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Important Notice 
 
 
 
The Eaton Street Centre Inc. Parent Information Handbook and associated Policies and Procedures have 
been reviewed to comply with the National Quality Framework, including the: 
 

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

 Education and Care Services National Regulations 2011; and 

 National Quality Standards and associated documents.   
 
The Parent Information Handbook and the Policies & Procedures are working documents and not all 
policies have been implemented at the date of this document.  As part of the National Quality Framework, 
a Quality Improvement Plan has been initiated to ensure that certain aspects of the Policies and 
Procedures are improved to ensure compliance with the National Quality Standards.  The Parent 
Information Handbook and the Policies and Procedures will continue to be updated as required.  Please 
contact the Centre Coordinator with any questions or comments. 

 

 
Eaton Street Centre Staff and Contacts 

 
 

Phone: 02 9818 1190 

Mobile: 0476 277 711 (SMS service for families running late and contact for excursions in 

vacation care period) 

Coordinator: Tracey Muccillo - care@eatonstreetcentre.com.au 

Assistant Coordinator: Shaswati Ghosh - vacationcare@eatonstreetcentre.com.au 

Bookkeeper and Administration- Angeles (Mon & Wed) accounts@eatonstreetcentre.com.au 

Senior Educator- Jackson Findlay 

Permanent Staff members – Shirley, Stacey  

 

mailto:care@eatonstreetcentre.com.au
mailto:vacationcare@eatonstreetcentre.com.au
mailto:accounts@eatonstreetcentre.com.au
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PROGRAM FOR BEFORE SCHOOL CARE  
TIME INDOORS OUTDOORS 

7.30-8.00am BREAKFAST 
Every morning we serve breakfast for the children. Healthy 

options, consisting of breakfast cereals, toast and two times a 

week there will be  

 

7.30-8.30am  Do it yourself craft: recycled materials 

 Dramatic play 

 Colouring in, drawing, painting  

 Homework/reading/music/board 

games/dancing/chalkboard 

 

CONSTRUCTION AREAS: 

Building / Construction blocks: Legos, Wood Blocks etc. 

Manipulative games, Board games, Card games, Puzzles 

 

Outdoor games under the 

covered area in the 

playground: handball, 

dancing, tables for drawing 

8.30am Pack away time. Take children from Father John Therry 

to school, allow children from Balmain to go once there is 

a teacher on duty 
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TIME PROGRAM FOR AFTER SCHOOL CARE  
 INDOORS OUTDOORS 

3.00-3.40pm AFTERNOON TEA  

3.40-5.30pm GAMES ROOM: 

 Do it yourself craft: recycled materials 

 Planned Craft Activity 

 Dramatic play: dress ups, toys etc. 

 Colouring in, drawing, painting 

 Chalk drawing 

 Music, dancing 

 Hama Beads 

 Reading/ Homework 

 

CONSTRUCTION AREAS (upstairs): 

Building / Construction blocks: Legos, Wood Blocks 

etc. 

Manipulative games, Board games, Card games, 

Puzzles 

Large blocks. 

 

OFFICE  

Free play for children, this allows children to explore 

materials and discover their properties. Learn social 

skills of sharing, turn-taking and negotiation.  

Reading/ Homework 

 

KITCHEN AREA: 

Cooking activities are occasionally planned for the 

children 

SPORTS SHED OPENS 

Free Play  

Cricket in grounds 

Tennis 

Basketball in grounds 

Soccer 

Skipping Rope / hoops/ 

water games  

Gymnastic Matts  

Music  

Water play (Hot Weather)  

 

Everyday there is a planned 

activity by two of the staff 

members. Either a sport 

activity or a game for 

everyone to be involved in.  

 

5.00pm 

 

 

 

FRUITS & VEGETABLES ARE SERVED 

 

A variety of Fruits & 

Vegetables   

5.30-6.00pm CLEAN UP TIME – CENTRE CLOSES Equipment is packed up and 

stored away. 



 

 

 

 

 

6 | P a g e  

 

 
EATON STREET CENTRE INC. 

 

OBJECTIVES & BACKGROUND INFORMATION 
 

AIM 
 
Eaton Street Centre aims to provide quality Out of School Hours Care facilities for primary 
school aged children, The Centre provides a community based, non-profit service in the 
Balmain locality.  
 
Our program provides an environment of mutual respect and support and assists children 
of varying abilities in developing their skills in communication, creativity, inclusion, 
tolerance and life skills. We also encourage children to become autonomous within a play-
based environment. 
 
 
OBJECTIVES 
 

 To provide an anti-bias, non-discriminatory environment. 

 To highlight individual accomplishment in a non-competitive environment. 

  

 To encourage the development of children’s confidence and self-esteem. 

 To facilitate social development through school group inter-relations (ie, through joint 
play and learning among children from different schools). 

 To provide a broad variety of learning experiences with an emphasis on play, learning 
and fun. 
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PHILOSOPHY 

 

We acknowledge the Traditional Owners and Custodians of this land, the Gadigal people 

of the Eora Nation. 

Our Philosophy is guided by our local context, the spirit of Balmain Public School and 

Father John Therry Catholic Primary School, the National Quality Standard and the My 

Time Our Place learning framework.  

All children are unique. All children are individually assessed and given equal opportunity. 

We strive to provide children with opportunities to discover, play and grow while in our 

care. All of our children are valued and their contributions to our environment respected. 

We expect that the values of inclusion and equity are upheld by all stakeholders. Each 

voice, when valued and respected, can contribute positively to our chorus.  

Our Program encourages children to take initiative and make choices regarding their 

learning and environment. 

Our programming reflects the incorporation of children’s voices. Each child’s knowledge is 

valued and can be used as a tool for enhancing the learning experiences of others. Within 

an open, comfortable and safe environment children can be exposed to challenging 

experiences that they might not find away from School Aged Care.  

We believe in the value of leisure and play-based learning alongside intentional teaching 

strategies, as it inspires children to take initiative in their own development. Play-based 

learning helps to promote the value of creative thinking in their education, their 

relationships and future life. For us, supporting and stimulating our children’s creative 

agency is one of the most exciting and valuable experiences in providing care to School 

Aged Children.  

ESC recognises that our families are active members of a wider community. 

We value our place within a broader network of children’s development and take pride in 

being a community based service. To work within these networks entails that we work in 

cooperative partnerships with our families and schools. As a result, we find that children 

gain a strong sense of their own identity when they are conscious of their own place within 

the broader world and are enabled to connect to it in multiple, meaningful ways.   

We believe that secure, trusting relationships are the foundation of children’s and staff 

development. 

We value the relationships formed in our centre, as they become the foundation for the 

social, and emotional skills of our children in the years to come. As such, we actively 

facilitate the interaction of all of our children together regardless of their background, 

culture, abilities and interests. It is vital that children leave us with an open mind towards 

the people around them, and the world they live in.  

Our staff are highly competent and bring together a diverse range of interests and skills. 

This is reflective of our collective Educational Focus, and the culture of lively professional 

inquiry we accept and expect in staff communication.  

We strive to give our children the highest possible quality of care. 
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GENERAL INFORMATION  
 
Eaton Street Centre provides Before and After school care, and Vacation Care for primary 
school aged children from Balmain Public School and Father John Therry School.  We are 
a non-profit community-based independent Incorporated Association and do not receive 
government funding.  
 
The Centre is managed by the Centre Coordinator and a group of volunteer parents who 
are elected annually to the Management Committee. The Centre cannot operate without 
the involvement of parents on the Management Committee.  
 
To provide effective management and quality services, the Management Committee 
meets regularly to discuss issues involving the Centre.  The Management Committee also 
review the development and implementation of policies and procedures, philosophy and 
general information in this Handbook approximately every two years, or as otherwise 
required, with input from the Centre’s Coordinator, other staff and service participants.  
 
