decision about your child care choice.

The Coordination Unit cannot recommend a particular Educator but will assist you to choose the Educator and the home that best suits your needs.  Remember - It is your choice which Educator you formally select.

Placements are to be arranged through the Coordination Unit. Childcare cannot commence until the service has received your completed application form

If you would like to proceed further with your application please:

1) Make yourself familiar with this booklet. A copy of the agreement you sign on registration can be found in the Appendices.

2) Complete the ‘Children’s Services Enrolment Form’.

3) Contact the Windermere Family Day Care office to discuss your child’s/children’s requirements. 

When you contact the office you will be provided with the names and telephone numbers of available Educators who have vacancies and who we consider best suit your family’s childcare needs. 

4) We strongly recommend that you interview all Educators suggested, before making your final decision.

5) Please notify the Coordination unit of your choice of Educator as soon as possible.

Visiting an Educator’s Home

Educators are screened for their suitability to care for young children. However, they all have different personalities and have different things to offer. It is you, the Parent/Guardian, who must make the final selection as to the most suitable Educator/environment for your child.  When visiting the Family Day Care home it is important that you take your child/children with you. It is also important that you and the Educator discuss all aspects of the placement. 
Suggested issues to discuss
	Administration
	Other

	· Hours of care required

· Emergency phone numbers

· Parent work phone numbers

· Fee Agreement form

· Payment of Fees

· Timesheets/attendance

· Records

· Initialling and signing

· Public Holidays

· Holding fees, R.D.O.

     Rosters, etc.

· Holidays- Educators and Parents/Guardians

· School Holidays 

· Sick children/infectious 

     diseases
· Medical/special needs/allergies
	· Use of car

· Usual outings undertaken, e.g.

     School, kindergarten, etc.

· Other outings

· Play areas

· Sleep areas/bedding

· Usual routines - child’s

· Usual routines - Educator
· Equipment, eg. car seats/cots

· Behaviour management

· Television

· Playgroup attendance

· Fears of child

· Pets, guidelines
· Other members of the Caregiver’s household

· Medication


Daily requirements:

· Clothing requirements

· Nutrition, food requirements and who will provide 

· Drop off and collection of child 

Making your decision

The decision to go ahead with Family Day Care is yours. After you have met the Educator, think about how comfortable you felt and how your child/children interacted with the Educator and other children in the house. 

Does the Educator give the sort of care you want for your child 

and will she/he be able to meet your child’s individual needs?
Educators do not have to take every referral.
There has to be a mutual agreement for care to commence.

Preparing for Care

Your child will need reassurance from you when he/she is placed into care. Your child will need to know that you feel positive about the care situation. If you are stressed and tense your child will feel this and associate this with the Educator. To enable your child to become familiar with your Educator and the environment, one or two short visits are recommended before a full day’s care is provided. 

This period of settling in may depend on such factors as the age and temperament of the child and whether or not the child has experienced childcare before. However, for the younger child, fifteen months and under, it is generally advisable to allow two days for settling in.

A suggested amount of time for the first day of care is 2 to 3 hours, followed by a longer period of time on the second day, which might include, for example, a sleep period. This enables a child to become familiar with his/her new environment and Educator without the demands of a full day’s care and a lengthy separation from his/her Parent/Guardian.

Explain to your child about how Family Day Care works, e.g. who is going to be at the Family Day Care home, what variety of things he/she will be able to do, when you will pick him/her up. Your child will want to spend special time with you once you have arrived home. 

Often a child’s negative reaction to care is not from a dislike to the care situation or something that has happened, but rather evidence that he/she has missed you.  Once care has commenced, the Educator will help your child face the parting and cope with it by comforting and encouraging the child to become happily involved in what is happening. 

Parents/Guardians should feel welcome to telephone or drop in during the day to see how their child has settled.  Please keep these visits brief, Educators responsibility when working is the supervision of the children in care.

Commencement of Care

You will need to complete a ‘Fee agreement’ form for your Educator before care commences.

To enable us to pay the CCB to the educator on your behalf you need to provide our service with your CRN (Customer Reference Number) and CRN of your children we will also require the date of birth of you and your children.  You will also need to ensure your childcare benefit entitlement is current with Centrelink.
Your CRN for you and your children can be obtained from Centrelink

Telephone on 13 61 50

Orientation

There is an orientation period for both Parents/Guardians and Educators. We suggest that you assess your placement after two or three weeks and that you and the Educator discuss how the care arrangement is progressing. If required the Coordination Unit can assist.

Either party can choose not to continue with care at this time. Unfortunately not all placements are successful and you might have to try another Educator before the placement is 100% successful.

Termination of Care

It is the Parents/Guardians responsibility to notify the Family Day Care office and their Educator as soon as possible of their intention to finish care.

It is essential to give your Educator and the office one week’s notice. 
Otherwise you will be required to pay a fee in lieu of notice.
Care cannot finish on an allowable absence. 
Each child must attend care on their last care day to be eligible for CCB.

Re-commencing Care

If you require care again after an extended absence (for which a fee has not been paid) please contact the office to:

· Check if a place in the service is still available. Please do not assume your previous Educator will be available.

· Ring Centrelink to update your Child Care Benefit.

· Update your child’s information by filling out a new enrolment form.

· Find an Educator for you if your previous Educator is not available.

Arranging Alternative Care when your Educator is unavailable

On some occasions, your Educator may not be able to care for your child, e.g. illness, holidays, etc.  Windermere Family Day Care will endeavour to organise an alternative Educator at this time but this may not always be possible. 

It is important that you arrange to have a relative or a friend care for your child if an emergency arises and we cannot help you.

Educators are required to notify the FDC office and the Parents/Guardians when they are not available, giving as much notice as possible. (Please telephone the office if an alternative Educator is required and you need our assistance.)

Establishing a Relationship with your Educator
During those first weeks in care you and your child will be getting to know your new Educator and vice versa. 

To help promote the growth of this relationship, talk with your Educator about how your child is settling in. Discuss immediately any problems that arise and make a few minutes available at the beginning of each day’s care to let your Educator know about anything that may affect your child’s day, eg. What time he/she woke and/or if he/she had a disturbed night. Your Educator, at the end of the day, will do the same.

The service encourages Educators and Parents/Guardians to use a Communication Book as well as verbal communication for communicating what is happening.

Priority of Access

The Coordination Unit will maintain a waiting list of families for whom a placement is not immediately available. Priority of access will be determined according to the ‘Child Care Services Handbook’ for Family Day Care factors:

· 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

The role of Parents/Guardians Educators and Coordination Unit staff

Parents/Guardians are responsible for:
· Paying their percentage of the fees according to the Windermere Family Day Care fee schedule. Appendix 1 or the Educators Fee Agreement

· Ensuring that the “Fee Agreement” forms drawn up between the Parents/Guardians and the Educator is accurate and adhered to at all times.  Care will cease if fees are not paid at the agreed time.

· Becoming familiar with the operations of the service regarding booked hours, holding fees, annual leave, illness, etc. as detailed in the Fee Schedule section of this booklet.

· Developing and maintaining good communication with the Educator and Coordination Unit staff in the interest of continuing high quality childcare:

· Telephoning the Educator if the usual routine varies, i.e. running late.

· Letting the Educator know if their child is unhappy for some reason, eg. A sleepless night or missed breakfast.

· Talking over any concerns immediately and honestly.

· Not being disapproving of your Educator in the child’s presence, either in manner or word.

· Notifying the Family Day Care office when:  

a. Care is no longer required

b. Parent/Guardian’s address and/or phone number changes

c. There is a major change in booked hours

· Seeing their child/ children arrive at the Educator’s clean, suitably clothed, fed and in good health.

· Updating their family information when required by the Coordination Unit and completing scheme evaluation forms and QA surveys when required.

Educators are responsible for:
· Providing quality childcare as described in the National Standards for Family Day Care, Children’s Services Regulations 2009 and the Service’s Policies.

· Providing a healthy, safe and stimulating environment.

· Providing a varied, developmentally and age appropriate service.

· Participating in service activities, eg. In-service training, playgroups, etc.

· Keeping their First Aid and insurance policies current.

· Actively participating in the Quality Assurance journey.

