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For ANY queries or concerns,
please feel welcome to contact

WELCOME TO [kt

children@mundaring.wa.gov.au

OUR ERFDC Sascon

COMMUNITY!

We look forward to being part of your child’'s education and care years and
having a positive working relationship whilst you are enrolled with us.

Our Family Handbook is a helpful guide with information about our service,
how we operate, fees, government subsidies, settling your child and daily
policies or procedures that will apply to your family.

Our co-ordinators regularly visit family day care educators for booked and
unannounced visits fo learn more about your child and support educators
with daily practice compliance and to plan and document for your child’s
development and learning within the Early Years Learning Framework or the
Framework for School Age Children outcomes.

Family Day Care is a unique and wonderfully interactive education and care
service which offers you, as parents, the opportunity to share information
about your child / family and collaborate with your educator to support your
child’s wellbeing and learning. Emphasis on a natural play based
environment and strong relationships approach is promoted in our service.

Our team value and appreciate the opportunity to meet families and are
always happy to make arrangements to see and talk with you. Generally our
communication will be through your family day care educator or via email
for administrative or fee related details, newsletters and occasional surveys
to assist us in improving our service.
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SERVICE

INFORMATION

Policies and Procedures

A current policy and procedures manual is provided to all educators by the service and
available for you to access (Service Policies regarding daily practice in this handbook).
Please note that operations of the service change from time to time and we are more
than happy to provide you with a current copy of our handbook or assist a request for this
handbook to be interpreted into your preferred language.

Philosophy

Eastern Region Family Day Care believes the best education and care is provided for
children and families when all parties work professionally in a respectful, inclusive,
collaborative and ethical way. We believe it is integral fo maintain continuous
improvement practices for the best interests of each child.

WE VALUE FAMILIES: WE VALUE EDUCATORS:

We acknowledge families as the most important influence and Educators respond to children through warm and respectful
principle source of information about their child. relationships.

Families are unique and bring a diversity of experiences, Educators value the important role they play in providing and
perspectives, expectations, knowledge and skills to children's planning for the education and care of children.

leamning. Collaboration and partnerships based on trust

and communication achieve best outcomes.

Educator’s knowledge, skills and practices
are developed through professional
Children have the right to respectful and networking, reflection and development.
nurturing relationships with others in an
environment where they feel safe.

Children’s identities are closely connected
with their family, culture and community.
Given opportunities to become capable and
active learners in their environments and

: through play enables them to best reach
WE VALUE COMMUNITY: gnp ¥heir full potential. e believe that children’s rights are our priority

and at the core of all decision making.

FDC staff believe all members of Eastern Region
Family Day Care have unigue strengths, abilities and potential.

WE VALUE CHILDREN:

Every child has a right to quality education
and care.

WE VALUE FDC STAFF:

Our culturally diverse community is recognised and valued as a
significant learning environment for children to explore and

participate in.
We value the richness and strengths of our Australian heritage and We value the importance of developing a sustainable future for all.
seek to add a greater understanding of similarities and differences FDC Staff value their role to resource, educate and positively mentor
of cultures, abilities and lifestyle choices. education and care practices and service operations to maintain
quality.
Contact Us
33 Wellaton Street, Midvale PO Box 1010, MIDLAND DC WA 6936
T. (08) 9290 6822 Visit and like us on social media
children@mundaring.wa.gov.au 00

www.mundaring.wa.gov.au

ERFDC Service Office Hours: Monday to Friday 8.30am - 5.00pm (closed public holidays)
An emergency after-hours number is available to educators.

CCS Service ID: 19001425%H CCS Provider ID: 190001875C

Provider Name: Shire of Mundaring ABN: 20 431 487 930 (Shire of Mundaring)
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Organisation Structure

The Shire of Mundaring sponsors Eastern Region Family Day Care and is responsible
for the service’s operations.

Below is an organisational structure depicting the relationship of family day care
within the Shire, funding and regulatory bodies.