Parents are welcome to share interests and skills with the service and to express their 
views on the operations of the service. The Centre requires the input of parents to manage 
and improve both its services and its facilities.  
 
National Quality Framework  
 
The Centre complies with the National Quality Framework for Early Childhood Education 
and Care (NQF), a set of national guidelines recently introduced in Australia for the 
childcare sector, including out of school hours care services.  The NQF includes a national 
legislative framework, a National Quality Standard, a quality rating and assessment 
process and a national body to provide oversight of the system – the Australian Children’s 
Education and Care Quality Authority (ACECQA).   
 
The Centre is regulated by the NSW Department of Education & Communities and as an 
Incorporated Association reports to the Office of Fair Trading. Eaton Street Centre has 
been assessed and rated against seven national quality standards areas in 2016.  The 
outcomes are as follows: 
 

1. Educational program and practice- Exceeding the National Quality Standard 
2. Children’s health and safety- Meeting the National Quality Standard 
3. Physical environment- Meeting the National Quality Standard 
4. Staffing arrangements- Meeting the National Quality Standard 
5. Relationships with children- Meeting the National Quality Standard 
6. Collaborative partnerships with families and communities- Exceeding the 

National Quality Standard 
7. Leadership and services management- Meeting the National Quality Standard 

 
As part of the NQF, a Quality Improvement Plan has been developed to ensure that 
certain aspects of the Centre’s operations are improved to comply with the national quality 
standards. The Centre policies will continue to be updated as required.  Please contact the 
Centre Director with any questions or comments.   
 
Additional information can be found on the following websites: 
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 ACECQA:  http://acecqa.gov.au/home/ 

 NSW Department of Education:  http://www.dec.nsw.gov.au/home 

 Australian Department of Education:  http://deewr.gov.au/my-time-our-place-
framework-school-age-care-australia 

 Network of Community Activities:  www.netoosh.org.au 
 
Contact Information 
Eaton Street Centre Inc. 
C/O Balmain Public School 
1 Eaton Street Balmain NSW 2041    
Telephone: 02 9818 1190  Email:  care@eatonstreetcentre.com.au 

http://acecqa.gov.au/home/
http://deewr.gov.au/my-time-our-place-framework-school-age-care-australia
http://deewr.gov.au/my-time-our-place-framework-school-age-care-australia
http://www.netoosh.org.au/
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1. ADMINISTRATIVE ASPECTS 
 
 
1.1 POLICIES AND PROCEDURES MANUAL 

 
There is a folder kept at the Centre’s office outlining all policies and procedures regarding 
Centre operations. The manual includes policies regarding Centre administration and 
management, facilities and equipment, staff policies, children’s health and safety, and 
Centre programming.   
 
The Policies and Procedures have been updated by the Management Committee to 
comply with the National Quality Framework, including the Children (Education and Care 
Services National Law Application) Act 2010, Education and Care Services National 
Regulations 2011 and National Quality Standards and associated documents.   The 
Policies and Procedures manual is available to parents and guardians at any time.  
Policies are reviewed every 18-24 months or sooner as required. Families are asked for 
feedback on policies through the centre newsletter. Please contact the Centre Coordinator 
for information. 
 
1.2 HOURS OF OPERATION  
 
Before School Care   7:30am to 9:00am Breakfast is provided 
 
After School Care     3:00pm to 6:00pm Afternoon tea, fruit & snacks provided 
 
Vacation Care 7.30am-6.00pm in school holidays and pupil free days (Balmain Public 
School dates) 
 
Other options for Vacation Care in the local area include: 
 

 Balmain East Out of School Hours Care at Nicholson Street Public School 

 Rozelle Out of School Hours Care at Rozelle Public School 

 Orange Grove Out of School Hours Care at Orange Grove Public School 

 Annandale North Out of School Hours Care at Annandale North Public School 

 Kegworth OOSHC Leichhardt at Kegworth Public School 
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1.3 ENROLMENT 
 
Eaton Street Centre accepts enrolments for primary school age children in accordance 
with funding priorities and guidelines. All enrolments are made on the website. 
 
1.3.1 Priority of Access / Waiting List 
 
Access and eligibility is subject to the Priority of Access Guidelines set down by the 
Department of Education, Employment and Workplace Relations (DEEWR), as follows: 

 

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

 Priority 2 – a child of a single parent who satisfies, or of parents who both satisfy, 
the work, training, study test under section 14 of the A New Tax System (Family 
Assistance) Act 1999 

 Priority 3 – any other child 
 
Provision of places for children with additional needs will be made wherever possible, with 
a regular review period. Access to care will focus on the needs of the child and the 
Centre’s ability to meet these needs.   
 
Siblings of children already enrolled in the Centre will be given priority whenever possible. 
 
The timing of acceptance of new enrolments will take into consideration students applying 
for entry to the Opportunity Class (OC) in Year 5 at Balmain Public School, with a target 
date of end November.  The date for new enrolments will be communicated to new 
parents/carers that are expected to enrol in Balmain Public School and Father John Therry 
schools in the following year.  
 
Where demand for care exceeds the Eaton Street Centre’s number of approved places, 
families will be placed on the waiting list.   
 
Depending on availability of care, children may be enrolled at any time throughout the 
year. 

 
1.3.2 Enrolment Form 
 
Enrolments will not be accepted from families without full completion of the enrolment form 
online. 
 
The enrolment form contains all relevant details relating to personal, medical and custodial 
information for each child, parent or guardian and emergency contacts along with any 
special requirements relating to that child.  

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

To confirm re-enrolment in the following year, current parents are asked to fill in a new 
enrolment form at the end of each year, which updates their current circumstances and 
any changes to care required. 
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It is the parents’ responsibility to notify the Centre in writing of any changes to their current 
details on enrolment and if there are changes throughout the year. 

Enrolment forms and change of details form can be obtained at the Centre.  All personal 
information is kept strictly confidential as per the Confidentiality Policy 

 
1.3.3 Child’s Attendance Once Enrolled 
 
The Centre’s responsibility for the child begins when placed in the staff’s care by a parent 
or guardian, or when the child arrives from school for the afternoon session.  If a child is to 
be absent on a day they are normally booked, the family must notify the Centre as soon as 
possible.  The rules for Allowable Absences under CCMS will be followed in relation to all 
absences. 
 
1.3.4 Cancellation of Enrolment 

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

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

 The Centre identifies that care is no longer required or being provided.                                                                                    
The family must give one month’s notice if they wish to cancel a child’s enrolment. 
CCMS guidelines will be followed once an enrolment is cancelled.  
 
 
1.4 FEES 
 
The Centre fees are set by the Management Committee in order to meet the budget for 
each financial year.  There will be ongoing monitoring of the budget and, should it be 
necessary to amend fees, families will be given a minimum of fourteen days notice of any 
fee increase.  
 
1.4.1  Administration Fee 

An Ezidebit form must be filled out correctly and given to the centre. An administration fee 
per family will be set by the Committee each year and must be paid at the time of 
enrolment. As per the Fee Policy, the administration fee is currently $50.00. 
The administration fee will be direct debited out of the nominated account addressed on 
the Ezidebit form. 
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1.4.2 Permanent and Casual Care Fees 
 
The fees payable for childcare at April 2015 (which are subject to change at the discretion 
of the Management Committee) are as follows: 

 Permanent Booking Casual Booking 

Morning $13.50 (up from $12.50) $16.20 

Afternoon $20.50 (up from $19) $21.60 

Vacation Care Centre Days - $55   Incursion Days - $65   Excursion 

Days - $75 

Late fee (if child 

in attendance 

after 6pm) 

$1 per minute per child 

Non-Notification 

Fee 

$10 per family will be charged each time the centre is 

not notified of your child’s absence from the centre 

(see page 19 of this booklet) 

 

Families will be provided with a statement of fees in advance on the commencement of 
the school term. Fees are required to be paid 2 weeks in advance at all times. 