· Adhering to all Administration Guidelines.
·  Developing and maintaining good communication with the Parents/Guardians and staff in the interest of continuing high quality childcare:

· Encouraging Parents/Guardians to ask questions about the way they relate to children, such as the limits they set and the expectations they have for individual children.
· Telling the Parents/Guardians positive things that have happened during the day and things that their child has accomplished. Completing a communication book or board for the Parents/Guardians to read when picking up their child.
· Telling Parents/Guardians anything that happened during the day, which might influence the child’s behaviour.
· Respecting ideas that may be different from their own, for example, cultural differences.
· Clearly stating their expectations of Parents/Guardians such as, their adherence to booked times, procedures with sick children and prompt payment of fees.
· Not being disapproving of Parents/Guardians in the child’s presence, either in manner or word.
Staff are responsible for:
· Administering the service in accordance with Commonwealth Government guidelines, the National Standards for Family Day Care, Children’s Services Regulations 2009 and Windermere Family Day Care policies.

· Providing ongoing support, training and other resources to Educators.

· Monitoring children’s wellbeing and progress via regular unannounced home visits.

· Maintaining confidentiality and work according to the privacy laws.

· Conducting all duties in a professional and objective manner. 

· Acting as a mediator if difficulties arise between Educator and Parents/Guardians.

· Being available to talk to Parents/Guardians and Educators at any time during business hours.

· Continually evaluating and improving processes and practices to ensure a quality service.

Meals
Parents/Guardians and Educators are to come to an agreement as to whether the Parents/Guardians or Educator will supply meals.  Meals will be charged according to the Fee Schedule if supplied by the Educator. Some educators have chosen to be de-regulated and if they supply meals can charge according to the fee schedule or an agreed price. It is the Parents/Guardians’ responsibility to provide fruit for kindergarten and all food requirements for school.

If insufficient food is supplied, your Educator can supply and charge accordingly.

It is expected that children will have had breakfast before arriving in care and will have their evening meal in their own home. However, if hours of care are long, arrangements for these meals can be made between the parent/guardian and Educator.

Please refer to the fee schedule for charges. Appendix 1.  Please agree on the fee to be charged before care commences.

Windermere Family Day Care encourages good nutritional and dental habits. Educators are encouraged to share information about the nutritional requirements of children with Parents/Guardians who provide meals.

Parents/Guardians who supply meals are encouraged to provide a healthy and varied diet for their child that includes fruit and vegetables each day and avoids sweet or salty snack foods, e.g. lollies, chips, chocolate.  

Sample Menu for Family Day Care

Breakfast – Cereal, toast and milk.

Lunch – Sandwich, fruit and milk or light meal, e.g. Pasta or rice.

Dinner/tea – Two course meal, i.e. meat, vegetables and fruit, or soup and main meal

Special Diets – Parents/Guardians are to supply any special food requirements.

Babies’ requirements – Parents/Guardians are to supply baby’s bottles, milk formula, juice, baby food, etc.

The Educator will offer water during the day
Clothing
Please make sure that your non school age child has a change of clothes. A baby may need more than one change. With our very changeable weather it will always be necessary to have – for the child’s comfort – clothes for both warm and cold days. Thought should also be given to appropriate dress for play and outings.

In winter your child will need a warm coat and sturdy shoes for outside play.

In summer please remember to be Sunsmart and send a suitable clothing, sunhat and sunscreen every day.

If your child is in nappies it is essential that you ensure the Educator has adequate nappies - 6 nappies are recommended for an eight-hour day. Used cloth nappies will be placed in a plastic bag/bucket for Parents/Guardians to take home with them. Disposable nappies, to be discussed between parent and educator.
Daily Routines

It is expected that Educators and Parents/Guardians will have thoroughly discussed the child’s daily routine prior to care commencing.  Every effort will be made by the Educator to meet each child’s individual needs.  Remember that the small number of children in care ensures the greater opportunity for individual attention.  However, as many Educators need to travel to kindergarten and/or school and playgroups, some flexibility in routine may be necessary.  A child’s needs also change as they develop, so it is expected Educator’s routines will also need to alter.

Communication Book/Day Book

The Educator will have a communication/day book/diary/excursion form.

This book can be used by the Educator to inform the Parents/Guardians of events/happenings that have occurred during the day and for the Parents/Guardians to give a note about changes to child’s routine that may alter care.

This book does not take the place of Medication Forms or Accident Forms

Medication

Educators may only give medication to children in care if: -

· Parents/Guardians have completed the Medication Authority.

· The medication to be in original container with the child’s name, correct dosage and approved pharmacy label.

· The use-by-date has not expired.

If a child becomes ill during the day, medication may be administered or a doctor called if the Parents/Guardians have given permission.  The Medication Authority form must be completed by the Parents/Guardians as soon as possible.

Accident/Injury

Any accident or injury must be correctly reported to the Parent/Guardian and the Coordination Unit.  Educators are to complete the relevant documentation in line with guidelines. The Parents/Guardians must sign the relevant forms for acknowledgment of any accident/illness, which may have occurred during the day.

Medical and Ambulance Cover

Medicare numbers and ambulance details are to be left with the Educator.  Parents/Guardians who are not covered by the ambulance service must agree to meet the cost of the service, if required, before their Child/Children can be admitted into care.

Illness

· For children who have life threatening medical conditions, e.g., anaphylaxis, allergies, asthma, epilepsy or diabetes, etc. Parents/Guardians must provide the Co-ordination Unit with a management plan completed in consultation with their doctor.

· It is expected that when a child is too ill to attend Family Day Care Parent/Guardian or an immediate family member will care for them.

· If care cannot be provided due to a Educator’s illness or ill health of a Educator’s child, no fee is payable.  The Family Day Care Coordination unit staff will endeavour to find an alternative Educator, if required. 

· To maintain the health of all children in care, it is necessary to avoid the use of childcare whilst a child or Educator has an infectious illness.  Educators and Parents/Guardians are expected to comply with the Health Department of Victoria Regulations pertaining to Infectious Diseases.  Refer to Infectious Diseases Cases and Contacts in this booklet.

· If an Educator’s own children or other family members living at the home have an infectious disease, Family Day Care children may only attend with the written permission of the Parent/Guardian. The Parent/Guardian will need to seek alternative care if they do not consent.

· Parent/Guardian of a child diagnosed with an infectious disease is required to notify the Educator or the Coordination Unit office as soon as possible, if the child has been in care during the fourteen days before diagnosis.

· It is advisable for the Parents/Guardians to inform the Educator if a child has been ill prior to going into care, e.g. over the weekend or the previous evening, as this may affect the child’s behaviour and needs during the day.

· If a child does not attend because of illness, holding fees as per fee schedule apply.

Bathing

Educators are required to obtain written permission from the Parents/Guardians to bath a child in an ongoing situation. Educators can bath a child in an emergency situation, e.g. a child has vomited or dirtied him/herself.

Sleep Time

Many Educators organise a sleep time or quiet time for children in the afternoon.  Even if your child does not sleep, he or she often benefits from a restful time spent looking at books or puzzles, especially when spending an entire day in the company of other active young children.
Behaviour Management

Under NO CIRCUMSTANCES will an Educator use any form of corporal punishment, immobilisation or any other humiliating or frightening techniques to discipline a child.  Educators are NOT ALLOWED to smack a child even with the Parent/Guardian’s permission.
Suspected Child Abuse
Parents/Guardians and/or Educators have a moral responsibility to immediately report suspected child abuse to the Windermere Family Day Care Manager, or directly to Protective Services. 

Children with Additional Needs

Support and advice is available for Educators working with children with additional needs.  This can mean children with a disability, developmental delay or children exhibiting behavioural concerns.  

In certain circumstances, the Government makes available special funding to be paid to the Educator caring for a child with an additional need. If your child falls into this category please discuss it with the Coordination Unit.

School Holidays

School children are booked in for the school term only.  Holding fees apply during the term if the child does not attend care for any reason and is normally booked in.  Holding fees for term bookings do not apply over the school holidays.  

If you require Windermere Family Day Care during the school holidays, discuss with your Educator whether she/he is available for the holiday period and complete a new fee agreement form.  Holding fees do apply if a booking for care during the holiday period is made and later cancelled.

If your regular Educator is not available during the school holidays, contact the Windermere Family Day Care Office so a suitable replacement can be organised for the period.

Traveling to and from School
The Educator must supervise school children when traveling to and from school.  If a child is to travel by themselves or by bus or with another adult written authorisation from the Parents/Guardians must be obtained. Educators are not responsible for the child until they reach the Educators’ home.  An action plan to cover the situation of a child not arriving must be developed between the Educator and Parents/Guardians prior to care commencing.

Dropping off and Picking up your Child

Only persons authorised by Parents/Guardians may collect children from care. If for any reason you or the nominated person is unable to pick your child up please phone and notify your Educator to organise other arrangements.

