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Policy Group  
Service  Philosop hy and Goals  

1: 
 

 

1.1   Philosophy Statement  

 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ National Quality Standard 

¶ óMy Time, Our Placeô: Framework for School Age Care in Australia 

¶ United Nations Convention on the Rights of the Child 
The serviceôs statement of philosophy provides the foundation for all activities, policies and 
procedures of the service.  Wherever there is uncertainty about policy or procedures, the service 
will reflect on the principles captured in their philosophy statement to help resolve the issue.  The 
written policies and procedures of the service have been developed, and will be monitored and 
reviewed with these values and principles in mind. 
 

 

 

Kids Club is here to nurture your childrenõs desire to learn and to help parents with the 

important work of guiding your childõs intellectual, emotional and physical development. 

 

The children at Kids Club are encour aged to explore, investigate and fulfil their natural 

curiosity within their environment and within their community.  

 

At Kids Club, children develop and participate at their own pace and learn that school 

can be an unending adventure.  

 
  

Date Ratified by 

24/03/2020   
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1.2   Goals  
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 
 

¶ National Quality Standards 
 

¶ óMy Time, Our Placeô Framework for School Age Care (MTOP) (MTOP) 
 

Our Goals 
Kids Club aims that we are a óhome-away-from-homeô for the 

children.  Whilst the program is reflective of the MTOP practices, we 
also strive to meet the ethical and moral standards of society for the 
children.  There is a fine balance to be met where they are able to 

have ófree timeô as well as structured time. 
Approved Provider feels that the children have enough structured 

time at school and within reason they are to be able to relax and be 
themselves whilst learning how to fit into society and the wider 

community through imaginative play and planned activities. 
 
Kids Club Dalby has a number of goals on which our service is based.  These goals are based on 
the outcomes for children as outlined in the óMy Time, Our Placeô Framework for School Age Care 
(MTOP).  Our goals are to encourage children to: 
 

¶ Have a strong sense of identity ï aims to teach children to demonstrate a capacity for 
self-regulation, negotiating and sharing behaviours by motivating and encouraging children 
to succeed when they are faced with challenges. 

 

¶ Be connected with and contribute to their world ï Kids Club Dalby demonstrates 
awareness of connections, similarities and differences between people and how to react in 
positive ways by encouraging children to listen to others and to respect diverse 
perspectives. 
 

¶ Have a strong sense of wellbeing ï Kids Club Dalby aims to teach children to show self-
regulation and manage their emotions in ways that reflect the feeling and needs of others 
by showing care, understanding and respect for all children. 
 

¶ Be confident and involved learners ï Kids Club Dalby aims to teach children to use 
reflective thinking to consider why things happen and what can be learnt from these 
experiences by encouraging children to communicate and make visible their ideas, 
theories, collaborate with children and model reasoning, predicting and reflecting 
processes and language. 
 

¶ Be effective communicators ï Kids Club Dalby aims to teach children to convey and 
construct messages with purpose and confidence, including conflict resolution and 
following directions by modeling language and encouraging children to express 
themselves through language in a range of contexts and for a range of purposes including 
leading and following directions. 
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Policy Group  
Children  

2: 
 
 

2.1   Respect for Children Policy  
 
 
Kids Club Dalby recognizes and acknowledges that the children, their wellbeing, health and safety 
are the main focus.  Children are to be treated by educators and other staff members at all times as 
unique and valued individuals and with respect and dignity.  
 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ óMy Time, Our Placeô Framework for School Age Care (MTOP) 
 

¶ NQS Area: 1.1; 1.2; 2.1.1, 2.1.2; 2.3.4; 4.2.1; 4.3.2; 5; 7.1.1, 7.1.2; 7.2.1, 7.2.3, 7.3.5. 

¶ Policies:  2.4 ï Arrivals and Departures of Children, 2.5 ï Reporting of Child Abuse, 2.6 ï 

Behaviour Approved Provider and Support, 2.8 ï Anti-bullying, 2.9 ï Inclusion and Anti-

bias, 2.11 ï Including Children with Special/Additional Needs, 2.13 ï Use of Photographic 

and Video Images of Children, 2.15 ï Childrenôs Property and Belonging, 3.3 ï Educators 

Practice, 4.9 ï Childrenôs Toileting. 