Casual (and emergency) care will be added to the family’s account and debited with the 
normal weekly fee. 

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

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

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

Fees are payable via automated direct debit system only. Our direct debit system is the 
Ezidebit system which automatically deducts child care fees from your account every week 
or fortnight.  

In the event of the fee deduction being dishonoured by the bank, families are liable for a 
fee of $25.88 for late payment. The centre will contact the parent if this occurs to arrange 
a different payment method.  

Families will be given a minimum of fourteen days notice of any changes to the way in 
which fees are collected (Regulation 172).  
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1.4.3  Re-enrolment Fees 
 
 
1.4.4 Child Care Benefit 

Child Care Benefit (CCB) is a Commonwealth Government rebate available to assist 
families with the cost of childcare. The Centre is approved to offer CCB to eligible families. 
 
Families can choose to claim CCB either as reduced fees or as a lump sum at the end of 
the financial year.  If you would like more information about CCB, phone the Family 
Assistance Office on 13 61 50, 1800 810 586 (TTY) or 13 12 02 (languages other than 
English) or visit their Internet site at www.familyassist.gov.au. 
 
 How it works: 

 Parent enrols the child in a child care service 

 Parent seeks information from the Family Assistance Office (FAO), and applies via 
the FAO for the rebate on fees paid to the childcare centre. 

 
 Eaton Street Centre Inc. 
 Customer Reference Number (CRN):  555 006 709C 

 

 Once the FAO receives the application, they assess your eligibility and calculate a 
rebate to be applied on each session of care. This information will be detailed on an 
Assessment Notice, which both you and the Centre will receive. The Centre will 
receive this rebate automatically via internet data base CCMS Childcare 
Management System. This rebate will then be deducted from your fees at this 
Centre. 

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

 

1.4.5 Bookings and Cancellations  

Each family is expected to make bookings in advance, for the care sessions required. 
Bookings will only be accepted when families have completed the Centre’s Enrolment 
Form in full.  
 
Families wishing to cancel their child’s place at the Centre are required to provide one 
month written notice to the Centre Director, or they are liable to pay the equivalent of one 
month child care fees to the Centre.  

http://www.familyassist.gov.au/
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If parents wish to suspend payment of fees for a period (either in respect of one or more 
days of care or in respect of the entire enrolment) then they will need to provide notice of 
cancellation of the enrolment as set out above, and the relevant place will be offered to the 
next child as per the waiting list procedure in the Enrolment & Orientation Policy.  If the 
parent or carer who cancelled the enrolment then wishes their child to return to care on 
the relevant day or days, this will be treated in the same way as a new enrolment request.  
  
1.4.6 Absences  
 
Fees are payable for family holidays and sick days if those days fall on a day that a child is 
booked into the Centre.   
 
The Centre will provide families with information about approved and allowable absences 
and will adhere to the Child Care Management System (CCMS) in relation to absences. 
 
1.4.7 Centre Closure 
 
No fee is charged while the Centre is closed over the Christmas/New Year period or 
during school holidays, except if a child in enrolled in the vacation care program. 
 

 

1.4.8 Overdue Fees 

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

Any arrangements outside of those in this policy will be documented by the Director and 
will need to be signed by the parent. 

 

1.4.9 Debt Recovery 

Failure to pay unpaid fees may result in debt recovery action being taken and 
discontinuation of care for the child unless the family has initiated a repayment schedule 
for the unpaid fees with the Centre Coordinator. 

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

Where a family owes any overdue fees to the Centre, the child’s place may be suspended, 
until all outstanding monies are paid, or both parties agree to a payment plan.  Fees not 
paid by the due date will be followed up as below: 
 
1. An initial letter stating fees are overdue will be sent 7 days after the fees due 
date, giving 7 days for payment. A late fee of $25 will be added to the invoice. 
2. If payment is not received, families will be invited, by telephone, to attend a 
meeting with the Centre Director, and the Treasurer if appropriate, within 7 days to discuss 
a payment plan. 
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3. Failure to attend the meeting and continued non-payment for a period of 5 
working days will result in a second and final letter notifying the family that unless payment 
is made within 5 working days, or a payment plan entered into, the child will be unable to 
attend the Centre. 
4. If a signed payment plan is not adhered to, a follow-up process will commence 
at point 2. 
5. The Management Committee will reserve the right to employ the services of a 
debt collector and the family will be responsible for all fees associated with recovering the 
debt. 
 
1.4.10 Late Collection Fee 
 
The Centre operates from 7:30am to 9am (before school care) and from 3pm to 6pm (after 
school care). The staff are unable to accept children in the Centre outside of these hours.  
Should children be present after the closing time of 6pm, a late fee of $1.00 per 
minute per child will apply.  
 
The hours and days of operation of the Centre will be displayed prominently within the 
Centre (Regulation 173). 
 
In circumstances that are beyond the control of families, for example, weather and traffic 
accidents, which may result in them arriving late to collect their child, the Nominated 
Supervisor will have discretion to decide if families will be charged the late fee.   
 
Families who are continually late collecting their children, may jeopardise their child’s 
place at the Centre. Should this be the case, the Centre Coordinator will meet with the 
family to discuss this. 
 
The fee for late collection of children will be recorded and added to the weekly fee 
statement.   All parents must sign their children out of the service at the correct time. If the 
parent is late and signs the incorrect time, 2 staff members will record the actual time and 
initial the attendance record. 

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

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

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

 After 30 minutes, the child will be taken to the nearest Police Station. 
 
1.4.11 Confidentiality 
 
All information in relation to fees paid by individual families will be kept in strict confidence.  
Members of staff, management or the Management Committee will not discuss individual 
names and details openly.  Information will only be available to the nominated persons 
required to take action, for example, to initiate debt recovery.  
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Families may access their own account records at any time, or particulars of fees will be 
available in writing to families, upon request. 
 
1.4.12 Increase of Fees 
 
The fees are set by the Management Committee in order to meet the budget for each 
financial year.  There will be ongoing monitoring of the budget and, should it be necessary 
to amend fees, families will be given a minimum of fourteen days notice of any fee 
increase (Regulation 172). 
 
1.4.13 Acknowledgement of Responsibility to pay fees 
 
Families will be required to read and sign Section “Conditions of Enrolment” of the 
Centre’s Enrolment Form.  
 
1.4.14 Membership Fee 
 
A membership fee will be considered by the Management Committee annually.  The 
current membership fee is $0 per family; when a membership fee is payable, it will be 
payable on an annual basis.  The membership fee is used to cover costs in relation to 
managing the membership of the Association. 
 
 
1.5 DELIVERY AND COLLECTION OF CHILDREN 
 
Delivery: Before School Care: 
 
Parent or guardian responsibilities in relation to the delivery of children to the Centre for 
the morning session are as follows: 
 

 Parents or guardians must accompany the child/ren into the Centre and are 
responsible for signing child/ren into the Centre for the morning session   Children are 
not to be left at the Centre unattended at any time prior to the opening hours of the 
Centre. 

 Parents or guardians must record the child’s time of arrival and sign the Attendance 
Register when dropping off their child/ren. 

 Parents must ensure that staff are aware of each child’s arrival at the Centre and 
exchange any relevant information with the staff (ie, medication, etc). 

 Any points of information are to be recorded in the daybook or communicated by 
phone or email, such as any particular requirements for the day or any changes to 
who will collect the child.  A notification of change will have to be completed in writing. 

 If a child requires medication to be administered whilst at the Centre, the person 
delivering the child must document this in writing as per the Centre’s Administration of 
Medication procedures. 

 Children are to place their belongings in the appropriate place. 
 