It is the Parents/Guardians’ responsibility to keep to the time agreed to on the fee agreement form.  If you are delayed, please phone your Educator to let them know.  

When you are dropping your Child/Children off, keep in mind that Educators often have kindergarten or school runs to do, or may have otherwise made plans for the day.  If they have not received a phone call from you, they are not obliged to wait more than twenty minutes.  

The emergency telephone number on the Enrolment Form will be contacted if Parents/Guardians are over one hour late. Late fees will apply if no phone contact is received.
Outings

Windermere Family Day Care is a home-based service and long distance trips are not encouraged.  Occasionally however, an outing in the best interest of the children in care may be undertaken after discussion with the Parents/Guardians involved. Written permission must be obtained from the Parents/Guardians. It is expected that Parents/Guardians will know where their children are at all times.

It is not envisaged that Family Day Care children would attend inappropriate outings, e.g. visiting a Educator’s sick relative in hospital, a Educator’s medical appointment or the large weekly shopping.

Emergency Evacuation and Emergency Incident Plans

Educators will discuss with Parents/Guardians at the commencement of care (and as required) their plans should they have to evacuate their home because of an emergency situation. They will also discuss their plan should your child require an ambulance. The relevant plans/forms need to be agreed to and signed by the parent/guardian before care commences.

Days of Total Fire Ban

If your educator lives in a bush fire area you will need to decide whether or not you place your child in care on a day of total fire ban. This might be a day when your child goes to a family member outside the area. Not all Educators are available to work on Fire Ban days.

Pets

For safety reasons domestic animals are to be kept separate from Windermere Family Day Care children at all times. The children can pat an animal for a short period of time but this must be under direct supervision of the Educator. No animals are to be brought to care with the child.

Pools/Ponds

Windermere Family Day Care has a Water Safety Policy and operates in accordance with National Standards. This details all fencing requirements and supervision ratios. Further information or a copy of the policy is available upon request.

Playgroups

Windermere Family Day Care offers structured playgroups each week. These are well planned by one of our Fieldworkers and offer a wide variety of activities for the children and Educators to participate in. 

Educators are encouraged to come to playgroup when they can.

At present playgroups are in:

Pakenham on Monday and Thursday mornings

Emerald on Tuesday mornings

Bunyip on Thursday mornings

Playgroup is for non-school aged children.  School aged children cannot attend playgroup with the exception of preps in the first term of the year.

Playgroup does not operate during the school holidays but special excursions or activities for all age groups are organised by the staff. Parents/Guardians in most cases are welcome to participate in these outings.

Children’s Christmas and Easter parties are held each year.  Parents/Guardians are more than welcome to join in on these days.

Home Visits

Educators are visited regularly (unannounced and occasionally by appointment) by Coordination Unit staff to offer guidance, support and resources. Your Educator should inform you when the Fieldworker has visited. Parents/Guardians can phone the office to discuss their care arrangements and/or to request a special visit to be conducted.

Newsletter

Educators receive a fortnightly newsletter that may include information for Parents/Guardians in the Bulletin Board section. The newsletters are intended to keep everyone informed of relevant Windermere Family Day Care issues and items of interest.  Contributions from Parents/Guardians and children to our newsletter are most welcome.  
In-service Training

Regular in-services are held on various topics, including family and child related issues, craft activity ideas, etc.  Training is available and open to all Educators.  Some in-services will also be open for Parents/Guardians to attend.  Well-qualified speakers who have knowledge and expertise in their particular field conduct In-services.

All in-services are advertised in the Windermere Family Day Care newsletter and a schedule for the current year is available from the office.

A Saturday Conference with guest speakers and workshops is offered once a year.

Leave Arrangements

Educators are requested to give Parents/Guardians at least two week’s notice before taking leave or finalising a placement.  

The Coordination unit will endeavour to provide an alternative Educator.

Photos

Educators use photos of the children in their care to show what they have done during the day. They might be shown to other people. Educators will ask you to provide written permission before publishing photos in places where someone else may identify the child. If you have any objections to photos of your children being published, please ensure that you’re Educator and the Coordination Unit is informed in writing.

Parent/Guardian Surveys

At different times Parents/Guardians will be asked to complete a service survey as your opinion is valued. We ask that you complete any form that is forwarded to you from Family Day Care and return it as soon as possible.

Accessing Information

On written request, and in accordance with State Privacy Legislation, families have the right to access information held about them by the Service.  Please refer to Appendices 2 & 3.

Smoke Free Environment

Educators’ homes, playgroups and all FDC excursions or outings are smoke free.  Other members of an Educator’s family, Parents/Guardians delivering or collecting children and visitors should not smoke in the Educators home during FDC hours of operation.

APPENDIX 1

WINDERMERE FAMILY DAY CARE SERVICE BASE FEE SCHEDULE 

EFFECTIVE FROM 4th JULY 2011
GENERAL

· Educators are self-employed. 

· Parents/Guardians pay their % of the fees directly to the Educator.

· Windermere FDC has adopted Independent Fee Setting/Deregulation of Fees.  

· Educators may charge their own fee schedule for all families in their care. Educators who charge an independent fee will need to discuss this with parents and supply them with a copy of their own fee schedule.

· Parents/Guardians must read, understand and be prepared to pay the fees as listed on the Educators payment advice.

· An Administration Levy of 40 cents per hour per child is charged to assist the Coordination unit with the running of the service.

Child Care Benefit

Child Care Benefit (CCB) is a payment made by the Federal Government, to families to assist with the cost of childcare. Parents/Guardians are encouraged to contact Centrelink, who will assess your entitlement and assess the number of hours you are entitled to.

To enable us to pay the CCB to the educator on your behalf you need to provide our service with your CRN (Customer Reference Number) and CRN of your children we will also require the date of birth of you and your children.  Without this information CCB cannot be paid.

Nominated Hours

Parents/guardians may nominate how they would like their CCB eligible hours to be split between two or more services during a CCB Week.  To nominate hours a parent/guardian can complete a “Nomination of eligible hours” form available from the office, this must be completed for both services you are using and given to the manager at each service.

Your CRN for you and your children can be obtained from Centrelink

Phone on 13 61 50                Our Service Provider Number: 407 122 791C

AT SCHOOL CHILD

CCB is calculated on 85% of the approved fee.

NON SCHOOL CHILD

CCB is calculated on 100% of the approved fee.

(If you use any other approved childcare service in this financial year you are required to inform Windermere Family Day Care to receive the multiple childcare percentage rate.)

Parents/Guardians are encouraged to include ALL CHILDREN on their Child Care Benefit form.

For an estimate of your out of pocket expenses on the Service Based Fee Schedule please phone the co-ordination Unit with your current CCB entitlement information.

BOOKED HOURS:

· A Fee Agreement form must be completed between the Educator and the parent and kept current at all times. Educators only have to be available for the times stated on your fee agreement form.

· A week’s notice must be given to alter the booked hours by either party.     

· Care cannot finish on an allowable absence. Each child must attend care on their last care day to be eligible for CCB.  

· Additional hours can be negotiated between the Educator and the parent. 

· Parents will meet the full cost of care if approved hours are exceeded.

· Holding fees will be charged for all booked care when a child does not attend care

· Parents/Guardians are required to drop off and pick up their children at the negotiated times. If an Educator is not notified in advance of a late arrival, she/he will only wait 20 minutes after the booked time.  After this it is expected that she/he will continue with her/his normal daily routine. (Please note if a child is then absent it is counted as an allowable absence.)

· All care is for a minimum of 4 hours per day for pre-school children and 2 hours per day for school aged children.  (It cannot be guaranteed that an Educator will be available to provide care for minimal hours.) 

· Care is booked in ¼ hour lots.  

· If your Educator isn’t notified in advance of a late pick up, then a late fee can be charged. (An extra $5.20 payable straight to the Educator.)

· School aged children are booked on a term basis. If care is required during holidays an additional fee agreement is required & holding fees for cancellations will be charged.

· Holding fees do not apply to school aged children that do not attend care during school holidays.

CASUAL CARE

· Casual care does not follow a regular pattern and fees are charged for the actual hours booked for the day.

· Cancellation of a Casual Care arrangement must be made 24 hours prior to the commencement of care or fees will be charged for the entire hours booked.

· Parents/Guardians are advised that Casual Care Places can be hard to obtain. Educators are busy people and often will not have a space to meet this request. Educators are not obliged to hold a space for a casual booking.