 

Ä  Procedures  

 

The children are to be considered and, as far as reasonably possible, actively involved in the 

ongoing development of: 

¶ Program and activities (see Policy 3.1 ï Educational Program Planning) 

 

¶ Behavior expectations of Kids Club Dalby (see Policy 2.6 ï Behaviour Support and 

Approved Provider) 

 

¶ the physical aesthetic environment of Kids Club Dalby (NQS Area 3 ï Physical 

Environment)  

 

Educators will:- 

¶ Foster all childrenôs self esteem and confidence, empowering them to make choices and 

guide their own play; 

¶ Promote childrenôs sense of belonging, connectedness and wellbeing by interacting in a 

consistently positive and genuinely warm and nurturing manner; 

¶ Have high expectations for each child, valuing their individual capacity to achieve and 

ensuring they experience pride in their achievements; 
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¶ Respect the diversity of all childrenôs backgrounds and abilities and accommodate the 

individual needs of each child; 

¶ Treat all children equitably and respond positively to all children who require their attention; 

and 

¶ Communicate with children respectfully, taking the time to listen and value what they say. 

  

Date Ratified by 

24/03/2020   
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2.2  Statement of Commitment to the Safety 

and Wellbeing of Children and the 

Protection of Children from Harm Policy  
 
Kids Club Dalby regards as of utmost importance its role in the protection of children in its care.  
This includes Kids Club Dalbyôs moral and legal duties to care for children associated with Kids 
Club Dalby whilst not in the care of their parents or other primary carers.  Such a policy includes a 
statement of commitment to the safety and wellbeing of children whilst attending the Kids Club 
Dalby service. 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ Child Protection Regulations 2000 

¶ Commission for Children and Young People and Child Guardian Act 2000 

¶ Commission for Children and Young People Amendment Regulation (No 1) 2006 

¶ Duty of Care  

¶ NQS Area: 2.3; 4.2.1; 7.1.1, 7.1.2, 7.1.5; 7.3.2, 7.3.5. 

¶ Policies:  2.5 ï Reporting of Child Abuse, 2.6 ï Behaviour Support and Approved Provider, 

2.8 ï Anti-bullying, 2.9 ï Inclusion and Anti-bias, 2.11 ï Including Children with 

Special/Additional Needs, 2.13 ï Use of Photographic and Video Images of Children, 3.3 ï 

Educators Practice, 4.9 ï Childrenôs Toileting. 

 

Ä  Procedures  

 

Approved Provider, nominated supervisors and educators shall be committed to providing an 

environment that is safe and promotes the well being of all children at all times through: 

¶ Requiring that educators and Approved Provider sign a code of conduct (see Policy 
Group 8 and 10). 

 

¶ Ensuring Educator employment and training procedures are used so that Kids Club 
Dalby employs suitable people and conducts adequate orientation (see Policy Group 
8). 

 

¶ Ensuring Educators are directed that, when setting up for all activities, there is a safe 
physical environment as far as reasonably foreseeable. 

 

¶ Children are actively supervised to ensure that they are protected from harm caused 
by: 

¶ physical injury; or 
 

¶ Harassment and other non-physical harm to the child, whether caused by other 
children, staff, parents of other children or any other person. 
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¶ Educators seek to ensure that they are not alone at Kids Club Dalby with a child, 
except in an emergency. 

 

¶ Educators will supervise all areas available to children. 
 

¶ Educators will complete the Hazard Checklist before each session.  Hall Risk 
Assessment is to be revised regularly. 

 

¶ Written parental permission will be obtained for children to be photographed at Kids 
Club Dalby.  Photographs will be for service use only. 

 

¶ Educators will instruct the children to inform them when going to the toilet and will 
ensure that the Childrenôs Toileting Policy (see Policy 4.9) is followed at all times. 

 

¶ Educators, ancillary staff and volunteers are to comply with legal requirements to 
apply for, and hold, the appropriate child worker clearances under the Commission for 
Children and Young People Act, 2002  
 

¶ In the event of and injury or illness where Emergency Services have been called, 
Staff member travelling with Child is to take Childs medical and contact details with 
them. 

 

The Approved Provider (or in the case of an Approved Provider being a corporation, the executive 

officers) will comply with legal requirements to hold a current positive suitability notice under the 

Commission for Children and Young People Act, 2000.   The Nominated Supervisor acts as, or has 

designated an appropriate person to act as, Quality Officer for Kids Club Dalby (see Policy 10.1 ï 

Quality Compliance) and in this capacity: 

¶ Is to keep a copy of the clearances and suitability notice referred to above; and  
 

¶ Ensures that Kids Club Dalby and its staff are aware of all legislative requirements 
and changes relating to the protection of children, including under the Education and 
Care Services National Law Act 2010 and Regulations 2011, Commission for 
Children, Child Guardian and Young People Act 2000 and other relevant legislation. 