National Quality Framework
Education and Care
Regulatory Unit (WA)

ACECQA

Service Operator (Approved Provider)
Shire of Mundaring

Chief Executive Officer: Jonathon Throssell
Director Strategic and Community Services: Megan Griffiths

Eastern Region Family Day Care
(Approved Service)

Manager Family & Children’s Services: Lisa Joy
Child Care and Parenting Co-ordinator - Midvale Hub: Gabrielle Crosse

Service Co-ordinator: Senior Financial and Administration Officer:
Lesley Shugar (Nominated Supervisor) Antonietta Tomizzi

FDC Co-ordinators: Assistant Financial and Clerical Officer:
Julie Pongracz (Educational Leader) Yvonne Hart
Gaye Kara (Registration)

Family Day Care Families
Educators and
children




NATIONAL

QUALITY “*
FRAMEWORK EXCEEDING 4

The National Quality Framework aim is to raise quality and drive continuous
improvement and consistency in education and care services.

The Australian Children’s Education and Care Quality Authority (ACECQA)
www.acecqga.gov.au implements the National Quality Framework and a
regulatory authority in each state and territory regulates, assesses and rates each
education and care service against seven quality areas of the National Quality
Standard.

Service ratings are published on the ACECQA website and must be displayed at
each service.

The Early Years Learning Framework (EYLF), Belonging, Being and Becoming,
guides educators to provide young children with opportunities to maximise their
potential and develop a foundation for future success in learning. Emphasis is on
play based learning and it recognises the importance of a holistic approach in a
child’s wellbeing and development towards five learning outcomes.

The Framework for School Age Care, My Time Our Place, guides educators to
collaborate with children to provide play and leisure opportunities that are
meaningful to children.

Both frameworks support children’s need for Belonging, Being and Becoming and
acknowledge the following outcomes:

« Children have a strong sense of identity

« Children are connected with and contribute to their world

« Children have a strong sense of wellbeing

« Children are confident and involved learners

e Children are effective communicators
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GENERAL INFORMATION

Eastern Region Family Day Care is the natural place to learn and play for children
aged birth fo 13 years. Children have fun, grow and develop through their
engagement in play based learning that is enriched by knowledgeable educators,
generally in their family home environment. Value is placed on care in small,
mixed-age groups, allowing children to form nurturing relationships outside their
immediate family and to grow and learn within a caring secure environment.

Qualified educators are registered with our service to provide families with flexible
education and care arrangements and plan individual learning programs
according to each child’s development, wellbeing and interests.

We have been consistently rated as Exceeding National Quality Standard by the
Education and Care Regulatory Unit, WA (ECRU). Education and care services are
guided and mandated by the National Quality Framework (NQF), which comprises
of the Education and Care Services National Regulations 2012, Education and Care
Services National Law (WA) Act 2012 and National Quality Standard.

Educators undergo a registration and membership process and are selected to
become members of Eastern Region Family Day Care; they operate as small
business owners and work within the National Quality Framework, Eastern Region
Family Day Care Service Policies, National Learning Frameworks and Early
Childhood Australia Code of Ethics.

Educator : child ratios

Educators may provide care for a maximum of 4 children under school age or 7
children under the age of 13 years, including an educators own children in these
age groups. Eastern Region Family Day Care has an additional policy that only one
child under 12 months is to be cared for at a time to enable optimal interactions
between educators and each child (exemptions may apply ie twins).



GENERAL INFORMATION

Our Family Day Care Team (Service staff)
Our team is a friendly and dedicated group of qualified early childhood
professionals and finance administrators employed by the Shire of Mundaring.