ADDITIONAL CHARGES

ANNUAL LEAVE  

A holding fee of 100% must be paid to the Educator for all normal booked days. Payment of holding fees ensures your child’s place is reserved. CCB is paid for allowable absences up to 42 days per financial year

MEALS (De-regulated Fee)

Parents/Guardians may provide meals themselves or come to an arrangement with the Educator to provide meals and snacks. Meals and snacks have been deregulated and parents are asked to discuss this with their chosen educator. Minimum rates are listed in the fee schedule but educators can set their own fee. (Parents will be supplied with an educators fee schedule stating what their charges are).

Special dietary requirements are to be provided by the parent/guardian, as are prepared bottles for infants.

The Educator must be given suitable notice if she is required to provide meals and snacks for your child. If insufficient food or no food is supplied a meal charge will apply.

CAR TRAVEL 

When an Educator is requested to transport a child to either pre-school, school, etc. travel costs can be charged. 

This fee has also been deregulated and has to be discussed and agreed on with your chosen educator.

If an Educator agrees to transport children to and from their home, Parents/Guardians must check and agree to pay the negotiated fee- taking into consideration of time and distance traveled. Minimum rate is listed in the fee schedule.

PRE-SCHOOL ATTENDANCE

Parents/Guardians are required to pay the Educator for the booked hours whilst the child is at kindergarten when any of the following points are applicable:

· The Educator is available for the child should they be contacted whilst the child is at pre-school.

· The child would be the Educator’s responsibility, except for the attendance at pre-school i.e. during holiday periods.

· Travel cost is not charged if an Educator receives payment whilst the child is at Kindergarten.

EDUCATORS AVAILABILITY FOR CARE

Educators are entitled to holidays and may sometimes be unavailable to provide the care you require. However, it is expected that Educators will give adequate notice and be mindful of the parent’s commitments. 

No fee applies if the Educator notifies you they are not available to provide care.

Please contact the Coordination Unit to arrange a Relief Educator.  

(Not all requests for relief care will be able to be met.)

It is strongly recommended that all families have an alternative fall back arrangement to cover such situations.

PAYMENTS

Educators are entitled to be paid for the childcare they have provided.

All Parents/Guardians are required to pay their percentage of childcare fees direct to their Educator. Fees are to be paid promptly on the day agreed.

Educators will provide to you on a fortnightly basis a Payment Advice which states the amount you need to pay your educator.  Fees are payable on a fortnightly basis. 

TIME SHEETS / ATTENDANCE RECORDS

Parents/Guardians are reminded that the Timesheets/Attendance Records are Legal Documents.

All details regarding hours of care, meals and travel are recorded on a fortnightly time sheet. The Parents/Guardians must sign Timesheets as soon as care for that week is completed.  Parents/Guardians must accurately complete the daily attendance section on their child’s timesheet on arrival and departure from the Educator’s home. 

This is a contractual requirement of your child’s participation in the Family Day Care program.  Please note that all absences from care must be recorded on the attendance record and signed by the parent/guardian. 

OUTSTANDING FEES

If fees are overdue by more than two weeks, care will be denied and the place will no longer be available.  If non-payment is caused because of financial hardship please speak to the Manager, as additional assistance may be offered for a short period. Parents with outstanding bills will not be referred to other educators.

Suspected fraud or misappropriation of timesheets by either Educator and/or Parent/guardian will lead to care being terminated and will immediately be referred to the Police for investigation.

ALLOWABLE ABSENCES

Under the CCMS each parent/child is eligible to receive CCB for an initial 42 days of absences per financial year, which can be used for any reason and without proof of circumstances (includes public holidays).  Once the initial 42 absence days have been exhausted additional absences may be claimed in certain circumstances.

Additional Absence

After the initial 42 absence days have been paid for a financial year only absences which meet the additional absence criteria will attract CCB.

Additional absence reasons are:

· An illness (with a medical certificate)

· An outbreak of infectious disease when the child is not immunized

· Any other absences due to sickness of the child, a parent or sibling supported by medical certificates

· A parent being on a rotating shift or rostered day off

· A temporary closure of a school or a pupil free day

· Shared custody arrangements due to a court order, consent order or parenting order

· A period of local emergency

· Attendance at preschool

· Exceptional circumstances

Absence days cannot be claimed where there was no arrangement to provide care, before a child has commenced care or after a child has left care.

Reference:  CCMS Quick Start Guide pg 8, 9

Care cannot finish on an allowable absence.

Each child must attend care on their last care day to be eligible for CCB

PARENT/GUARDIAN PAYMENT NOTICES

Parents are encouraged to keep all receipts they receive, for their own records. Families who access care for work/study/training purposes might qualify for an additional 50% (CCTR) up to $7,500 per child per year. 

For more information on eligibility you can go to the website:     www.deewr.gov.au
JET Payments

A family seeking JET (Jobs, Education and Training) payments will still need to apply to JETCCFA (Jobs, Education and Training Child Care Fee Assistance) through the FAO (Family Assistance Office); however, it will no longer be the responsibility of the FAO to advise the service of a family’s eligibility for JETCCFA.

In order for JETCCFA payments to be paid, the family must provide the service with an eligibility letter, the service must then submit an attendance record to DEEWR (Department of Education, Employment and Workplace Relations) providing information such as hours of JETCCFA care, fees charged for JETCCFA and sessions of care provided.  Fee reductions for JETCCFA will then be paid along with CCB

24 Hour Care
Parents requiring a 24-hour period of care for their child/children are asked to put their request in writing along with a medical certificate or statutory declaration for approval by the Coordination unit. 

Please put some care and consideration into this letter, as it has to be made available for audit requirements. Educators are not able to provide this type of care with out prior approval being received. The Government allows only 14 - 24 hour periods for the 12-month period to be covered by CCB.

RECEIPTS

Educators will issue receipts for all monies paid. Parents/Guardians are encouraged to keep their receipts for their own records.  

PARENTS/GUARDIANS ARE ENCOURAGED

TO CONTACT THE COORDINATION UNIT 

IF THEY HAVE ANY QUESTIONS 

REGARDING THEIR FEES 

TELEPHONE:
03 5945 5000

WINDERMERE FAMILY DAY CARE SERVICE BASE FEE SCHEDULE

Commencing Monday 4th JULY 2011

STANDARD HOURS OF CARE (CARE PROVIDED BETWEEN 8AM-6PM Mon-Fri)





	HRS
	FEES

	 1
	 5.20
	 11
	57.20
	21
	109.20
	 31
	161.20
	 41
	213.20

	 2
	10.40
	 12
	62.40
	22
	114.40
	 32
	166.40
	 42
	218.40

	 3
	15.60
	 13
	67.60
	23
	119.60
	 33
	171.60
	 43
	223.60

	 4
	20.80
	 14
	72.80
	24
	124.80
	 34
	176.80
	 44
	228.80

	 5
	26.00
	 15
	78.00
	25
	130.00
	 35
	182.00
	 45
	234.00

	 6
	31.20
	 16
	83.20
	 26
	135.20
	 36
	187.20
	 46
	239.20

	 7
	36.40
	 17
	88.40
	 27
	140.40
	 37
	192.40
	 47
	244.40

	 8
	41.60
	 18
	93.60
	 28
	145.60
	 38
	197.60
	 48
	249.60

	 9
	46.80
	 19
	98.80
	 29
	150.80
	 39
	202.80
	 49
	254.80

	 10
	52.00
	 20
	104.00
	 30
	156.00
	 40
	208.00
	 50
	260.00


STANDARD HOURS-$5.20 per hour   (Care provided between 8am-6pm)

NON-STANDARD HOURS- $5.20 per hour   (This includes weekend care)

Minimum booking – 4 hours per day for pre-school aged children – 2 hours for school aged children

EDUCATORS LEVY -    .90 per week for email       1.50 per week non-email

	FOOD
	BREAKFAST  
	$3.00
	LUNCH  
	$4.50



	
	DINNER  
	$5.50
	SNACKS  
	$1.50 



	TRAVEL
	In units of $1.00   eg:  (1 units = $1.00   2 units = $2.00   3 units = $3.00)
Educators will need to advise parents the number of units that will be charged for each trip prior to providing this service.