 

  

Date Ratified by 

24.03.2020   
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2.3  Educator  to Child  Ratios Policy  
 
Staff/child ratios will be in keeping with, or better than, those set out in the Education and Care 
Services National Regulations 2011.  In setting staff ratios, consideration will be given to the 
activities undertaken, ages and abilities of the children and any special needs that the children may 
have. 
 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ Commission for Children and Young People and Child Guardian Act 2000 

¶ Duty of Care  

¶ NQS Area: 1.1.5; 2.1.1; 2.2.2; 2.3.1 2.3.2, 2.3.3; 3.1.3; 3.2.1; 3.3.2; 4.1; 4.2.1; 5.1.2; 
5.1.3;  6.1.3; 6.3.3; 7.1; 7.2.2; 7.3.1, 7.3.2, 7.3.3, 7.3.5.  

 

¶ Policies: 3.5 - Excursions, 3.6 - Transport for Excursions, 4.5 - Illness and Injury, 7.2 
ï Drills and Evacuations, 7.3 ï Harassment and Lockdown. 

 

 

Ä  Procedures  

 
In setting educator ratios, Approved Provider will be guided by the Education and Care 
National Regulations 2011 and the transitional provisions for Queensland, which set out the 
following: 

¶ A maximum of 15 school age children to 1 educator; 

¶ Where the Educator is under 18, the Educator is to be supervised at all Times by a 
qualified Educator.  At no stage is the Junior Educator to be left with children on their 
own.  The Junior Educator (U18 yrs of age) is to be in line of sight at all times. 

 

¶ Educators must be working directly with children to be included in the ratios; 
 

¶ At least one Educator, with the required first aid qualifications, will be in attendance at 
any place children are being cared for, and immediately available in an emergency, at 
all times that children are being cared for by Kids Club Dalby. 

 
 
Children who may require additional support, assistance or attention are considered.  This 
may include extra educators in accordance with funding and support arrangements for that 
child. 
 
For excursions, educator ratios will be determined once a full risk assessment of the activity 
has been conducted.  When setting these ratios the following aspects of the excursion will be 
taken into account: 

¶ The proposed route and destination for the excursion; 

¶ Any water hazards and/or risks associated with water-based activities; and 

¶ The transport to and from the proposed destination for the excursion; and 
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¶ The number of adults and children involved in the excursion; and  

¶ Given the risks posed by the excursion, the number of educators or other responsible 

adults that is appropriate to provide supervision and whether any adults with specialized 

skills are required (eg life saving skills); and  

¶ The proposed activities and duration of the excursion. 

 

  

Date Ratified by 

24.03.2020   
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Figure 1 Staff: Child ratios and staffing qualifications (based on the number of children attending Kids Club Dalby) 

 
 
 
 

All School age care services will require one person with a 2 year qualification to be present at all times that child care is being provided.   

¶ This person does not have to be the coordinator but in most services this will probably be the case. 

¶ The person may be used to meet the ratios outlined below or work in addition to these. 

¶ If the school age care service operates for more than 7 hours 15 minutes a day (eg. during vacation periods) then a person with the 2 year qualification needs to be present 

for a minimum of 7 hours and 15 minutes. 

¶ There can be more than one person to fulfill the role 

 

 

Kids Club Dalby will require the 
following staff, depending on the 

number of children attending Kids 

Club Dalby. 

2 carers for 16 ï 36 children: 

¶ at least 1 carer must be a qualified assistant 

(Certificate lll level); and 
 

¶ the second person can be an unqualified assistant 

 

1 carer for every 15 children: 

¶ this carer must be at least a qualified assistant  

(Certificate III level) 

 

3 carers for 31 ï 45 children: 
 

¶ at least 2 carers must be qualified 

assistants. 

(Certificate lll Level); and 
 

¶ the third person can be an unqualified 

assistant 

6 carers for 75 ï 90 children: 
 

¶ at least 3 qualified carers must be 

qualified assistants (Certificate lll level);  

and 

 

¶ the other 3 carers can be unqualified 

assistants 

 

4 carers for 46 ï 60 children: 
 

¶ at least 2 carers must be qualified 

assistants. 