Centre staff will sign out and deliver children to either Father John Therry School or 
Balmain Public School at the close of the morning session. 
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Collection: After School Care: 
 
Centre staff are responsible for signing the children into the Centre for the afternoon 
session.   
Children from Balmain Public School attending the afternoon session are expected to 
report to the Centre at 3pm each day.  Children from Father John Therry School attending 
the Centre for the afternoon session will be collected from 3.10pm onwards. 
 
Parent or guardian responsibilities in relation to the collection of children from the Centre 
for the afternoon session are as follows: 
 

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

 It is the responsibility of the person collecting the child to sign the Attendance Register 
and note the time the child left the Centre. 

 If children are collected after 6:00pm the parent or authorized person will sign them 
out at the correct time. 

 Any person who is collecting a child from the Centre must be listed as an authorised 
nominee on the child’s enrolment form with their contact details. Any changes to 
authorized nominees must be advised in writing to the Centre as soon as possible.  

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

 Staff should be notified as soon as possible if the authorised nominee will be later than 
expected. 

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

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

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

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

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

In the case of a medical emergency the child can be given into the care of an approved 
emergency service. 
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1.6 ATTENDANCE AND ABSENCES 
 
Daily attendance will be taken by the staff at the beginning of each session and recorded 
on the attendance sheet. If your child is going to be absent, please advise the Centre 
as soon as possible beforehand. 
 
Fees are paid for the days the child, during the term time, is booked into the Centre 
(permanent or casual) including times the child is absent due to illness, public holidays or 
other circumstances. 

1.6.1 Absent Children 

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

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

If the parent does not know until the day they must ring the Centre and inform a staff 
member, prior to 2.30pm.  Where possible this change should be confirmed in writing by e-
mail. This information must be recorded in the phone/message book. The parent must 
indicate the expected time of absence, for example the dates that their child/children are 
expected to be away due to illness or holidays.  

The parent must ring and inform the Centre when the child returns to school and that the 
child will be attending the Centre on that afternoon. 

The Centre will provide families with information about approved and allowable absences 
and will adhere to the Child Care Management System (CCMS) in relation to absences. 
 
There will be no charge for pupil-free days unless your child attends the Centre those 
days. 
Child Care Benefit discounts can only be given for up to 42 unexplained absences per 
financial year, after which full fees must be charged for sessions were children are absent 
but were registered to attend. If parents or guardians provide us with written 
documentation (i.e. medical certificate) to explain an absence, that session will not be 
counted towards the 42-day limit. 
 
No fee is charged while the Centre is not available. 
 
1.6.2 
 

NON-NOTIFICATION FEE  

 

We request all families to contact the centre before 2.30pm on the day of their child’s 

absence (please see Absent and Missing Children Policy). Families that fail to notify the 

centre, which results contact being initiated by the centre, before 2.30pm on the day of the 

absence, will be charged $10 each day. This will be added to the fee statement as an 

additional charge. 
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1.7 CHILD PROTECTION POLICY 

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

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

Our Centre will carry out the responsibilities of Mandatory Reporters as indicated under 
legislation. This responsibility involves following the procedures as outlined by Community 
Services and the NSW Commission for Children and Young People. 
 
 
1.8 CUSTODY AND GUARDIANSHIP 
 
If a child is subject to an access order or agreement, the Centre must have a copy on 
record plus any subsequent alteration registered by the court. 

If no Court Order is provided, the child will only be handed to persons nominated on the 
enrolment form. 
 
Evidence of court orders or agreements will be considered part of the enrolment in order 
to minimize the likelihood of distressing situations occurring in the future. Records will be 
kept confidential at the Centre. Staff will also be made aware of the requirements of the 
custody order. 

 
 
 
 
 
1.9 COMPLAINTS  PROCEDURE 
 
We believe that parents have an important role in the Centre and we value their 
comments.   
 
The Centre supports the parents’ right to complain and will help them to make their 
complaints clear and try to resolve them. If parents have any concern in relation to the 
Centre, staff, management, programs or policies, they are free to communicate that 
concern to the Coordinator who will arrange a time to discuss their concern and come to a 
resolution to address the issue.  
 
A complaint can be informal or formal. All confidential conversations with parents will take 
place in the office or in a quiet place away from the children, with other parents or staff not 
involved. 
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If the complaint is not handled to the parent’s satisfaction at this level they should discuss 
the issue with the President or liaison person of the Management Committee, either in 
writing or verbally. 

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

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

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

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

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

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

 
 
1.10 PRIVACY AND CONFIDENTIALITY 
 

The Centre will make every effort to protect the privacy and confidentiality of all individuals 

associated with the Centre by ensuring that all records and information about individual 

children, families, educators, staff and management are kept in a safe and secure place 

and are not divulged or communicated, directly or indirectly, to another person.  

 
We aim to ensure that all appropriate and required records are kept for the specified 
period of time as per the Confidentiality Policy.  Confidential records and information are 
kept in a secure place and only disclosed to people who have a legal right to know. 
 
1.11 CENTRE STAFFING 
 
1.11.1 Staff / Child Ratios 
 
The Centre currently has the capacity to provide out of school hours care for up to 145 
children per day.  According to the National Regulations there are no child/staff ratio 
requirements for Out of School Hours Care centres such as Eaton Street Centre Inc., but 
for your information, our Centre has a staff/child ratio of 1:12.   
 
1.11.2 Working with Children Check 
 
All staff and volunteers at the Centre are screened with the Working with Children Check, 
in compliance with the National Regulations, the Child Protection (Prohibited Employment) 
Act 1998 and the Commission for Children and Young People Act 1998. 
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1.11.3  Staff and Parent/Carer Communication 
 
Staff will create a comfortable and supportive environment for parents and strive for open 
communication and good relations with parents. Staff and parents will treat each other 
with respect, courtesy and understanding and appropriate language is to be maintained at 
all times. 

Educators will maintain regular, open communication with parents. Educators should 
inform parents personally about anything relating to their children as an ongoing process.   
Educators will regularly talk to parents about the child’s interests or activities and respond 
to suggestions from the parents. 
 
 
1.11.4  Nominated Supervisor and Educational Leader 
 
The Centre’s Nominated Supervisor will be responsible for the service at all times 
regardless of their attendance at the Centre. In the absence of the Nominated Supervisor 
at any time, a Responsible Person will be selected to be in charge of the daily operation of 
the Centre. The Centre will display the details of the Nominated Supervisor and 
Responsible Person at all times the Centre is operating.  
 
The Centre will appoint an Educational Leader and display the name of this person for 
families should they wish to discuss the Centre’s programming practices. 
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2. CENTRE PROGRAMMING 
 
 
2.1 PROGRAM CONTENT 
 
The educational leader will worker in conjunction with the Coordinator and staff members. 
The development of a child centric program, which reflects the philosophy of the Centre 
and meets the social, physical, recreational, intellectual, creative and emotional 
developmental needs of the children attending the Centre. 

The program provides a variety of activities based on the children’s abilities, interests and 
needs. These experiences will enable children to learn new skills and learn more about 
their world. In order to do this, staff members set up activity centres, supervise play, 
participate and direct activity where required. The following activity centres are set up 
each day: construction; games and puzzles; drama and role-play; reading; craft; and 
sports.  Other activities include music and dancing, cooking and special events as 
advertised on noticeboards and in newsletters. 
 
The centres program implements the ideas and outcomes within the My Time, Our Place 
Framework (Framework for School-age Care). Within this frame are five broad outcomes: 

1. The child will have a strong sense of identity; 
2. The child will be connected with and contribute to his or her world; 
3. The child will have a strong sense of wellbeing; 
4. The child will be a confident and involved learner; 
5. The child will be an effective communicator. 