	ADMINISTRATION LEVY
	40 CENTS PER HOUR PER CHILD    (Retained by Coordination Unit)

	PUBLIC HOLIDAYS 
	$8.50  PER HOUR IF CARE IS PROVIDED  
 (Absence at normal rate when not in care)


Total Fee (Hrs of care x $5.20 + .40 cents admin.) – CCB = Parents Payment

	NON SCHOOL CHILDREN
	SCHOOL CHILDREN

	Non Std Hrs + Std Hrs up to 37.5 Hours

$5.04 ($3.78x1.3333) x Hrs x CCB%

Std Hours over 37.5  = $189.00 x CCB%
	Non Std Hrs + Std Hrs up to 37.5 Hours

$5.04 ($3.78x1.3333) x Hrs x CCB%  x 85%

Std Hours over 37.5 = $189.00 x CCB% x 85%


APPENDIX 2

CONFIDENTIALITY & PRIVACY POLICY
Aim:

To ensure that confidential identifying information about Parents/Guardians, children, educators and staff are treated with the utmost care to protect their privacy at all times.

Policy:

· All Educators are required to sign a confidentiality agreement before commencing Family Day Care. 

· Coordination Unit staff are required to sign a confidentiality statement as a condition of their employment with Windermere Child and Family Services.

· Families are required to read and sign the Privacy Policy and a Privacy Consent Form on registration for both the Coordination Unit and Educator. 

· Discussions about sensitive or private matters within Windermere Family Day Care are to be treated with great care to protect the privacy of children, families, Educators and staff.

· Educators should not be involved in discussions with third parties that may identify (or be used to identify) a family, Parent/Guardian, other educator or member of staff. Any concerns relevant to the provision of Family Day Care should be discussed directly with Coordination Unit staff.  Refer to 5.  Complaints and Grievance policy for further information.

· Where a family is using more than one (1) Educator, those Educators may discuss issues relevant to the children’s care.

· Failure to observe this Confidentiality policy may breach the Educators Services Agreement and constitute a breech of contract.

· Educators and families have the right to access personal information that Windermere keeps on record,

Files
· Parent/Guardian/Educator files, forms and timesheets are to be kept in a secure place, whether they are at the Coordination Unit office or in a Educator’s home. Educators and staff must not leave confidential /personal information in places where other people can readily access it. 

· Educators should ensure that information about each family is stored separately to avoid breach of confidentiality.

· Educators when transporting files and timesheets must ensure they are kept secure either in an envelope or file.

· On written request, and in accordance with Health Records Act 2001, Educators and families have the right to access information held about them by Windermere Child and Family Services. See Windermere Child and Family Services Privacy Policy.

· Information about a family may be accessed by:

· Educator of the family child/ren

· Parent/Guardian of a child of that family

· The Family Day Care Manager

· A member of staff who has a legitimate reason for access

· An authorised officer of the Department of Human Services

· A person otherwise authorised by law

· Any person authorised in writing by a Parent/Guardian of a child
· Information about a educator may be accessed by:

· The Educator
· The Family Day Care Manager

· A member of staff who has a legitimate reason for access

· An authorised officer of the Department of Human Services

· A person otherwise authorised by law

· Any person authorised in writing by the educator
Photos
· Educators and Coordination Unit staff are to obtain written permission from a Parent/Guardian before publishing photos (of any children in care) in places where they may be identified by other people.

· Official photographs will only be used for Family Day Care purposes.
References

National Standard for Family Day Care 

www.facs.gov.au
Windermere Child and Family Services Privacy Policy

www.windermere.org.au
Office of the Privacy Commission 2009

www.privacy.gov.au
Health Records Act 2001

www.health.vic.gov.au
APPENDIX 3

 COMPLAINTS/GRIEVANCE 

Aim:

To ensure that complaints are handled in a fair and just manner, investigated thoroughly, that the appropriate action is taken and the process is documented in an efficient manner.

Policy:

· Families, Educators and staff members are entitled to have their grievance addressed through all levels of Windermere line management.

· Educators and Parents/Guardians are encouraged to build open communicative relationships and discuss any concerns directly with each other.  Both are encouraged to contact the Coordination Unit for advice on approaching difficult concerns

· The person making any complaint shall first attempt to resolve the grievance directly with the person concerned.

· If the complaint cannot be resolved with the person concerned, the person making the complaint should contact the Coordination Unit at the earliest possible time, to avoid a situation escalating.

· An Educator or family that has a complaint against a staff member should inform the Manager and if necessary complete a ‘Compliments and Complaints Form’.

· Should there be a complaint regarding the performance of an Educator either from a member of the Coordination Unit, another Educator or a Parent/Guardian, a ‘Compliments and Complaints Form’ will be completed. 

· If the Coordination Unit has an issue regarding unsatisfactory performance by an Educator, education, support and clarification will be provided.

· Should there be a complaint against a family from an Educator or a member of the Coordination Unit, a ‘Compliments and Complaints Form’ will be completed.

· Depending on the complaint, or should there be several complaints against a family, the Coordination Unit will contact the family and advise the Parent/Guardian/s of the concerns raised.

· Should Educators refuse to provide care for a particular family due to repetitive issues, which are not rectified, the family may be advised that the service is no longer able to provide care for their child/ren.

· The details of complaints made over the phone will be noted and recorded in the ‘Complaints Folder’.  
· A ‘Compliments and Complaints Form’ will be forwarded to the person making the complaint if requested and if the person is known.

· Issues that affect the reputation of the Scheme or quality of care provided which are not followed up with a formal ‘Compliments and Complaints Form’ will be discussed by the Manager or fieldworker with the educator concerned if applicable.

Procedure for addressing formal complaints:

When a completed ‘Compliments and Complaints Form’ is received the complaint will be treated as a formal complaint and registered in the ‘Complaints Register’ and the Manager or the authorised person handling the complaint will follow the following process.
· The Manager will ensure that a written acknowledgement is sent to the person making the complaint within 2 working days of receiving a completed ‘Compliments and Complaints Form’.

· Educators, families and Coordination Unit Staff will be informed about any formal complaint made about them and be given the right to respond.

· A copy of the Windermere Family Day Care Complaints/Grievance policy will be made available to all parties at the time of making a complaint.

· Educators, families and Coordination Unit Staff have the right to seek assistance from a support person when responding to a complaint about them. Refer to 2.12 Unacceptable Conduct / Breach of Contract – Service Agreement Policy.

· A complaint deemed as Unacceptable Conduct / Breach of Contract – Service Agreement by a Educator will be acted on by the Coordination Unit. Refer to 2.12 Unacceptable Conduct / Breach of Contract Policy.

· Until the matter is finalised, the status quo is to be maintained unless the health or safety of a child in care is at risk.

· If the health and / or safety of a child is put at risk, the educator could be stood down (with payment – payment is limited to a maximum period of 1 (one) week with the exception where no payment will be made where a child/ren is/are removed from the care environment as directed by The Department of Human Services) pending investigation and a formal meeting being held. Refer to 2.12 Unacceptable Conduct / Breach of Contract Policies.

· All parties to a dispute will be treated fairly and impartially while the matter is investigated. All information will be documented and treated according to the relevant Windermere Family Day Care policies. 

· All parties to a dispute will be issued with a letter confirming the resolution or outcome of the investigations.

· Following finalisation of a complaint, the Coordination Unit will review its practices with a view to improvement and avoiding similar complaints.

References:

National Standards of Family Day Care 

Childcare Service Handbook 2008 – 2009

www.Facs.gov.au
Windermere Child and Family Services 

www.windermere.org.au
APPENDIX 4

PARENTS/GUARDIANS AGREEMENT AND PERMISSION FORM  

· I/We give my permission to the person caring for my Child/Children, or staff, that in case of accident or illness and I cannot be contacted, that medical advice and/or assistance be sought.  I agree that all medical expenses will be my responsibility.
· I/We agree to abide by the conditions as set out and undertake to pay the applicable fee as agreed to on the Fee Agreement Form and holding fee as negotiate with the Educator. I acknowledge that payment for Family Day Care must be made on the day agreed and for the amount stated on the time sheet
· I/We give permission for the Child/Children to be taken on routine outings.  
· I approve of my child traveling in the Educator’s vehicle and vehicles of the Coordination Unit provided that my child is securely fitted with an approved childcare restraint.
· I/We agree that in the event of my Child/Children contracting an infectious or contagious disease, he/she may be excluded from care for the period of time recommended by my doctor, or the Commissioner of Public Health.
· I/We understand that the Coordination Unit will advise me of available Educators and that the final choice of Educator is mine.
· I/We agree to deliver my children to the Educator and sign my children in and out of care each day.
· I/We agree to give the Windermere Family Day Care Coordination Unit and my Educator at least a one week’s notice before terminating a placement with the Educator, other than in an emergency situation.
· I/We agree to be reliable and punctual in delivering and collecting my Child/Children from the Educator’s home.  I will inform the Educator if it is necessary to arrive earlier or later when delivering or collecting my Child/Children (preferably on the day beforehand).
· I/We have read the Windermere Family Day Care Information Booklet and I agree to meet these responsibilities and to meet the requirements of the service.
· I/We understand that if care has not commenced within eight weeks of the completion of this form, the Windermere Family Day Care Coordination Unit will destroy this form.
·  I/We agree that Windermere Family Day Care Service pay my/our Child Care Benefit subsidy directly to the Educator and deduct the administration levy from this subsidy prior to payment.
· I/We agree to advise the Windermere Family Day Care office and the children’s Educator, if any of the information provided in this form changes.
This is a copy of the agreement that you sign when you complete your registration application.