(Certificate lll Level); and 
 

¶ the other 2 carers can be an unqualified 

assistant 

 

5 carers for 61 ï 75 children: 
 

¶ at least 3 carers must be qualified assistants 

(Certificate lll Level); and 
 

¶ the other 2 carers can be an unqualified 

assistant 
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2.4  Arrivals and Departures of Children Policy  
 
Kids Club Dalbyôs responsibility for the child begins when she/he enters the premises and ends when the 
child leaves the premises in keeping with the Policies and Procedures set out below.  For the safety and 
protection of children, and in keeping with Duty of Care considerations, Kids Club Dalby has strict 
procedures regarding the arrival and departure of children and particularly the persons who may collect 
children from Kids Club Dalby. 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ Commission for Children and Young People and Child Guardian Act 2000 

¶ Duty of Care  

¶ NQS Area: 2.3.1, 2.3.2; 4.1; 4.2.1; 6.1.1, 6.1.3; 6.3.2; 7.1.1, 7.1.2; 7.3. 
 

¶ Policies; 2.3 ï Educator Ratios, 2.12 - Managing Duty of Care ï Non-Attending Children, 2.14 
ï Bookings and Cancellations. 

 

 

Ä  Procedures  

 

HOURS OF OPERATION 

Before School Care 6.30am - 8.30 am After School Care  3.00pm ï 6.00 pm 

Vacation Care        6.30am ï 6.00pm Pupil Free Days  6.30am ï 6.00 pm 

 

All Children will be signed in and out by the parent/guardian or other person (authorized nominee) whom the 

parent/guardian has nominated on the Enrollment form, or subsequently in writing, as being authorised to 

do so.  

 

¶ Before School Care: All children must be signed in through the tablet provided, providing 
exact times of entry and exit,  by an authorised person and signed out by an educator; 

 

¶ After School Care: All children must be signed in by an educator and signed out by an 
authorised person using the tablet provided, the authorized person must be over the age of 
18;  

 

¶ Vacation Care/Pupil Free Days: All children must be signed in and out on the tablet provided, 
by an authorised person over the age of 18, 

 

Absences and non-signature sessions will be confirmed by the authorised person when prompted on the 

tablet. 
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Cancellation of bookings will only be accepted by parents/guardians, in writing with two weeks notice given.  

All casual bookings (where no notice is received or is not a permanent booking) will incur a 10% surcharge. 

As from when the child has been duly signed in by the authorised person, Kids Club Dalby takes 

responsibility for the child until the child is duly signed out by the authorised person collecting her/him. 

Educators will, where it is possible without unreasonably endangering any person, not allow children to 

leave Kids Club Dalby unaccompanied, or to be released to a person other than the parent or guardian of 

the child, or to an authorised nominee as permitted under the above procedure.  If in doubt, the 

Nominated/Certified Supervisor will contact a parent/guardian immediately to discuss. 

Where no written authority has been received, the parent or guardian may give permission by telephone (to 

be followed up in writing), email or text, for an alternative person to collect the child or for the child to leave 

Kids Club Dalby unaccompanied.  The parent must provide the name and description of any such person 

concerned and proof of their identity will be required on arrival. 

No child will be permitted to travel home or to another activity on their own unless written direction or 

approval or, in an emergency, sms/email direction or approval is received from a known parent or guardian 

of the child. This can be done by the óMy Family Loungeô App followed by a phonecall to notify staff of the 

changes. These records will be kept in childs file. 

No child will be dropped to a residence at the parent/carerôs request.  Parents are to make other 

arrangements for pick up if they are delayed.  In the event if parent canôt be contacted, an authorised 

emergency contact listed on the Enrollment Form will be contacted.  If, the Emergency Contact cannot be 

contacted, staff are to call Police. 

Late Arrivals and Departures 
If children who are booked in to Kids Club Dalby for care have not arrived within ten minutes of expected 

arrival, parent/guardian will be contacted on the numbers, and if necessary emergency numbers, provided 

by parents/guardians.  A phone call to parent/carer is to be made by 3.30pm for After School Care if child 

has not arrived to centre, and no notification has been received for an absence.  An Absent Call sheet is to 

be filled in after Roll Call in the event of a child not arriving.  This Call sheet is then to be filed into childs 

records after contact has been made to Parent/Carer. 

If at closing time children have not been collected or parents have not made arrangements for collection 

within 5 minutes of normal closing time, parents/guardians will be contacted on the most recent numbers, 

and if necessary emergency numbers, provided by the parent/guardian. 

In the event there is no response from contact numbers or parents are unable to arrange collection, advice 

will be sought from the police.  A $10/min surcharge will be added to the account. 

Children Leaving Without Permission 
If a child leaves Kids Club Dalby in any other circumstances and for any reason without permission, the 

Nominated/Certified supervisor will assess the situation immediately and will call the police and a parent / 

guardian as quickly as reasonably possible.  The Relevant Government Dept will be notified of the said 

incident. 