 
Through and ongoing cycle of planning, observation, documentation staff at the centre 
implement a learning and care program that aims to meet the interests and developmental 
needs of the children within the centre.  
 
2.2 GENDER EQUITY 
 
We aim to help the children develop their full potential regardless of their gender. All 
children will be treated in the same manner and provided with the same access to all 
materials and equipment. 
 
 
2.3 DIVERSITY AND ANTI-BIAS 
 

We aim to ensure that children and parents are treated with dignity and respect at the 

Centre, regardless of their gender, ethnicity, religion, physical or cognitive abilities or 

sexual preference. Doing so will help ensure that the experience of families with the 

Centre is free from discrimination and harassment. 

 

We will recognise the diversity of cultures in Australia and help foster an awareness and 

acceptance of other cultures within each child, through the thoughtful integration of a 

variety of cultural activities in the program. 
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All activities and behaviour in the Centre will be considerate of the cultural and linguistic 

diversity of the families within the community. Children will be encouraged to explore and 

share a range of cultural activities and experiences in an environment free from racial 

prejudice and harassment and acknowledging the many and varied backgrounds of 

children. 

 
2.4 TOYS AND GAMES 
 
There are a variety of toys and games at the centre. Children are strongly discouraged 
from bringing their own toys and games from home, due to the risk of getting lost or 
broken. The Centre is not responsible for any loss or damaged toys and games the 
children bring from home. 
 
2.5 HOMEWORK 
 
Homework remains the responsibility of the parent/s, school teacher/s and the child. A 
space will be available each day where children can choose to do private study or 
homework. Children can be encouraged but not forced to complete their homework during 
before/after school care. 
 
2.6 EXCURSIONS 
 

Excursions can be a valuable part of the Centre's program as they provide variety and an 

opportunity to expand a child’s experience, explore different environments and learn new 

activities, including their local community, away from the Centre’s premises. 

 

Excursions are accommodated as and when it is deemed appropriate pending a risk 

assessment and compliance. Parent’s permission will be sought for all excursions. 

Children on excursions will be ensured proper supervision and care, for the full duration of 

the excursion. 
 
2.7 VIDEOS & FILMS 
 

Films and videos can be used as part of the program of activities after thoughtful 

consideration relating to the content and message of the film. All videos and films will be 

suitable for the children’s ages. 
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3. HEALTH & SAFETY 
 
Eaton Street Centre provides an environment that ensures the safety, health and 
wellbeing of children at all times. The welfare and protection of all children is of paramount 
importance. 
 
3.1  CHILD SAFE, CHILD FRIENDLY POLICY 
 
Involving children 
Eaton Street Centre supports the active participation of children in our organisation. We 
listen to children' views, respect what they say and involve them when we make decisions, 
especially about matters that will directly affect them. 
 
Supervising and supporting our workforce 
1. We promote respect, fairness and consideration for all staff, volunteers and students. 
2. All staff, volunteers and students have a more senior officer assigned to support and 

supervise their work. 
3. All new staff, volunteers and students will receive a copy of the Child-safe Child-

friendly Policy, Code of Conduct and Dealing with Complaints process. 
 
Selecting the right workforce 
1. Eaton Street Centre will maintain a rigorous and consistent recruitment, screening 

and selection process.  
2. We will achieve this standard through interviews, references, the Prohibited 

Employment Declaration, and the Working With Children Check. 
 
Dealing with complaints 
1. Outline the organisational procedures for children and workers to raise concerns or 

complaints. 
2. The Coordinator together with staff will manage all complaints. 
 
Letting everyone know about our policies 
1. We will hold regular information sessions for staff, volunteers and students. 
2. Our policy will be discussed during induction sessions for all new staff, volunteers 

and students. 
 
 
3.2 FOOD & NUTRITION 
 
The Centre believes that good nutrition is essential for a child’s healthy growth and 
development.  For this reason the Centre will provide nutritious, good quality food 
consistent with the Dietary Guidelines for Children and Young People in Australia. 
 
During before school care, breakfast consisting of cereals, yoghurt, toast with a variety of 
spreads, fruits (dried or fresh) as well as cold or warm milk is provided. 
 
During the after school care, between 3:00pm and 3:40pm the Centre provides water and 
a light nutritious snack consisting of a warm /cold meal, sandwiches and fruits and 
vegetables.  This is followed by fresh fruit and snacks between 4:45pm and 5:00pm. 
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It is the parent’s responsibility to make sure that the Centre is aware of any food allergies, 
dislikes or religious restrictions your child may have. 
 
3.3 HYGIENE 
 
The Centre aims to maintain a healthy and hygienic environment that promotes the health 
of the children and staff. 
 
All staff and children are required to wash their hands before and after preparing/eating 
meals, before and after going to the toilet, after wiping their nose or being in contact with 
any body fluids to avoid spreading of germs. Staff also implement additional hygiene 
practices in line with our health and safety policy. 
The Centre is also cleaned on a daily basis.  
 
3.3.1  Food Handling 
 
Staff will wear disposable gloves when in contact with food. If this is not possible due to 
allergic reactions, staff will wash their hands in warm soapy water before preparing food.  
All areas where food is prepared are cleaned and disinfected. The refrigerator is set at a 
proper temperature and all food is checked by the use-by date that is displayed on the 
product. Children are asked to wash their hands before handling food. 
 
3.4 SUN PROTECTION 
 
All children must bring a sun hat for participation in outdoor activities and play. If children 
forget their hats, there is a supply of spare hats that are laundered daily. Children must 
wear a hat in order to play outdoors. Children can choose to not wear a hat and stay 
indoors, transferring between rooms under the covered areas of the playground. 

Sunscreen will be made available for children. 

Parents should inform the Centre in writing if they do not wish their child to use sunscreen.  
Staff will respect the parents’ right to refuse children using sunscreen; however, such 
children will be required to wear appropriate clothing or play in the shade.   

Where children have allergies or sensitivity to the sunscreen, parents will be asked to 
provide an alternative sunscreen, or the child encouraged to play indoors. 

 
3.5 EMERGENCIES & EVACUATION 
 
The Centre will provide an environment that provides for the safety and wellbeing of the 
children.  All children and staff will be aware of, and practiced in, emergency and 
evacuation procedures. Emergency and evacuation procedures are practised twice each 
term to familiarise staff and children with these procedures.  
 
The Emergency Evacuation Procedures are outlined in Appendix A. 
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3.6 MANAGEMENT OF BASIC FIRST AID 
 
In the case of a child having an accident at the Centre that results in a minor injury, the 
child will be treated with basic first aid. An accident/incident report form will be completed, 
given to the Coordinator and will be available for parents to read. 
 
The Centre will endeavour to have all staff with current first aid qualifications, with a 
minimum of one staff member working on a given day holding a current First Aid 
Certificate. A First Aid area is available at all times in every room with a respective 
portable first aid kit. All of these kits are monitored and restocked when necessary. 
 
There is a sick bay located next to the homework room in the Office Building.  
 
If the accident results in a major injury, the child will be treated with first aid, either taken to 
Balmain Hospital or an ambulance called. Every effort will be made to contact the child’s 
parent/guardian to inform of the details, and any expenses incurred are the responsibility 
of the parent/guardian. An accident report form will be completed immediately, a copy will 
be sent to the Regulatory Authority, the original will be given to the Coordinator and will be 
available for parents to read and sign. A copy of the signed document will be given to the 
parents. 
 
All injuries/illnesses to a child that the centre deemed necessary that they receive medical 
attention will be reported to the regulatory authority. As such we may require 
parents/carers to provide the centre with a copy of the medical report from the treating 
medical professional. 
 
3.7 ILLNESS AND INFECTIOUS DISEASES 
 
The Centre aims to provide a safe and hygienic environment that will promote the health 
and wellbeing of our children.  We will take all reasonable steps to prevent the spread of 
infectious diseases through the implementation of procedures that are consistent with 
guidelines of the NSW Department of Health.   
 