We:

. work in partnership with EDUCATORS to support, upskill and empower them in
business; from play environments, daily practices, administrative and
compliance responsibilities, to planning for individual children’s learning and
wellbeing in both group and one to one contact

. have regular contact with educators (phone, email, booked and
unannounced personalised visits, Facebook group chat)

. register, mentor and train new educators to establish their own small business

. licise with and inform FAMILIES; about your child, fees and current research and
information relating to early childhood and parenting

. link educators with personal WELLBEING and PROFESSIONAL DEVELOPMENT
opportunities

. ensure ADMINISTRATION COMPLIANCE and process family Child Care Subsidy
payments

. facilitate group PLAY BASED LEARNING SESSIONS / OUTINGS which provide
children opportunities to socialise in larger groups and educators to share and
professionally grow (ie play session, Swan View Community Garden, Spring
Walk, Cubby building in the bush)

. PROMOTE FAMILY DAY CARE at many COMMUNITY events throughout the year
(ie Playgroup WA's - World's Biggest Playgroup, Meerilinga’s — Children’s Week
Fun Day, Shire of Mundaring - Blue Sky Festival, National Families Week)

We are excited to offer new opportunities and initiatives in the coming year

following ongoing reflection and continuous improvement of the service. These

include:

*  pop up play sessions (bush parks) for children to understand and care for our
natural environment

*  mobile street library (our office street library has been very successful) so we
are taking it out to educators in the form of story baskefts

. actively promote our recycling station

. promote and register more educators in the Be You professional learning
program to further support our communities mental health

. revisit our annual end of year family fun day (it's important to celebrate
together)



GENERAL INFORMATION

Priority of access - prioritising vacancies
There are no mandatory requirements for filling vacancies, and educators can set
their own policies for prioritising who receives a place. However, as vacancies in a
service arise, educators are asked to consider prioritising children who are:
= atrisk of serious abuse or neglect
= a child of a sole parent who satisfies, or parents who both satisfy, the activity
test through paid employment.

Privacy Statement

The family day care service and educators will not collect sensitive information
unless the individual has consented; there is a legal requirement to do so or in other
special circumstances that have a bearing on the well-being of the child.

Every reasonable step will be taken to ensure personal information collected, used
or disclosed is accurate, complete and current and stored for the required legall
fimeframe.

Every reasonable step will be taken to ensure that personal information held within
the family day care service and educator’s residences is protected from misuse,
loss, and from unauthorised access, modification or disclosure.

All personal information requested through Freedom of Information (FOI) will be
managed by the approved provider.

Personal information would not usually be transferred overseas and then only if it
meets the requirements of the National Privacy Principle 9.
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GENERAL INFORMATION

Enrolments

Child enrolments with educators are supported by family day care service staff.
Educators are registered with our service to educate and care for enrolled children
on our behalf.

For each child enrolling, a fully completed copy of a Child Enrolment form and a
current Australian Immunisation Register (AIR) History Statement must be submitted,
either by yourself or your educator to our office, prior to care commencing. (From
22/07/2019, non-immunised children, unless exempt, cannot commence care in an
education and care service)

As any information or circumstances change please communicate and update
immediately with your child’s educator — reminders will also be given for an annual
update.

Apply for CCS and enrolment through MyGoyv or Centrelink
It is a requirement under Family Assistance Law for all children who attend an
education and care service to have an enrolment notice regardless of their
Child Care Subsidy eligibility status. For those eligible individuals and children,
enfittement determinations will not occur without the correct enrolment in
place. An enrolment links:

= the child

= the family (the individual) and

= the education and care service.

Eastern Region Family Day Care must submit an 'enrolment notice' in the Child
Care Subsidy System (CCSS) to indicate when we have entered into an
arrangement with an individual and a child is enrolled and report attendances.

There are four steps to enrol a child in the CCSS and no subsidy can be paid until
all four steps have been completed:

1. The enrolling parent (you) make a claim for Child Care Subsidy with
Centrelink. This can be done up to a year before your child commences.

2. A Child Enrolment form is completed with your child’s educator, showing
the agreed arrangement for care and submitted to the office.

3. The service submits an enrolment notice to CCSS. In order to claim CCS,
Customer Reference Numbers (CRNs) for the enrolling parent and each
child are required.

4.  The enrolling parent confirms enrolment with Eastern Region Family Day
Care through your MyGov account or by contacting Cenftrelink on 136
150.