Educators will not leave Kids Club Dalby to pursue a child if: 

¶ It will or may leave the other children in Kids Club Dalby with insufficient supervision; or 

¶ It will, or may expose that staff member to an unacceptable risk of personal harm. 
 
In the event a child leaves the grounds, the Police are to be called, the Parent and then The 
Department is to be notified immediately. 

 
Date Ratified by 

24.03.2020   
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Child arrives 

Child is signed in 

Child is the responsibility of 
the Education and Care 

Service for that session of 
care 

Child appears to be missing or 
cannot be accounted for or 

appears to have been taken or 
removed from the education 
and care service premises in a 
manner that contravenes the 

regulations 

The parent will be notified 
that the child is 

unaccounted for and the 
police called (This point to 

precede last box in this 
column ς as per policy 2.4) 

Service to notifiy Regulatory 
Authority of Serious Incident 

Child does not arrive 

Service representative 
investigates and locates the 

whereabouts of the child and 
parent confirms that the child 
is not attending that session of 

care 

Child is considered and marked 
as absent and is not the 

responsibility of the Education 
and Care Service for that 

session of care 

Child does not arrive 

Child does not arrive 

Service representative 
investigates and is unable 
to locate the whereabouts 

of the child or recieve 
confirmation from the 

parent/guardian of 
whereabouts 

(Refer to service Policy - 
Arrivals and Departures of 

Children) 

The child is considered 
absent and unaccounted for 

and is marked as absent 

The Police are notified that 
a child was expected to 
attend care but has not 
arrived and that their 

whereabouts are unable to 
be determined or confirmed 

by the parent/guardian 

Police 
determine 

action to be 
taken 

2.4.1 After School Care Arrival and Accountability 
Procedure 
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2.5  Reporting of Child Abuse Policy  
 
The service abides by the guiding principles of the Child Protection Act 1999 that the safety, wellbeing 
and best interests of a child are paramount, and that a child has a right to be protected from harm or 
risk of harm.  
 
The Child Protection Act 1999 requires certain professionals, referred to as ómandatory reportersô, to 
make a report to Child Safety, if they form a reasonable suspicion that a child has suffered, is 
suffering or is at an unacceptable risk of suffering significant harm caused by physical or sexual 
abuse, and may not have a parent able and willing to protect them.  
 
The Education and Care Services National Regulations 2011 require an Approved Provider to notify the 
Regulatory Authority of information in respect of prescribed matters including incidents where the Approved 
Provider reasonably believes that physical and/or sexual abuse of a child has occurred or is occurring while 
a child is cared for at an education and care service, or, an allegation that sexual abuse of a child has 
occurred or is occurring while a child is being educated and cared for at a service. [National Regulation 
175(2)(d)&(e) 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ Child Protection (Mandatory Reporting ï Masons Law) Amendment Act 2016 

¶ Family and Child Commission Act 2014 

¶ Child Protection Act 1999 and Regulations 2000 

¶ Duty of Care  

¶ NQS Area: 2.3; 4.2; 5.1, 5.2; 7.1, 7.2, 7.3. 
 

¶ Policies: 2.2 - Statement of Commitment to the Safety and Wellbeing of Children and the 
Protection of Children from Harm, 2.10 - Reporting Guidelines and Directions for Handling 
Disclosures and Suspicions of Harm, 8.4 ï Educator Professional Development and Learning. 

 

Ä  Procedures  

 
Approved Providers, Nominated Supervisor and Educators are Mandatory Reporters. 
 
The Mandatory Reporters at our school age care service will report reasonable suspicions or 
disclosures of harm to the Department of Child Safety.  
 
Mandatory reporters should also report to Child Safety a reasonable suspicion that a child is in need 
of protection caused by any other form of abuse or neglect.  
 
Individuals who are volunteers or under 18 years of age are not mandatory reporters.  
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Educators who are Mandatory Reporters may give information about their reportable suspicion to the 
Nominated Supervisor of our service to enable the Nominated Supervisor to take appropriate action.  
 
To help with decision making and the need to report, the service will access and refer to the online 
guide from the Department of Child Safety (www.communities.qld.gov.au/childsafety/protecting-
children).  
 
Where concerns do not reach the threshold for reporting to Child Safety, the family, with their consent, 
may be referred to Family and Child Connect for support (13FAMILY /13 32 64). 
 
The Approved Provider will ensure that all educators have appropriate and up to date information and 
training regarding the services child protection policies, current Child Protection Laws and 
Regulations including the current mandatory reporting obligations.  
 
Relevant educators will record all details and objective observations immediately. This record is to be 
kept separate from any incident book and is to remain confidential. Information will be shared with the 
school Principal. 
  