Children with infectious diseases will be excluded from the Centre for the period 
recommended by the Department of Health.  Where there is an outbreak of an infectious 
disease, each enrolled child’s parent/emergency contact will be notified within 24 hours 
under ordinary circumstances.  The Centre will take care when issuing the notification to 
ensure it is not done in a manner that is prejudicial or names any particular child. 
 
Parents and guardians are requested not to bring sick children to the Centre and 
arrange prompt collection of children who are unwell.  The care needs of a sick child 
cannot be met without dramatically reducing the general level of supervision of the other 
children, or risking other children’s health. 
 
Where a child takes ill at the Centre all care and consideration will be given to comfort the 
child and minimise the risk of cross infection until the child is collected by the 
parent/emergency contact. 
 
A copy of the Department of Health guidelines is available at the Centre or on the 
following website:  http://www0.health.nsw.gov.au/publichealth/Infectious/a-z.asp 
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A child or adult will be considered sick if he/she: 

 sleeps at unusual times, is lethargic 

 has a fever over 38C 

 is crying constantly from discomfort 

 vomits or has diarrhoea 

 is in need of constant one-to-one care 

 Displays symptoms of an infectious disease. 
 
If a child is unwell at home parents are not permitted to bring the child to the Centre. 
Children who appear unwell when being signed in by their parent/ guardian will not be 
permitted to be left at the Centre. 
 

If a child becomes ill or develops symptoms at the Centre the parents will be contacted to 
take the child home. Where the parents are not available emergency contacts will be 
called to ensure the child is removed from the Centre promptly. 
 
The child who is ill will be comforted, cared for and placed in a quiet isolated area with 
adult supervision until the child’s parent or other authorised adult takes them home. 
 
If a staff member becomes ill or develops symptoms at the Centre they can return home if 
able or organise for someone to take them home. The Coordinator will organise a suitable 
staff replacement as soon as possible. 
 
Management of fevers 
 
During a fever, natural methods will be employed to bring the child’s temperature down 
until the parents arrive or help is sought. Such methods include: clothes removed as 
required, clear fluids given, tepid sponges administered. If the child has a fever, the 
parents will be informed and permission sought to give paracetamol. Paracetamol will not 
be given without permission. If a child’s temperature is very high, cannot be brought down 
and the parents cannot be contacted, the child will be taken to Balmain GP Casualty or an 
ambulance called. 

Management of an infectious disease outbreak 
 
Children and staff will be excluded from the Centre if they are ill with any contagious 
illness. This includes diarrhoea and conjunctivitis. Children and staff with diarrhoea will be 
excluded for 24 hours after the symptoms have disappeared or after a normal stool. 
 
In the event of an outbreak of vaccine-preventable disease at Eaton Street Centre or one 
of the schools attended by children attending Eaton Street Centre, parents of children not 
immunised will be required to stay at home for the duration of the outbreak, for their own 
protection. The Public Health Unit will be notified if any child contracts a vaccine-
preventable disease. 
 
The period of exclusion will be based on the recommendations outlined by the Department 
of Health. The recommendation will be available at Eaton Street Centre for viewing. The 
Director will at all times follow the recommendations as outlined in the Health Department 
document. 
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The decision to exclude or re-admit a child or staff member will be the responsibility of the 
Coordinator based on the child’s symptoms, medical opinion and Department of Health 
guidelines for children who have an infectious disease or who have been exposed to an 
infectious disease. The Coordinator or staff members have the right to refuse access if 
concerned about the child’s health. 
 
A doctor’s clearance certificate will be required for all infectious diseases such as measles, 
mumps diphtheria, hepatitis A, polio, tuberculosis, typhoid and paratyphoid before re-
admitting a child to Eaton Street Centre. 
 
Note: Payment of fees will be required for children during an outbreak of a vaccine-
preventable disease, unless other arrangements discussed and agreed to by the 
management committee have been made. 
 
Parents will be informed about the occurrence of an infectious disease in the Centre 
ensuring that the individual rights of staff or children are not infringed upon. 
 
3.8 IMMUNISATION 
 

All children enrolled at Eaton Street Centre must provide evidence of immunisation, or 

exemption, to the Coordinator prior to commencing care. Evidence of Immunisation must 

be in the form for the Australian Childhood Immunisation Register Statement available 

from Medicare. More information can be found here: 

http://www.health.nsw.gov.au/immunisation/Documents/ENGLISH_Parent_Child_Care_En

try_Immunisation_Brochure.pdf  

The above brochure is available in languages other than English: 

http://www.health.nsw.gov.au/immunisation/Pages/ENGLISH-Parent-Child-Care-Entry-

Immunisation-Brochure.aspx  

We respect the right of individual parents whether to immunise or not to immunise their 

children. However children who are not immunised will be excluded for the period of an 

outbreak that is a vaccine-preventable disease.   
 

In the event of an outbreak of disease at the Centre or school attended by children at 
Centre, all families will be advised of the outbreak. 

The Public Health Unit will be notified if any child contracts a vaccine-preventable disease. 

Payment of fees will be required for children during an outbreak of a vaccine-preventable 
disease, unless other arrangements discussed and agreed to by the Management 
Committee, have been made. 

It is recommended that all adults receive a booster dose of tetanus and diphtheria vaccine 
every 10 years. 

 
 
 
 
 

http://www.health.nsw.gov.au/immunisation/Documents/ENGLISH_Parent_Child_Care_Entry_Immunisation_Brochure.pdf
http://www.health.nsw.gov.au/immunisation/Documents/ENGLISH_Parent_Child_Care_Entry_Immunisation_Brochure.pdf
http://www.health.nsw.gov.au/immunisation/Pages/ENGLISH-Parent-Child-Care-Entry-Immunisation-Brochure.aspx
http://www.health.nsw.gov.au/immunisation/Pages/ENGLISH-Parent-Child-Care-Entry-Immunisation-Brochure.aspx
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3.9 ALLERGIES 
 
The Centre is committed to providing safe and effective care of children with allergies.  
Parents are advised to inform the Centre of any allergies their child/ren may have at the 
time of enrolment in the enrolment form.   
 
Where a child has an allergy the parents will be asked to supply a letter from their doctor 
or from the parents explaining the effects if the child is exposed to whatever they are 
allergic to and to explain ways the staff can help the child if they do become exposed. 

Where a child has been prescribed an Epipen, the parents must provide a copy of the 
child’s anaphylaxis action plan signed by their doctor, with a photo of the child, and a 
current Epipen and any other medication specified on the action plan. 

If a food allergy exists, parents will be asked to supply any particular diet if required. 

Details of all food allergies will be placed on a notice near the kitchen area to remind staff. 
A list of what the child cannot eat along with alternatives will be recorded.  

Where it is necessary for other children to consume the particular food allergen (e.g. milk 
or other dairy foods) the child with a food allergy will be seated separately during meal 
times and all children will wash their hands before and after eating. A separate plate, knife, 
fork, spoon and cup will be provided to the child with a food allergy for their personal use 
only. 

 
3.10 MEDICATION 
 
It is not the policy of the Centre to administer medication but if a child requires medication 
while attending the Centre then a parent/guardian must fill out an “administration of 
medication” form and give it to the Director.  
 
The staff member who administers the medication will note their name and the time at 
which the medication was given to the child on the same form, which is to be retained by 
the Coordinator for recordkeeping. 
 
3.11 DEALING WITH MEDICAL CONDITIONS 
 
The Centre will work closely with children, families and where relevant schools and other 
health professionals to manage medical conditions of children attending the Centre. We 
will support children with medical conditions to participate fully in the day today program in 
the Centre in order to promote their sense of well being, connectedness and belonging to 
the Centre.  
 