APPENDIX 5

LIST OF WINDERMERE FAMILY DAY CARE POLICIES

	1.
PHILOSOPHY

CODE OF CONDUCT

2.
EDUCATORS
2.1 ENGAGEMENT


2.2
SELECTION

2.3
EDUCATOR  SERVICE 
AGREEMENT

2.4
ORIENTATION

2.5
EDUCATORS FAMILY

2.6
MEDICAL CHECK

2.7 POLICE CHECK

2.8 WWC CHECK

2.9
INSURANCE

   2.10    EDUCATORS PERIODS OF  ABSCENCE

2.11    DEREGISTRATION OF EDUCATOR
2.12
UNACCEPTABLE 
CONDUCT/BREACH OF CONTRACT

3.
CHILD PROTECTION

4.
CHILDREN

4.1
BEHAVIOUR GUIDANCE

4.2
PLAYGROUPS

4.3
CHILDREN’S EXPERIENCES

4.4
ENVIRONMENT FOR CHILDREN

4.5
EQUIPMENT AND TOYS

4.6
EXCURSIONS / OUTINGS

4.7
SLEEPING FACILITIES

4.8
CHILDREN ATTENDING 
KINDERGARTEN / SCHOOL

5.
COMPLAINTS/GRIEVANCE

6.
CONDITIONS OF CARE

6.1
ALLOWABLE NUMBERS

6.2(a)   OVERNIGHT, 24HR  & WEEKEND   CARE
6.2(b)  PROVISION OF OVERNIGHR, 24HR & WEEKEND CARE
6.3
FIELD VISITS

6.4
REMOVED POLICY
6.5
SUPERVISION

6.6
VISITORS

6.7
TOBACCO SMOKE FREE 
ENVIRONMENT
6.8
DRUGS AND ALCOHOL

6.9 OCCUPATIONAL HEALTH & SAFETY

6.10 CRITICAL INCIDENT STRESS

6.11
TRAINING and DEVELOPMENT

6.12
MEDIA

7.
CONFIDENTIALITY & PRIVACY

8.
DIVERSITY

8.1
CHILDREN WITH ADDITIONAL   NEEDS
	8.2
MULTICULTURALISM

            8.3
GENDER EQUITY
9.
EMERGENCIES

9.1
LIFE THREATENING MEDICAL   
CONDITIONS (Anaphylaxis,

Asthma, Epilepsy & Diabetes)

9.2
EMERGENCY EVACUATION

9.3
MISSING CHILDREN

9.4
ACCIDENT / INJURY / SUDDEN 
ILLNESS

9.5
SUDDEN INFANT DEATH 
SYNDROME (SIDS)

10.
HEALTH AND HYGIENE

10.1
BATHING

10.2
MEDICATION

10.3
INFECTIOUS & COMMUNICABLE 
DISEASES

10.4
HEADLICE

10.5
CHILD ILLNESS

10.6 HYGIENE

10.7 TOILETING/NAPPY CHANGING

10.8 TOILET TRAINING

10.9 FOOD HANDLING

10.10
NUTRITION

11.
PARENTS/GUARDIANS / GUARDIANS

11.1
PARENTS/GUARDIANS 
INFORMATION

11.2
PLACEMENT OF CHILDREN

11.3
FEES

11.4
ARRIVAL & DEPARTURE

11.5 CUSTODY AND INTERVENTION ORDERS

11.6 VIOLENCE TOWARDS CAREPOVIDERS

12.
RECORD KEEPING

13.
SAFETY

13.1
SAFETY CHECK

13.2
TOXIC PRODUCTS

13.3 FIRE SAFETY

13.4 FIRST AID TRAINING

13.5 SUNSMART

13.6 WATER SAFETY

13.7 ANIMALS and BIRDS

13.8 VEHICLES

13.9 GLASS WINDOWS AND DOORS
13.10 FIREARMS
Please contact the office if you would like a copy of any of the 

Windermere Family Day Care policies



APPENDIX 6
Recommended minimum exclusion periods for

Infectious conditions for schools, pre-schools and child care centres

National Health and Medical Research Council – December 2005

	Conditions
	Exclusion of cases
	Exclusion of contacts

	Amoebiasis (Entamoeba histolytica) 
	Exclude until there has not been a loose bowel motion for 24 hours
	Not excluded 

	Campylobacter 


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

	Candidiasis 
	See ‘Thrush’


	

	Chicken pox (Varicella)


	Exclude until all blisters have dried. This is usually at least 5 days after the rash first appeared in unimmunised children and less in immunised children.
	Any child with an immune deficiency (for example, leukemia) or receiving chemotherapy should be excluded for his or her own protection. Otherwise not excluded 

	CMV

(Cytomegalovirus

infection)
	Exclusion is NOT necessary


	Not excluded

	Conjunctivitis 
	Exclude until discharge from eyes has ceased unless doctor has

diagnosed a non-infectious conjunctivitis
	Not excluded 

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

	Diarrhoea 

(No organism identified)
	Exclude until there has not been a loose bowel motion for 24 hours


	Not excluded 

	Diphtheria 
	Exclude until medical certificate of recovery is received following at least two negative throat swabs, the first not less than 24 hours after finishing a course of antibiotics and the other 48 hours later 
	Exclude family/household contacts until cleared to return by an appropriate

health authority.



	German measles 
	See ‘Rubella’
	

	Giardiasis


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

	Glandular fever

(Mononucleosis, EBV infection
	Exclusion is NOT necessary


	Not excluded

	Haemophilus type b (Hib) 
	Exclude until the person has received appropriate antibiotic treatment for at least 4 days.
	Not excluded 

	Hand, Foot and Mouth disease 
	Until all blisters have dried 
	Not excluded 

	Head lice (Pediculosis)


	Exclusion is NOT necessary if effective treatment is commenced prior to the

next day at child care (ie the child doesn’t need to be sent home immediately

if head lice are detected).
	Not excluded 

	Hepatitis A 
	Exclude until a medical certificate of recovery is received, but not before 7 days after the onset of jaundice or illness 
	Not excluded 

	Hepatitis B


	Exclusion is NOT necessary


	Not excluded

	Hepatitis C

	Exclusion is NOT necessary
	Not excluded

	Herpes simplex (cold

sores, fever blisters)


	Exclusion is not necessary if the person is developmentally capable of maintaining hygiene practices to minimise the risk of transmission. If the person

is unable to comply with these practices they should be excluded until the sores are dry. Sores should be covered by a dressing where possible.
	Not excluded 

	Human immuno-deficiency virus infection (HIV/AIDS) 
	Exclusion is NOT necessary. If the person is severely immunocompromised, they

will be vulnerable to other people’s illnesses.
	Not excluded 

	Hydatid disease
	Exclusion is NOT necessary
	Not excluded 

	Impetigo 
	Exclude until appropriate antibiotic treatment has commenced. Any sores on exposed skin should be covered with a watertight dressing.
	Not excluded 

	Influenza and influenza like illnesses 
	Exclude until well 
	Not excluded 

	Legionnaires’ disease
	Exclusion is NOT necessary


	Not excluded

	Leprosy 
	Exclude until approval to return has been given by an appropriate health authority


	Not excluded 

	Measles 
	Exclude for 4 days after the onset of the rash


	Immunised and immune contacts are not

excluded. Non-immunised contacts of a case are to be excluded from child care until 14 days after the first day of appearance of rash in the last case, unless immunised within 72 hours of first contact during the infectious period with the first case. All immunocompromised children should be excluded until 14 days after the first day of appearance of rash in the last case.