All persons involved in a case of suspected child abuse will be treated with sensitivity and respect, 
and all information to the case will remain confidential [see Policy 10.8 - Information Handling (Privacy 
and Confidentiality)]. 
  
For matters in relation to National Regulation 175 (2)(d)&(e), the Nominated Supervisor as the 
representative of the Approved Provider will notify the Regulatory Authority via the National Quality 
Agenda IT System (NQA IT System) within 24 hours of an incident 
(https://public.nqaits.acecqa.gov.au/Pages/Landing.aspx). Where/if the NQA IT System is not 
accessible the Regulatory Authority will be contacted. 

 

  

Date Ratified by 

24.03.2020   

http://www.communities.qld.gov.au/childsafety/protecting-children
http://www.communities.qld.gov.au/childsafety/protecting-children
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2.6  Behaviou r Support and Approved Provider  

Policy  
 
Kids Club Dalby recognises the wide range of age groups that access School Age Care, as well as the 
differing developmental needs of individual children and the variety of diverse backgrounds.   
 
Behaviour support and Approved Provider strategies play a vital role in providing a safe and happy 
environment for all children.  Families, staff and children all have roles to play as detailed in this policy.  
Behaviour support and management are approached through: 
 

¶ Consistency, understanding and supporting children to self-regulate their behaviour; (in keeping 
with community standards); 

 

¶ Respecting each individual child, preserving and promoting their self-esteem; 
 

¶ Encouraging positive behaviour using praise and effective programming; 
 

¶ Acknowledging all behaviours have a consequence and effectively educating the community 
standards expected through education and example setting; 

 

¶ Having regard to the other principles set out in the Philosophy Statement of Kids Club Dalby. 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ Duty of Care  
 

¶ óMy Time, Our Placeô Framework for School Age Care (MTOP) 
 

¶ NQS Area: 1.1.5, 1.1.6; 2.1.1; 2.3; 4.1; 4.2.1; 5.1; 5.2; 6.1.1, 6.1.3; 6.2; 6.3.2, 6.3.3; 7.1.2, 
7.1.4, 7.1.5; 7.2.2; 7.3.1, 7.3.2, 7.3.4, 7.3.5. 
 

¶ Policies: 2.1 - Respect for Children, 2.3 ï Educator Ratios, 2.7 ï Exclusion for Behavioural 
Reasons, 2.11 ï Including Children with Special/Additional Needs, 3.3 ï Educators Practice, 
3.10 ï Observational Recording, 4.6 ï Medication, 5.2 - Food and Nutrition, 9.3 ï 
Communication with Families, 9.5 ï Complaints Handling. 

 

Ä  Procedures  

 

Educators are trained to respond to various developmental stages of the differing ages of the children who 

attend Kids Club Dalby, and will apply appropriate behaviour support and guidance techniques which will be 

consistent with the Philosophy Statement of Kids Club Dalby. 

Educators involve the children as far as reasonably possible in developing behaviour expectations for Kids 

Club Dalby.  
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These behaviour expectations will be clear, child focused, based on acceptable wider community 

expectations, easy to understand and will be on display throughout Kids Club Dalby.  This information is 

also in the Educator Handbook and in the Family Handbook issued to all parents/guardians on Enrollment. 

Educators are required to discuss the behaviour expectations with the children on a regular basis, 

reinforcing why they are necessary. 

Educators are required to follow the service behaviour 

 

Educators are required to: 

¶ model appropriate behaviour, including using positive language, gestures, facial expressions 
and tone of voice; 

 

¶ monitor childrenôs play, pre-empting potential conflicts or challenging situations and support 
children to consider alternative behaviours; 

 

¶ constantly and consistently use positive guidance strategies when reinforcing Kids Club Dalby 
behavior expectations; 

 

¶ support children to make choices, accept challenges, manage change, cope with frustration 
and to experience the consequences of their actions;  

 

¶ acknowledge children through encouragement or reward when they make a positive choice in 
managing their own behavior and recognizing the consequences of their actions. 

 

Educators are not permitted at any time to use physical force/restraint (unless deemed necessary for the 

safety of the child, Educator and other children in the Service) or physical, verbal or emotional punishment 

and practices that demean, humiliate, frighten or threaten a child.  

Educators prompt and support children who are experiencing anger, frustration or fear, to engage in another 

activity or move to a downtime/safe place.   Parent/Carer will be called to arrange pick up of child, if 

behavior is deemed out of control.  Full fees will still be charged for this session. 