Staff will be fully aware of the nature and management of any child’s medical condition 
and will respect the child and the family’s confidentiality. The medical conditions policy will 
be provided to parents who identify that their child has a medical condition and a medical 
plan will be completed for each child that identifies with a medical condition. 
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3.12 ASTHMA 
 
The Centre is committed to raising the awareness of asthma amongst those involved with 
the Centre by providing the necessary procedures to ensure the health and safety of all 
persons with asthma. The Centre is committed to provide an environment in which 
children with asthma can participate in all activities to their full potential and to provide a 
clear set of guidelines and expectations to be followed with regard to the management of 
asthma.  
 
Where a child has been diagnosed with Asthma the parents/carers must supply the centre 
with a written Asthma Management Plan signed by their doctor.  
 
More details are available in the Asthma Policy. 
 
3.13 BEHAVIOUR GUIDANCE 
 
For the Centre to maintain a safe and secure environment certain rules must be made, 
understood and obeyed.  All rules must be clearly and concisely conveyed to the children 
and also must be reasonable and fairly implemented. Staff always praise and encourage 
good behaviour. This is also modelled by staff with each other and through our 
communication with the children. 
 
A high standard of socially acceptable behaviour is expected from every child.  

 
RULES FOR CHILDREN 

 
 Be kind and polite to each other and staff 

 We walk inside 

 Use appropriate language 

 Talk to staff of any concerns or problems you may have   

 Clean up after yourself 

 Stay within the grounds of the Centre at all times 

 Leave the Centre at the end of the day only with the authorised person  

 Shoes and hats must be worn outside at all times 

 Keep hands and feet to yourself – no wrestling 

 Use the equipment with care so that you or other children are not at risk of being 

harmed 

 
BEHAVIOUR MANAGEMENT PROCEDURE 
 

PARENTS 
 
When children do not follow the rules of the Centre the Behaviour management process is 
as follows (or similar). 
 
Step One: Child is reminded of rules. 
 
Step Two: Child is encouraged to move away from current irritation or temptation. 
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Step Three: Leads to time out, cooling off, thinking about it and making good. 
 
Step Four: Incidents will be recorded in the child’s file for recurring incidents. 
 
An entry in the BEHAVIOUR BOOK will be followed by contact with a parent. The 
Coordinator will talk to the parent about the behaviour and work on a joint solution if 
possible. 
 
Recalcitrant, dangerous or violent behaviour may warrant temporary suspension 
immediately 

AND/OR 
 
A consultation with the Centre’s Management Committee, which may result in permanent 
exclusion. 

 
DISCIPLINE  
 

It is the policy of the Centre that staff and children show care and consideration for each 
other at all times. 
 
The rules of the Centre, which have been compiled by the staff and the children, are an 
indicator of what is expected of the children when attending the Centre. 
 
When the children have not followed the rules of the Centre the staff will: 
 

 Treat the matter promptly 

 Treat all concerned with respect and consideration 

 Be fair, positive, calm and firm 

 Not resort to yelling, shouting or abuse 

 Never use corporal punishment, threats or humiliation, withdrawal of food or isolation 
for long periods of time 

 Concentrate on the behaviour, not the child 

 Take the child aside, talk to them and discuss the unwanted behaviour 

 Try to identify any contributing factors to the behaviour 

 Help the child to understand they are responsible for their behaviour. Brain storm 
other alternatives 

 Decide on a solution and carry it through 
 

In case of severe or repeated offences, the Coordinator of the Centre will make contact 
with parent/s (refer Behaviour Guidance Policy). 
 
3.14 ANTI- BULLYING 
 

The Centre has a Duty of Care to all children who attend and staff who work within the 
service. Specific details in regards to the Centre’s approach to issues of bullying are 
described in the Anti-Bullying Policy.  
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The Centre is committed to providing a safe and caring environment, which fosters respect 
for others. The Centre will not tolerate bullying. We are committed to providing a 
supportive program for all including targets, bullies and witnesses. 
 



 

 

 

 

 

34 | P a g e  

 

 

4. PARENT INVOLVEMENT & MANAGEMENT COMMITTEE 
 
 
The Centre is an Incorporated Association and as such, families enrolling their chid in the 
Centre are bound by the rules of the Association for the period of the child’s enrolment.   
 
One representative of an enrolled child/ren’s family is entitled to membership of the 
Association, including voting rights at any General Meeting held by the Centre and may be 
nominated (with consent) for a position on the Management Committee at the Annual 
General Meeting.  
 
The Management Committee is elected annually and regular meetings are held in 
accordance with the Constitution. Generally, two Management Committee meetings are 
held each school term. The Committee operates according to best practice in service 
management and ensures that decisions are made in the best interests of the Centre. 
 
The Centre cannot operate without the generous support of parent Management 
Committee members.  All parents are encouraged to become members of the 
Association and consider being nominated for election onto the Management Committee.  
Management Committee roles are as follows: 
 

 President 

 Vice President 

 Secretary 

 Treasurer 

 Staff Liaison Officer 

 Public Officer 

 School Liaison Officer – Balmain Public School 

 School Liaison Officer – Father John Therry School 
 
Decisions about the overall operation and governance of the Centre are made at the 
Committee level.  All Committee meetings and the business discussed in those meetings 
are required to be kept confidential to ensure that good governance policies are 
maintained.  The Committee will ensure that Members are kept informed to the extent that 
it is appropriate and legally necessary. 
 
Parents are encouraged to talk about their needs or issues that may affect them to the 
Centre Coordinator.  Any issues will be brought to the attention of the Management 
Committee by the Centre Coordinator if appropriate.   
 
The Centre requires the input and views of parents to improve both its services and its 
facilities.  Some of the ways you can be involved include becoming a member of the 
Management Committee, bringing odds and ends for craft, share interests and skills in the 
service program, and communicate with staff. 
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VOLUNTEERS 
 
Parents and members of the community can provide an important and valuable learning 
experience for the children. Should you or someone you know like to offer some help to 
the Centre, please let the staff know. All volunteers are interviewed by the Coordinator 
prior to their involvement with children. All volunteers will be required to comply with the 
WWCC guidelines. 

 
5. PARENT AND CHILDREN RESPONSIBILITIES 
 
 
5.1 PARENT RESPONSIBILITIES 
 
To inform the Director in writing if: 
 

 Someone other than an authorised person is picking up your child (must be in writing 
unless in emergency) 

 Your child is sick or going on holidays 

 Custody/access arrangements have changed 

 The contact person has changed   

 You need to change or terminate your booking 
 
Please also inform the Director, ideally in writing, if: 
 

 Your child is having trouble at the Centre 

 You are unable to pay the fees 

 There is any other information that is relevant to the care of your child  

 You have any concerns, complaints or comments about the services provided. 
 

 
5.2 RESPONSIBILITIES OF CHILDREN ATTENDING THE CENTRE 
 
Children are to act in a way which demonstrates that they understand that they are 
responsible for their behaviour. They are not to make it difficult for people at the Centre to 
feel safe and be safe. If a child interfere with others games and activities he/she will be 
reminded of the rule/s and may be asked to go somewhere else, do another activity or sit 
out completely. 

 
ADDITIONAL NOTES FOR PARENTS 

 
The Centre’s aim is to support parents in caring for their children.  
 
Parents can help staff increase their understanding of the children and support them in 
their care of the children. This support can be fostered through day-to-day contact 
between parents and staff. 
 
Staff have chosen to work in the field of Education and Care due to their ongoing 
commitment to providing a service to the community and caring for children.  
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There may be times when staff are not available to talk to parents on the playground due 
to supervision of the children. Please feel free to contact us in an alternative way such as 
by phone or email so that we can arrange a time to speak with you.  
 