	Meningitis (bacteria) 
	Exclude until well and has received appropriate antibiotics
	Not excluded 

	Meningitis (viral)


	Exclude until well


	Not excluded

	Meningococcal infection 
	Exclude until appropriate antibiotic treatment has been completed


	Not excluded 

	Molluscum contagiosum
	Exclusion is NOT necessary


	Not excluded

	Mumps 
	Exclude for nine days after onset of swelling


	Not excluded 

	Norovirus


	Exclude until there has not been a loose bowel motion or vomiting for 48 hours


	Not excluded

	Parvovirus infection

(fifth disease, erythema

infectiosum, slapped

cheek syndrome)
	Exclusion is NOT necessary


	Not excluded

	Pertussis


	See ‘Whooping Cough’


	

	Respiratory Syncytial virus
	Exclusion is NOT necessary


	Not excluded 

	Ringworm/tinea


	Exclude until the day after appropriate antifungal treatment has commenced
	Not excluded 

	Roseola


	Exclusion is NOT necessary


	Not excluded

	Ross River virus


	Exclusion is NOT necessary


	Not excluded

	Rotavirus infection


	Children are to be excluded from the centre until there has not been a loose bowel motion or vomiting for 24 hours
	Not excluded

	Rubella (German measles) 
	Exclude until fully recovered or for at least four days after the onset of rash 
	Not excluded 

	Salmonella, Shigella 
	Exclude until there has not been a loose bowel motion for 24 hours
	Not excluded 

	Scabies


	Exclude until the day after appropriate treatment has commenced
	Not excluded

	Scarlet fever


	See ‘Streptococcal sore throat’


	

	School sores


	See ‘Impetigo’


	

	Shigella infection


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

	Streptococcal sore throat (including scarlet fever)
	Exclude until the person has received antibiotic treatment for at least 24 hours and feels well
	Not excluded

	Thrush (candidiasis)


	Exclusion is NOT necessary


	Not excluded

	Toxoplasmosis

 
	Exclusion is NOT necessary


	Not excluded 

	Tuberculosis (TB)


	Exclude until medical certificate is produced from an appropriate health authority
	Not excluded 

	Typhoid, paratyphoid  
	Exclude until medical certificate is produced from appropriate health authority
	Not excluded unless considered necessary by

public health authorities



	Varicella


	See ‘Chickenpox’


	  

	Viral gastroenteritis (viral diarrhoea)


	Children are to be excluded from the centre until there has not been a loose bowel motion or vomiting for 24 hours
	Not excluded

	Warts


	Exclusion is NOT necessary


	Not excluded

	Whooping cough 

(pertussis)


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


	Contacts that live in the same house as the

case and have received less than three doses

of pertussis vaccine are to be excluded from

the centre until they have had 5 days of an

appropriate course of antibiotics. If antibiotics

have not been taken, these contacts must be

excluded for 21 days after their last exposure

to the case while the person was infectious.

	Worms  
	Exclusion not necessary if treatment has occurred
	Not excluded 


Staying Healthy in Child Care - Preventing infectious diseases in child care 4th edition
FAMILY DAY CARE QUALITY ASSURANCE (FDCQA)

Family Day Care in Australia is currently undertaking a system to assess quality childcare with a self-study and continuing improvement program called Quality Assurance. Part of the process is consulting with all stakeholders of the scheme, including educators, staff and parents. Quality Assurance is not about achieving perfection or unrealistic standards of care, it involves reflection on current practices and commitment to continuing improvement of these.

The process will involve a ‘self- study’ assessment of the following elements:

1. Interactions

2. Physical Environment

3. Children’s experiences, Learning and Development

4. Health, Hygiene, Nutrition, Safety and Well Being

5. Educators and Coordination Unit Staff

6. Management and Administration

Each of these elements have details attached identifying the principals for self-study to assess how well things are done, e.g. Unsatisfactory, satisfactory, good quality or high quality. There are 32 principals attached to each element and if you would like further information in regards to these, please contact the coordination unit.

The self-study can be valuable in a number of ways:

· Self-study can give a boost to the moral of educators and staff by pulling the team together to work towards a common goal, then confirming a job well done through accreditation.

· Self-study recognizes that educators and staff are doing a valuable job and can achieve quality in many individual ways.

· Self-study can increase a sense of professionalism among educators and staff.

· Self-study can provide opportunities for increased professional development and enhance job satisfaction for educators and staff.

· Parents receive conformation of the quality of their children’s care and are reassured by knowing that educators and staff follow best practice.

· Parents learn more about the 6 Quality Elements and underlying principals of FDCQA and may wish to become more involved in the scheme.

For Educators – The process is to identify strengths and weaknesses and then support each other in achieving a higher standard or perhaps assisting others with their strengths. Field Workers can also be a support and act as a mentor to offer ideas/strategies.

For Parents – An opportunity to be involved in the scheme’s activities, management or policy development and to keep informed with the continuing improvement process. This can be through active participation in attending meetings or alternatively being available to discuss issues on the telephone. Please contact us if you would be interested.

For Staff – An opportunity to assess how the coordination unit, management and communication is being conducted and put in a continuous improvement process for effective operation of the service to ensure quality childcare.

Once the scheme has completed a self-evaluation questionnaire, the National Childcare Accreditation Council (NCAC) generates a report that will highlight areas requiring focus for improvement as well as identifying areas that are being successfully managed. The outcomes of the report form the basis for the next cycle of improvement through revised quality improvement plans.

The next stage is a visit to the scheme by appointed validators who have experience in early childhood and Family Day Care. They are required to validate the scheme’s evidence of:

· Their quality practice against each of the six Quality Elements

· Their progress through a complete quality assurance process cycle.

The validators will visit the scheme to assess the above and they will visit a sample of educators chosen at random, as part of the validation exercise.

Accreditation will be based on the successful validation of the scheme against the elements of the quality assurance system and the scheme’s progress through a quality assurance process cycle.

Once the scheme has been accredited, another self-study report is due in another 2.5 years to ensure ongoing, continuous improvement.

If you have any questions concerning the above process please do not hesitate to contact the Coordination unit on 5945 5000
Family Day Care Quality Assurance (FDCQA)
6 Quality Areas and Principles

Quality Area 1: Interactions

· Principle 1.1: Educators and coordination unit staff interact with all children in a warm, friendly and respectful way 

· Principle 1.2: Communication between coordination unit staff and families is effective and supports the child's placement in care 

· Principle 1.3: Communication between educators and families is effective and supports the family and child to settle into care 

· Principle 1.4: Educators' personal and family arrangements provide a positive home environment that supports the provision of family day care 

· Principle 1.5: Relationships within the scheme value diversity, teamwork, mutual respect, understanding and professionalism 

Quality Area 2: Physical Environment 

· Principle 2.1: The indoor and outdoor areas of educators' homes and play session* venues are welcoming, comfortable and child friendly 

· Principle 2.2: All children have access to a variety of interesting materials and equipment that encourage them to make choices, consolidate learning, be creative and take on new challenges 

· Principle 2.3: Facilities used by the coordination unit are welcoming and accessible 

Quality Area 3: Children's Experiences, Learning and Development 

· Principle 3.1: Educators respond to the interests and abilities of all children in ways that support learning in a home environment 

· Principle 3.2: Coordination unit staff support children's learning though home visits and /or play sessions 

· Principle 3.3: Educators and coordination unit staff guide children's behaviour in positive ways 

· Principle 3.4: Educators and coordination unit staff promote resilience and social competence in all children 

· Principle 3.5: Educators and coordination unit staff promote physical competence in all children 

· Principle 3.6: Educators and coordination unit staff foster all children's language, literacy, curiosity, mathematical thinking and scientific exploration 

· Principle 3.7: Educators and coordination unit staff support all children's creative expression 

Quality Area 4: Health, Hygiene, Nutrition, Safety and Wellbeing 

· Principle 4.1: The environments provided for children are safe 

· Principle 4.2: Food and drink are nutritious and culturally appropriate 

· Principle 4.3: The health and safety of all children are protected 

· Principle 4.4: Nappy changing, toileting and bathing are positive experiences for children 

· Principle 4.5: Children's needs for rest, sleep and comfort are supported 

· Principle 4.6: Current State or Territory legislation relating to child protection and wellbeing is implemented consistently 

Quality Area 5: Educators and Coordination Unit Staff 

· Principle 5.1: Recruitment, selection and orientation processes for educators and coordination unit staff encourage and support the provision of a quality service 

· Principle 5.2: The scheme has a systematic process in place to monitor current practice and identify areas for continuing improvement 

· Principle 5.3: Professional development opportunities are accessed by educators, coordination unit staff and others involved in management 

· Principle 5.4: The scheme promotes occupational health and safety 

Quality Area 6: Management and Administration 

· Principle 6.1: Management practices are ethical and operate within relevant legislation 

· Principle 6.2: The scheme consults and works collaboratively with all stakeholders 

· Principle 6.3: The scheme has an efficient, effective and ethical process for the management of records 

· Principle 6.4: The scheme has simple and transparent grievance and complaints handling procedures 

· Principle 6.5: Educators and coordination unit staff are effective advocates for their service within the community and actively seek to build links with other agencies to benefit children and their families 

The following diagram offers a pictorial representation of the 
Australian Guide to healthy Eating 

It is known as the “Healthy Eating Plate”


Windermere Family Day Care has a “Food and Nutrition Guidelines Booklet” 

This is available to all families from the Coordination Unit.
Kids – Go For Your life Program.