Educators are required to follow Kids Club Dalby behavior Approved Provider strategies and techniques, 

including completion of an incident report to be signed by the parent/guardian at the end of the day. Then 

filed in Childs file.   

Behaviour support plans will be implemented if deemed necessary by the Nominated Supervisor with the 

support/input of Educators.  Support plans will be developed collaboratively with the Nominated Supervisor, 

parent/guardian, child and other health/educational professionals as required. 

Parents/guardians are not permitted to approach other children attending Kids Club Dalby regarding 

behavior incidents and/or issues. 

 
  

Date Ratified by 

24.03.2020   
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2.7  Exclusion for Behaviour al  Reasons  Policy  
 
Kids Club Dalby has a Duty of Care to all children who attend and educators who work within, Kids Club 
Dalby.  If: 

¶ A child exhibits inappropriate behaviour or behaviour which threatens the safety or wellbeing of any 
child or other persons in Kids Club Dalby or is repeatedly defiant towards the Educators; 

 

¶ In the Nominated Supervisorôs/Certified Supervisorôs reasonable opinion, the behaviour amounts, 
or may amount, to a threat to the safety or wellbeing of any child or other person in Kids Club 
Dalby; and 

 

¶ The behavior support and Approved Provider procedures (see policy 2.6) have been properly 
applied first but without success, or the behavior presents such an immediate potential threat that it 
is not reasonably possible to apply those procedures; 

 
then the child whose behaviour is inappropriate or has caused the threat to safety or wellbeing may be 
excluded from Kids Club Dalby temporarily or, in some cases permanently. Fees may still apply. 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ Duty of Care  

¶ NQS Area: 2.1.1; 2.3.2; 4.2.1; 5.2.2, 5.2.3; 6.1.1; 7.1.1, 7.1.2; 7.3.1, 7.3.2, 7.3.4, 7.3.5. 
 

¶ Policies: 2.1 - Respect for Children, 2.6 - Behaviour Support and Approved Provider, 3.10 ï 
Observational Recording, 9.3 ï Communication with Families, 9.5 ï Complaints Handling. 

 
 

Ä  Procedures  

 

If, after following the Behaviour Approved Provider and Support Policy, the unacceptable behaviours 

continue; 

¶ Approved Provider will be notified and; 

 

¶ A letter/phone call contact/or face-to-face meeting will be made to the parent/guardian detailing the 

childôs behaviours, exclusion time and expected return date. 

 

Prior to the childôs return, a meeting will be held between the Nominated Supervisor, parent and child to 

discuss possible strategies.  A behaviour support plan may be developed for including the child back into 

the program. If the child is included back and the same behaviour continues upon return, the child will be 

excluded permanently from Kids Club Dalby. 
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Physical danger to child or others: 
If a childôs behaviour causes or may reasonably cause physical danger to other children, educator or the 

child themselves, the parent/guardian of that child will be contacted immediately and asked to collect the 

child. Or if the childôs behavior constantly takes the Educators attention from other children in group, thus full 

supervision is compromised due to the childôs behavior. 

The child will be excluded from the program effective immediately and the lifting of the exclusion will be at 

the discretion of the Nominated Supervisor and Approved Provider. 

 

  

Date Ratified by 

24.03.2020   
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2.8  Anti -bullying Policy  
 
Kids Club Dalby has a duty of care to all children who attend as well as educators and staff who work within 
Kids Club Dalby.  Kids Club Dalby have a strict No Bullying Policy and this will be adhered to at all times. 
 
Kids Club Dalby is committed to providing a safe and caring environment, which fosters respect for others.  
This service will not tolerate bullying behaviours.  We are committed to providing a supportive program for 
all stakeholders including targets, bullies and witnesses. If the bullying continues after the program has been 
developed, a decision will be made as to the continuation of care for the child who is the Bully.  
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ Duty of Care  

¶ Child Protection Act 1999 and Child Protection Regulations 2000 
 

¶ Family and Child Commission Act 2014 
 

¶ NQS Area: 1.1.5, 1.1.6; 2.1.1; 2.3.1, 2.3.2, 2.3.4; 4.2.1; 5.1.3, 5.2; 6.1.1, 6.1.3; 6.2.1, 6.2.2; 6.3.2, 

7.1.2; 7.3.1, 7.3.2, 7.3.4, 7.3.5. 

¶ Policies: 2.1 - Respect for Children, 2.6 - Behaviour Support and Approved Provider, 3.10 ï 
Observational Recording, 9.3 ï Communication with Families, 9.5 ï Complaints Handling. 