Keep in mind that Balmain Public and Father John Therry school records are confidential 
and are not passed on to the Centre. The Centre is caring for the same children without 
the benefit of background information. Your confidence in the professional approach of 
staff to individual children’s problems will contribute to the smooth running of the Centre. 
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Appendix A D-9: Emergencies and Evacuation 

POLICY STATEMENT 

The Centre will provide an environment that provides for the safety and wellbeing of the 

children at all times (“My Time, Our Place” 1.1, 3.1). All children and Educators will be 

aware of, and practiced in, emergency and evacuation procedures. In the event of an 

emergency, natural disaster or threats of violence these procedures will be immediately 

implemented. In implementing the practice sessions of emergency procedures with 

children Educators will encourage children to discuss possible scenarios where 

emergency procedures may be required and support children to come up with solutions 

and ideas for improving on the procedures or discussing ways to avert emergency 

situations (“My Time, Our Place” 4.2). Opportunities for older children to access and use 

the written emergency procedures to orientate new children prior to an emergency drill will 

be provided by Educators on a regular basis prior to carrying out the emergency drill (“My 

Time, Our Place” 5.1 and 5.2). 

CONSIDERATIONS 

 National Regulation 97: Emergency and evacuation procedures  

 National Regulation 98: Telephone or other communication equipment 

 National Quality Standard 2.3; Element 2.3.3 “Plans to effectively manage incidents 

and emergencies are developed in consultation with relevant authorities, practiced 

and implemented” 

 Work Health and Safety 

 Australian Standards 

 Network’s Fire Safety Guidelines 

PROCEDURE 

A risk assessment will be conducted by Educators and Management annually to review and refine 

emergency procedures.  

Emergency evacuation procedures and floor plan will be clearly displayed in a prominent position 

near the main entrance and exit of each room used by the Centre. 

All Educators, including relief staff, will be informed of the procedure and their specific duties 

identified in their orientation to the Centre. Educators will make arrangements as to duties 

undertaken in the absence of other staff.  

Children and Educators will practice the emergency procedure at least twice a quarter, in all types 

of care, before school, after school and vacation care.  

All Emergency Drills will be recorded with date, time and length of time it took to leave building. 

Additional comments on recommendations for improvements can also be included in the record.  

Drills will be conducted more regularly when there are new children. 

Parents will be informed of the procedure and assembly points in the Parents Information 

Handbook. 

No child or Educator is to go to their bags to collect personal items during an emergency 

evacuation. This would lead to confusion and delays. 



 

 

 

 

 

38 | P a g e  

 

The Centre will maintain a fire blanket and smoke detectors supplied by Balmain Public School 

and have them checked regularly as per the manufacturer’s instructions. 

Fire extinguishers will be installed and maintained by Balmain Public School in accordance with 

Australian Standard 2444. Educators will be instructed in their operation. 

Educators will only attempt to extinguish fires if the fire is small, there is no threat to their personal 

safety and they feel confident to operate the extinguisher and all the children have been evacuated 

from the room. 

Educators should be aware of bush fire danger and if relevant have appropriate training on the 

necessary procedures.  

The NSW Fire Brigade Child Safety Unit will be contacted if advice and training on fire safety is 

required. 

Staff members will have ready access to an operating telephone or like communications device to 

enable immediate communication to and from parents and emergency services. 

 

 



 

 

 Eaton Street Centre Emergency Evacuation Procedures 
 
Emergency Evacuation (Fire) 
 

1. Ring Bell 

2. Evacuate children from buildings 

3. Collect Roll and telephone 

4. Call 000 / Balmain Public School Principal tel:9818 1177 

Procedures 
 
Indoor Staff 
 
Office: Director to clear area (includes sick bay, homework area and main entry), collect the 
Roll Book, First Aid bag, telephone and ring 000, call school Principal,  Hand in Roll and bag  
to Assistant Coordinator/Staff,  do final check of buildings and go to Assembly area 1 
(school front gate).  
 
Kitchen and Games Room: Staff to clear area  and take the children to Assembly area 1. 
(School front gate). 
 
Craft Room: Staff to clear area, stress to children not to run on stairs and take children to 
Assembly area 1. (School front gate). 
 
Outdoor Staff 
 
Assistant Coordinator: to check all outside buildings, toilets, sport sheds and clear 
playground. Proceed to Assembly area 1. (School front gate). 
 
Other Outdoor Staff: clear all children from playground and take them to Assembly point 1. 
(School front gate). 
 
ALL STAFF to calmly supervise children and shepherd children to Assembly area 2, 
Rotunda area in Gladstone Park. All children need to be seated. 
 
Assistant Coordinator/Staff to call Roll and report 
absentees and last known location to Director. 
 
Director to Inform emergency authorities and School 
Principal (if present) of missing children and assist them 
on request. 
Director and Staff to transfer children to Father John 
Terry School if necessary. Wait for permission from 
authorities before returning to the building. 
 
Emergency Evacuation: Terrorist Attack  
Same procedures as in fire evacuation but once 
 we are at Assembly area 2, take the children       
down to Mort Bay. 

 
 



 

 

Eaton Street Centre Inc. Emergency Evacuation Procedures 
Intruders or in the event of a Lockdown 

 
Lockdown procedures are implemented when there is a perceived threat of harm to staff, 
children or visitors caused by not limited to:  

 

 Bad Weather 

 Dangerous or threatening person 

 Violent, intoxicated or drug affected persons 

 Dangerous animals 

 Unidentified external disturbance 

 

Lockdown means that staff, children and visitors may not vacate the rooms they are in until 

the perceived threat of harm is either eliminated or resolved. If children and staff are in the 

playground they are to make their way to the nearest room. 
 

Procedure 

 

 The educator who first identifies the threat will notify the Coordinator or Nominated 

Supervisor immediately by walkie talkie. 

 

 The Coordinator or Nominated Supervisor will determine if the centre is required to be 

in ‘Lockdown’ mode. The Coordinator or Nominated supervisor will raise the alarm by 

blowing the emergency whistle 3 times and calling “Lockdown”. If a discreet approach 

is required the whistle is NOT to be used to raise the alarm of Lockdown, instead the 

Coordinator or Nominated Supervisor will determine the best approach to raise the 

alarm after considering the circumstances. 
 

 Educators who are indoors are to ensure no person vacates the room once lockdown 
has commenced and: 

 
1. close and lock all windows and doors and close any curtains(if any) 
2. gather students to sit in middle of room, away from windows & doors if possible 
3. ensure children remain calm and quiet 
4. take a roll of all children and staff present  
5. await contact via walkie talkie from the staff member taking the roll and inform 

them of the children and staff present.  
6. The staff member located in the office at the time of lockdown is to make 

contact with each walkie talkie device to be advised of all persons present and 
their location, to ensure all children and staff are accounted for. 

7. remain in lockdown mode until provided with an ‘’All Clear by the Coordinator, 
Nominated Supervisor or Emergency Services.  
 

 

 Educators who are in the playground or park are to make their way to the nearest 
room, only if it is safe to do so and does not put any person in harm’s way, and follow 



 

 

the above procedure. If moving the students to the nearest room poses a threat, 
educators are to: 

1. gather all students together and sit them in a group 
2. ensure children remain calm and quiet 
3. take a roll of all children and staff present  
4. await contact via walkie talkie from the staff member collecting the roll and 

inform them of the children and staff present.  
5. remain in lockdown mode until provided with an ‘’All Clear by the Coordinator, 

Nominated Supervisor or Emergency Services.  
 

 

 The Coordinator or Nominated Supervisor will call the police/emergency services on 

000. If the Director is unable to make the call another staff member should be directed 

to do so. 
 

 The Coordinator or Nominated Supervisor will notify all parents as soon as possible 
after the lockdown has ceased. 

 

 The Coordinator or Nominated Supervisor will document and review the process. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