**Non immunised children are not eligible for CCS payments, refer to Eastern Region
Family Day Care Child Enrolment form.


https://www.education.gov.au/child-care-provider-handbook/enrolment-process#_Ref507762650
https://www.education.gov.au/child-care-provider-handbook/enrolment-process#_Ref507762650
https://www.education.gov.au/child-care-provider-handbook/enrolment-process#_Ref507762677
https://www.education.gov.au/child-care-provider-handbook/enrolment-process#_Ref507762690
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GENERAL INFORMATION

Timesheets and actual attendance
Educators are legally required to keep accurate records of all children in care.

Parents (or Authorised Nominees) must sign children into care at the time of arrival
and departure each day, and record all absences using Harmony Web software
accessed on an educator’s electronic device.

In addition, parents are required to sign weekly timesheets confirming the true
record of days charged for that week (including charged absences).

Eastern Region Family Day Care are required to submit session reports fortnightly to
the CCSS, these reports record booked and actual attendance times and
absences charged. Child Care Subsidy will not be paid if fimesheets and
attendance times are not signed correctly and full fees will be payable as directed
by the Department of Human Services.

Ceasing Care Notfification

Written notice of leaving family day care must be given one (1) week in advance to
an educator or one weeks fee will be payable in lieu of notice, unless the
Educator’s Statement of Fees state differently.

Child Care Subsidy is NOT available on fees paid in lieu of notice as these are
deemed absences at the end of care. Your child needs to attend care on the last
day in order to receive CCS.

When ceasing care we appreciate all feedback about your (and your child’s)
feelings about family day care, a Family exit interview form will be provided by your
educator or emailed by the FDC service.

An educator is obliged to give parents a minimum of one (1) weeks' noftice in
writing. Children leaving care is often a very difficult time for educators and
children as they have built up a strong bond, it is good to say good-bye.




12

TERMS

STATEMENT OF FEES GUIDE

DETAILS

Age
requirements
for child

Children must:

. be aged 13 years or under

. not attend high school (secondary school).

No CCS is payable for care provided to children who do not meet these
conditions.

An exemption may apply for some older children with a disability or children
aftending secondary school at a young age that may be eligible on a case-
by-case basis if they have a legitimate need to access subsided care and
cannot be left unsupervised. Contact the family day care team for further
information.

Centrelink will consider parent eligibility in respect of children based on
information and evidence provided by the parent at claim or when updating
circumstances.

Permanent
Booked Hours

The days / hours of care nominated on the ERFDC Service Child Enrolment
Form and confirmed in your MyGov account. (These may vary from time to
fime and are then a Temporary booking)

If your care requirements change your educator will ask you to approve
changes on the Services Harmony Web software.

Record of Government legislation requires that Eastern Region Family Day Care must
Care and provide weekly Statement of Entitlement to parents of children eligible for
Fees paid Child Care Subsidy. Your Educator will invoice you (parent) and issue receipts.
Fees Morning tea, afternoon tea and lunch may be provided by your educator.

Travel is also included if a child is taken to or picked up from Kindy / School.

Your fees incorporate a Parent Levy. This is a payment to the service to
support the quality and day to day operations and is recouped during the
Child Care Subsidy payment process. Families not claiming Child Care
Subsidy pay full fees, including the Parent Levy, directly to an educator.

unavailable

Parent Levy Daily attendance: B/A School Care booking:
2022/2023 $2.00 per session hour charged $3.50 per day per child
To a Maximum of: $47.00 per child p/wk
Nil Levy for 3rd child attending care.
Educator - If for any reason an educator is unable to provide the agreed days or hours of

care for your child, fees will not be charged for the period of care not
available (**If due to COVID, absences are recorded and fees are optional)

If you require alternative care while your educator is unavailable please contact the
Family Day Care team and we will make every effort to offer an alternate educator.