Our service has joined a state-wide initiative - Kids - 'Go for your life', to create a healthier Victoria, in which every child can enjoy the benefits of healthy eating and active play. 

As a Member, our service will be supported to create a healthier early childhood service. 

Similar to Sunsmart, we can be recognised for our achievements by supporting healthy eating and active play. Staff, parents and children are all encouraged to support the program. 

Great reasons to promote healthy habits:
Healthy eating and active play are associated with:

• Increased concentration



• Better learning



• Improved confidence and increased self esteem
• Having a sense of belonging within a group

• Better behaviour




• Healthy teeth and bones

• Healthy growth, weight and development

• Improved muscle development

• Energy to play




• Improved posture, coordination and flexibility

• Decreased constipation



• Protect from disease

• Improved cardio-vascular health


• Longer, healthier life
What is involved?

Water- Serving water with meals and snacks and throughout the day. Some children have their own water bottles, others are provided with fresh water at all times both in and out doors.

We ask that only water or plain milk are provided to children.

Fruit & Vegetables- We request that parent/guardians provide fruit and vegetables daily in their child/rens snack and lunchboxes.

Foods discouraged-Chips, chocolates, lollies, muesli and fruit bars are not included in snacks or meals provided by the scheme, we ask that parent/guardians do not send any of these foods, sweetened drinks or foods high in fat, sugar and salt from home.

Positive meal environments- 
We encourage a positive meal environment for children by ensuring children have plenty of time to eat without being rushed. 
Educators are asked to sit with children at meal times, encourage children to try new foods and encourage children to participate in serving foods and self feeding. 
Food is not used as a reward, incentive or comfort. Instead praise or encouragement is given to children

Move, Play and Go-Educators plan for, and children are encouraged to be active in their time at Family Day Care. All children are encouraged to participate in experiences such as dance, drama, moving to music, climbing and active games daily.

Turn Off switch to Play – Television and computer use is limited in Family Day Care. Children are encouraged to be involved with other alternative and experiences.

Stride & Ride - Age appropriate traffic safety education, including pedestrian and car safety and playing safely, is provided as part of the program to children and their families
[image: image2.emf]
Windermere Family Day Care

Home Based and In Home Care

Food Handling & Nutrition Policies

 SAFE Food HANDLING

Aim:

To ensure food prepared by Educators and Coordination Unit is safe for children and correct food handling procedures are followed.

Policy:

· The Family Day Care home must have safe, hygienic facilities for the preparation, storage, heating and cooking of food for children; including a sink, refrigerator, suitable disposal facilities and a hot water supply. 

· Educators should wash hands in running water before handling food and make sure any cuts or wounds are covered with waterproof dressing (and gloves are suggested for extra protection).

· Educators should adhere to the following guidelines:

· Keep raw food separate from cooked and ready-to eat food. 

· When preparing both raw and cooked or ready-to-eat food at the same time, use different knives, chopping boards and gloves or thoroughly wash equipment and hands in hot soapy water.

· Rinse all fruit and vegetables in clean water to remove soil, bacteria, insects and chemicals.

· When preparing and serving food, make sure that all cutlery and crockery is clean and undamaged.

· Make sure food is served as soon as possible after preparing. Food just cooked should be covered and not left out to cool for more than one hour. Once cool, the food should be immediately placed in the refrigerator.

· Educators must check children’s lunch boxes shortly after arrival and place foods that may spoil into the fridge.

· During the safety check, Fieldworkers will check Educators’ kitchens to ensure the home has safe, hygienic facilities for the preparation, storage, heating and cooking of food for children, including a sink, refrigerator and hot water supply

· All equipment including bottles or cups used to feed the baby must be sterilised before use, particularly in the first three months.

· Preference is given to bottles being warmed either by a bottle warmer, or alternatively placing the bottle in a container of hot (not boiling) water for approximately 10 minutes.

· For more information on breast milk, formula and warming bottles- Refer to Page 34 of The National Health and Medical Research Council (NHMRC) Fourth Edition of Staying Healthy in Child Care (2005).
· The Coordination Unit provides training on basic food handling during orientation then sources, encourages and supports Educators to enhance their skills through various methods of professional development

. 
References:

The National Health and Medical Research Council (NHMRC) Fourth Edition of Staying Healthy in Child Care (2005).
Health and Family Services

www.nhmrc.gov.au
National Standards for Family Day Care  

www.facs.org.au
Food Safety Information Council 2008

www.foodsafety.asn.au
Better Health Channel 2009

www.betterhealth.vic.gov.au/
NUTRITION POLICY
Aim:


To ensure that children’s nutritional needs are met.

Policy:

· Drinking water is to be provided at all times; including with each meal or snack and is never to be refused. Children should be encouraged to choose water as their preferred drink.

· Educators will discuss individual children’s needs, likes and dislikes with Parent/Guardian. Educators are encouraged to share information about the nutritional requirements of children with the Parent/Guardian who provides meals.

· Food should be nutritious, adequate in quantity, varied, and offered at frequent intervals.  Breakfast may be provided if a child arrives in the morning without having eaten (don't let children skip breakfast) and dinner if the child is in care after 6.30 pm. Snacks should be offered between mealtimes. After school children may also be offered a snack.

· Educators should adhere to the following guidelines.

In general, children in care should be encouraged to eat: 

· Low salt foods and use salt sparingly 

· A wide variety of nutritious foods 

· Plenty of breads (wholegrain is better) and cereals (such as rice and pasta), vegetables, legumes (such as chickpeas) and fruit 

· Moderate amounts of dairy products (such as milk, cheese and yoghurt), meat, chicken, fish, nuts

· Foods containing sugars only occasionally. 

· Windermere Family Day Care’s Food and Nutrition Guidelines Booklet is available to Educators and Parents/Guardians from the Coordination Unit which will include the basic dietary requirements of children 0 - 12 years, and information about children’s dietary needs and the relationship to culture, religion, health and wellbeing.
· Educators are to encourage Parents/Guardian’s to provide food that is nutritious, varied and adequate in quantity, and appropriate to the children’s growth, cultural and developmental needs. 

· Educators are to request that fruit and vegetables are included each day in child/rens snack and lunchboxes.

· Educators have the right to charge the current recommended rate for any meals and snacks provided. Parent/Guardians are to be made aware there will be a charge if the educator is providing meals and snacks.

· Educators that provide meals are required to display a weekly menu; describing foods provided each day.

· Educators supplying food are to ensure the food is nutritious, varied and adequate in quantity, and appropriate to the children’s growth, cultural and developmental needs.

· Educators supplying food are also required to include a range of fruit and vegetables are incorporated into meals.

· Parents/Guardians are responsible for providing infant formulas for infants who are bottle-feeding.

· Professional development opportunities for Educators will be sourced by the Coordination Unit. 

Special Circumstances

· Parents/Guardians are responsible for providing meals for children with special dietary or cultural needs.

· Parent/Guardians of children with allergies to foods or medical conditions requiring special diets must provide clear and concise information on the allergies or special dietary requirements in writing, and where relevant an action plan is to be completed

· It is the Educators responsibility to supervise any child with a food allergy during meal times to prevent cross contamination or sharing with other children.

Refer to 10.9 Food Handling Policy for information on food preparation and safety.

References:

Children’s Services Regulations 2009

National Standards for Family Day Care 

www.facs.gov.au
Windermere Family Day Care Home Based and In Home Care Food & Nutrition Guidelines for Educators & Parents. Which was sourced 2008 from:

Better Health


Nutrition Australia

www.betterhealth.vic.gov.au

www.nutritionaustralia.org
Go For Your Life


Heart Foundation

www.goforyourlife.vic.gov.au

www.heartfoundation.com.au
Food Watch

www.foodwatch.com.au
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