Public Your usual parent fee portion is payable for normal booked hours if not
Holiday attending.
If a child attends due to parent’s work commitment the Public Holiday Fees
applies — refer to your Educator’s Statement of fees.
Additional If your child exceeds 52 absence days in a financial year (2022-23), full fees
Absence are payable and CCS is only eligible for absences due to iliness (with a
Days medical certificate), Court order or parenting plan, Service closed - local

Do‘

emergency, Attendance at pre-school, Temporary school closure / Pupil Free
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STATEMENT OF FEES GUIDE

the beginning
or end of care

TERMS DETAILS
Child If your child is absent on the first or last day of care / or first or last day of 14
absence at week CCS enrolment period, CCS is not payable and parents will be charged

full fees (**unless due to COVID) for all absence days until your child physically
aftends/attended care.

Child Your usual parent fee portion is payable for normal booked hours when your
Absence child does NOT attend due to iliness, holidays, occasional absence, public
holiday, pupil free day. Each child is permitted 42 absence days (CCS eligible)
per financial year (** additional 10 days in 2023-23 due to COVID - total of 52)
Vacation Parents are required to book care in advance for each school holiday period.
Care School children attending Vacation Care only, pay for booked days only, not
School chn Public holidays.
Kindy A full session fee may be charged if your educator is responsible for delivering
(4 year old) or collecting your child from the kindy program.
CCS Eligible The number of hours of subsidised care families can access is determined by
Hours Per an activity test. Hours are allocated per fortnight, ranging between a
child / minimum of 24 hours to a maximum of 100 hours.
per fortnight
Any hours charged in excess of the maximum CCS eligible hours are charged
af full fees.
Child Care CCS % is a percentage of the hourly rate cap the government will pay
Subsidy (CCS) | fowards the Child Care Fees (Income tested).
& eligible The CCS eligible hours per fortnight are determined by an activity test. The
hours parent with the lowest hours of activity per fortnight will determine the hours of
CCS per fortnight.
CCSrate cap | $11.80 per hour
—-2022/2023 & | 5% CCS entitlement will be withheld by Cenftrelink to reduce the likelihood of
withholding debt. This will be paid to the individual at Reconciliation time.
rate Parents may request a higher withholding % from Centrelink if they wish.
Additional There are four different payments under Additional Child Care Subsidy (ACCS)
Child Care for which individuals may be entitled to:
Subsidy 1.Additional Child Care Subsidy (child wellbeing) - to help children who
(ACCs) are at risk of serious abuse or neglect.

ERFDC can apply for up to 6 weeks for a Certificate and 13 weeks for a
Determination, to Centrelink, who can accept or reject the application.

To be accessed for any of the following payments, the individual needs to
approach Cenftrelink:
2.Additional Child Care Subsidy (grandparent) - to help grandparents on

income support who are the principal caregiver of their grandchildren
3.Additional Child Care Subsidy (temporary financial hardship) - to help
families experiencing financial hardship
4. Additional Child Care Subsidy (transition to work) - to help low-income
families transitioning from income support to work.



https://www.education.gov.au/child-care-provider-handbook/additional-child-care-subsidy-child-wellbeing#_Ref508710126
https://www.education.gov.au/child-care-provider-handbook/additional-child-care-subsidy-grandparent#_Ref505762643
https://www.education.gov.au/child-care-provider-handbook/additional-child-care-subsidy-temporary-financial-hardship#_Ref508710297
https://www.education.gov.au/child-care-provider-handbook/additional-child-care-subsidy-transition-work#_Ref508710335
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ORIENTATION INTO

CARE

Separating and commencing an education
and care service can, for some children
and parents be a very stressful time.

It is a new environment, a new adult to trust
and feel comfortable with and a huge
change in familiarity of routine for everyone.

Children may express this unsettled feeling
with tears, “don’t go” or a temporary
setback in behaviours — ie toileting; for
adults it may be guilt, uncertainty and tears.
These are all normal reactions but with
support and reassurance it does pass. Each
child and family settles into care at their
own pace.

The following suggestions may help the
transition from home to family day care to
be a positive experience for all your family.

Orientating children into care: :

e Familiarise your child with an educator and ’rhelr home before core beglns

e Prepare and talk with children about where they are going, friends they will play
with

e Educators are only too happy for you to visit and often recommend shorter days
to begin with (1-2 days or weeks depending on you and your child)

e Be positive yourself — children pick up quite easily on a parent’s feelings of
anxiety

e Generally children settle into care more confidently if routines are fairly similar
and changes kept to a minimum so please discuss them

e Avoid infroducing additional changes in your child’s routine ie weaning off
bottles or dummies, toilet training until your child is settled

e Delaying your departure tends to upset you both. Settle your child, tell them you
are leaving and coming back to pick them up. Say goodbye and go. Leaving
without saying goodbye may work in the short term but long term can give a
child a sense of distrust and uncertainty, often making them more clingy

e Arrive on time for pickup or advise an educator if you may be a little late so that
your educator does not have them anticipating your arrival too early and be
disappointed

e A comfortitem (ie teddy/blanket/your t-shirt) may help your child feel more
secure when you aren't there

e Maintain open communication with your educator; discuss concerns no matter
how small. You may wish to contact them and they you, throughout the day

e FDC staff visit and support educators with children whilst they settle your child
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PARTNERSHIPS IN

FAMILY DAY CARE

When your child starts family day care
communication between you and your child’s
family day care educator is one of the most
important aspects of successful care. Itis
important that you write down details on your
Child Enrolment and All About Me form and
the first inferview goes a long way in informing
your educator about your child. As he/she
develops and their routines, interests and
needs change, it is so important to regularly
discuss these changes. .

Educators will also talk with you about your
child’'s day and his/her experiences whilst in
care. We believe the use of a two way
communication book offers you and
educators the extra reassurance of reminders
and recording of daily routines, achievements,
changes and valuable sharing about care
arrangements for your child and family.

Routines

Discuss your child’s routines and preferences with your educator. Ask what their
daily routine is. Some educators may have regular commitments for outings. (ie
play sessions — facilitated by the FDC service or other FDC educators, school drop
off and pickups, visits to the local library for story telling).

Meals

Educators display a weekly menu outlining meals provided for morning and
afternoon snacks and lunch (including drinks — water or milk). Any variations to the
menu are generally recorded in your child’s communication book or displayed
menu. Children are encouraged to explore a variety of healthy food choices
across all food groups and daily meals in care account for approximately 50% of a
child’s daily nutritional needs.

Please discuss with your educator your child’s likes, dislikes and whether they have
any allergies or intolerances to foods. (A medical action plan and service form —
Medical Risk Management Plan is required for a child with a medical condition).

Clothing

When dressing your child please consider clothing and footwear which allows
freedom of movement for climbing, running, painting and messy play. A sun hat
(no caps) and sunscreen are essential all year as our sun protection policy requires
sun protection at all times the UV is above 3 (refer to the Service Policy Manual for
further details). Please provide at least one change of clothing every day.



16

PARTNERSHIPS IN

FAMILY DAY CARE

Sleep/Rest Time

Discuss your child’s sleeping routine with your educator — what to consider:
darkened room, use of RedNose recommended sleeping bags, comfort
blanket/teddy, bottle before bed (no bofttles in bed permitted), cot/matiress,
music, restful activities — puzzles/books... Look at where your child will be sleeping /
resting and discuss.

Toileting

If your child is in nappies you will be required to provide adequate nappies each
day. Discuss what stage your child has reached with their toileting so there is
consistency between approaches at home and in care.

Family Background

Understanding a child and family’s background (culture, religion, language, family
dynamic and siblings) provides educators with knowledge that supports a child’s
sense of identity.

Behaviour - a positive approach

Our service encourages educators to use a positive approach when guiding
children’s behaviour so children are able to achieve an internal sense of what is
right and wrong and self-regulate their own behaviour; to feel safe, secure and feel
reassured by consistently reinforced boundaries.

Family expectations for children’s behaviour vary greatly among different cultures
and social groupings; we understand this and can assist with information on age
appropriate behaviour and strategies to support desired behaviours that are
acceptable in an education and care service.

What do you want your child to learn?

Each child is unique and has their own individual personality; you know your child
best; their strengths, what they enjoy and are interested in at the moment, their
developmental needs and character. We encourage you to share your knowledge
of and goals for your child with educators to assist their planning for your child’s
learning, wellbeing and development.

Contact with the Family Day Care Team

It is important that you contact the family day care team if you have any questions,
concerns, would like guidance regarding your child, care arrangements or fees.
Most conversations will be initiated with your educator however if you feel you are
still uncertain and would like to discuss further, we are here for you. Contact us on
9290 6822 or children@mundaring.wa.gov.au

Like and follow us on social media for family day care news, current parenting and
early childhood information.


mailto:children@mundaring.wa.gov.au
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SERVICE POLICIES

Delivery and collection of children

Children may only be collected by persons nominated (Emergency Contact
/Authorised Nominees) in writing by the enrolling parent on the Child Enrolment
form. A parent may authorise another person to collect their child only via SMS or
email, however, if an educator has not met this person please advise them your
educator will request their identification.

With electronic attendance records, an email address for each emergency contact
is needed to send a PIN to sign your child out of care.

In times of emergency only a family day care service staff member or person an
educator has deemed responsible may assist in the supervision of children.

A child must not be released into the care of a parent who is prohibited by a court
“Parenting Order” from having contact with the child. (Educators and the FDC
Service are able to comply if a copy of the order is provided).

Excursions

Written authorisation (including sighting of a Risk Assessment - Excursion) for your
child to parficipate in an outing is required prior to it occurring. Service forms for
your authorisation are provided by an educator detailing every outing (whether
regular or a one-off).

Definitions are outlined below:

Regular Outings — means a walk, drive or trip to and from a destination that an
educator visits regularly as part of the educational program and routine and where
the circumstances relevant to the risk assessment are the same on each outing.

Excursions — means an outing organised by an educator that isn’t a regular outing
and where a risk assessment is required for each excursion.

Risk Assessment - Excursion (service form) —is a risk assessment specific to fravel
to/from and exploring the outing or excursion venue. It outlines how an educator
will infroduce conftrols to minimise risks to children’s safety.

Educators must ensure transportation of children is in accordance with service
policies;

ie current drivers licence, vehicle registration, children under 7 years to be in an
appropriate child car restraint that is checked annually.
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SERVICE POLICIES

Medical Conditions

If your child has a known medical condition, allergy, or other health care need, you
are required to inform the service when completing a Child Enrolment form. Your
educator may also require an action plan (from a Doctor) and Medical Risk
Minimisation Plan (from the service) for your child, depending on the condition.

Your written authorisation is required for an educator to administer medication
(including school age children self-administrating medication) prior to medication
required. Ongoing medication has a 12 weekly authorisation.

In an emergency situation only, verbal authorisation may be given by you or an
emergency contact person listed (authorised nominee) on the enrolment form.

Medication may only be administered to a child without authorisation in the case of
an anaphylaxis or asthma emergency. Emergency services will be contacted
immediately and a parent of the child or emergency contact and family day care
service must be notified as soon as practicable.

lliness
Children who are unwell
e Educators cannot care for children with an infectious illness or high temperature
e Unwell children will not be readmitted until fully recovered or no longer infectious
e Educators will retain the right to exclude any child who is obviously unwell or is
regarded as a health risk to other children
e Your child will be required to stay away from care or be collected from care if
the following symptoms are noted:
s Any COVID-19 like symptoms
% Ear and/or eye discharge
% Undiagnosed rash
s Body temperature of 38°C or higher
% Persistent coughing episodes with difficulty in breathing
% Open sore with discharge
“ Vomiting and/or continuous loose bowel episodes
e Parents are asked to noftify educators as soon as possible if a child has been
diagnosed with any communicable disease or infectious condition, and
e If achild needs to be excluded due to an infectious iliness, you will be nofified to
collect as soon as possible. Your child will be isolated where possible but not out
of the sight of an educator until you arrive.
e Any diarrhoea, vomiting or high temperature must be clear for at least 24 hours
before returning to care to prevent passing on infection to other children,
educator or educator’s household members.

In the case of a child requiring immediate medical attention, your educator will
contact you (or your emergency contact person if you are unavailable). If
immediate medical attention is necessary, an ambulance will be contacted.



19

SERVICE POLICIES

Infectious Diseases

You will be informed if a communicable disease has been diagnosed in an
educator’s household or amongst the children in care. A parent with a non-
immunised child will be advised of their choice to exclude a child from care where
the child shows no symptoms of the disease themselves.

Children diagnosed with a communicable disease will be excluded from care until
they are no longer infectious. Our service follows the recommendations listed in the
Western Australian Department of Health, Control of communicable diseases
manual for exclusion periods. Each educator has a copy of these guidelines,
available on the WA Dept of Health website.

A medical clearance from a Doctor is required before returning to care.

A form will be completed by your educator requiring your signature and submitted
to the family day care service within 24 hours. It is a requirement of the family day
care service to notify the Education and Care Regulatory Unit within 24 hours of a
serious incident — iliness.

Injury
Each educator and family day care assistant holds a current first aid and CPR
qualification, including anaphylaxis and emergency asthma fraining.

In the case of a child being injured or requiring medical attention, a family day care

educator will;

e Aftend to the child immediately

e Give appropriate first aid freatment which may include medical assistance

e Call an ambulance if urgent medical attention is required

e Contact parents or an emergency contact (authorised nominee) on the

enrolment form

Remain with other children in care whilst the child goes in the ambulance

e Contact the family day care service as soon as practical or by the next working
day if medical assistance is sought

A form will be completed by your educator requiring your signature and submitted
to the family day care service within 24 hours. It is a requirement of the family day
care service to notify the Education and Care Regulatory Unit within 24 hours of a
serious incident — injury.
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SERVICE POLICIES

Grievance / Complaints

What do you do if you have a grievance or concern@

e |f you have complaint please discuss it first with the person concerned ie your
educator.

e |f the matteris notf resolved to your satisfaction, contact and discuss with the
Eastern Region Family Day Care Co-ordinator, Lesley Shugar on 9290 6822 or
fdc@mundaring.wa.gov.au (available Tuesday-Friday).

e If you have remaining concerns, please contact the Manager Family and
Children’s Services, Lisa Joy on 9290 6894 or mcs@mundaring.wa.gov.au
(available Monday-Friday).

e If there is still no satisfaction, contact can be made to an officer at the Education
and Care Regulatory Unit on 6277 3889.

A grievance/complaints procedure is in place to support and guide this process for
resolution as we value positive relations between all parties. Our aim will be to
address the grievance or complaint in a fair, prompt and positive manner.

Parental Involvement

Eastern Region Family Day Care values and encourages parent participation in all

aspects of the service.

e You are kept informed about the service through access to service policies and
procedures, newsletters, flyers, play session attendance, email, Shire of
Mundaring website — Community/Children’s Services and our Facebook page
(Family Day Care - Eastern Region)

e The service invites you to contribute ideas and information that supports
educators with experiences for children and planning for children’s learning,
wellbeing and development

e You are also encouraged to comment on the operation of the service and
make any suggestions for improvement in service quality; and

e Surveys are carried out inviting feedback from you on all aspects of the service

e You will be advised by the service of policy changes prior to implementation

Visitors to a family day care residence

A visitor’'s book at educator’s residences records visitors during the hours the family
day care business is operating. An educator must not leave an enrolled child alone
with a visitor.

Please remember to contact our team if you have any questions, concerns or would
like a chat about your child or changes to your family circumstances.
We are here to support your family.

T: 9290 6822 E: children@mundaring.wa.gov.au 0006
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