Ä  Procedures  

 

Educators will: 
¶ Model caring and tolerant behaviour towards children, parents and other staff members; 

 

¶ Manage all observed or reported incidences of bullying as set out in this policy under ñResponding 
to a Bullying Incidentò; 

 

¶ Carefully monitor childrenôs behaviour while participating in any of Kids Club Dalbyôs programs or 
activities; 

 

¶ Encourage children to report any incidents of bullying that they are either involved in or witness; 
 

¶ Encourage the Parent/Carer to contact Approved Provider, regardless of time or day, to report any 
bullying or incident their child may have experienced, so that the Educators can respond 
immediately.  Parents/Carers are encouraged to call Approved Provider on weekends if necessary.  
Kids Club understands that not all children will report to the Educators at the time of the incident 
and will feel more comfortable at home to express their experiences. 

 

¶ Protect the target from further harm; 

¶ Assist the bully to change his/her behaviour; and 

¶ Keep a record of bullying behaviour by completing a service incident report. 
 

Children will be encouraged to: 
¶ Report any incidents of bullying that they are either involved in or witness; 
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¶ Help someone who is being bullied; 
 

¶ Do everything they can to keep the play safe and happy; and 
 

¶ Use the strategies that they have been encouraged to use to deal with a bullying incident. 
 

 

Parents will be encouraged to: 
¶ Encourage their child to report if they are bullied and contact the Nominated Supervisor or 

Approved Provider as soon as possible; 
 

¶ Watch for signs of bullying and speak to educators if their child is being bullied or they suspect 
bullying; 
 

¶ Work with Kids Club in seeking a permanent solution; 
 

¶ Model caring and tolerant behaviour when interacting with children, educators or other parents; and 
 

¶ Promote strategies that enable their child to feel empowered and confident if they have to deal with 
a bullying incident. 

 
 

Responding to a bullying incident: 
Kids Club Dalby is committed to implementing positive and permanent solutions to bullying.  Educators, 
children and parents will work together to stop all bullying as part of the óno toleranceô approach.   
 
In the event that an Educator needs to respond to an observed or immediately reported incident (either by 
witness, victim or third party), while such incident may still be occurring, the following procedure will be 
implemented: 

¶ Educator will intervene and discuss with the children involved and witnesses.  Mediation may be 
conducted between children with the aim to find an appropriate solution to the problem.  Children 
are encouraged to use conflict resolution strategies.  A back-up plan is considered in the event that 
the first solution proves unsuccessful. 

 

¶ Agreed solution implemented.  Back-up plan implemented if necessary. 
 

¶ Incident recorded on appropriate forms. 
 
For reports of repeat incidents (either by witness, victim or third party): 

¶ Interview with Nominated Supervisor, parents notified.  Appropriate report on incident and 
Approved Provider details completed.  Appropriate consequences for incident discussed and 
implemented. 

 

¶ Monitoring of implementation of consequences. 
 
Further offences may result in suspension from Kids Club Dalby.  Re-entry may require an agreed 
behaviour contract. 
 
  

Date Ratified by 

24.03.2020   
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2.9  Inclusion and Anti -bias Policy  
 
Kids Club Dalby supports the principles of equity through implementing inclusive and anti-bias practices.  At 
our service, the common aim in equal opportunities is to achieve equal relations between nationalities, 
races, religions, genders and special needs. To cultivate each childôs ability to stand up for themselves and 
for others and act to promote equity and justice. To develop programs which support the goals of an anti-
bias program. For each child to be able to recognise and challenge bias. To regularly assess the physical 
environment for inclusiveness and undertake to plan changes in the environment where appropriate. 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ QLD Anti-Discrimination Act 1991 
 

¶ óMy Time, Our Placeô Framework for School Age Care (MTOP) 
 

¶ NQS Area: 1.1.1, 1.1.2, 1.1.5, 1.1.6; 2.2.2; 3.1.3; 3.2.1; 4.2; 5.1; 5.2; 6.1.1; 6.2.2; 6.3.3; 7.1.2, 7.1.3, 

7.1.5; 7.2.1,7.2.3; 7.3.4, 7.3.5. 

¶ Policies: 2.1 - Respect for Children, 2.6 ï Behaviour Support and Approved Provider, 2.11 ï 
Including Children with Special/Additional Needs, 3.3 ï Educators Practice, 8.3 ï Recruitment 
and Employment of Educators, 8.10 ï Employee Orientation and Induction, 9.2 ï Enrollment, 
9.3 ï Communication with Families, 9.5 ï Complaints Handling. 

 
 

Ä  Procedures  

 

 
Parents will: 
¶ Inform the Nominated Supervisor of the family and childôs cultural and/or language requirements at 

the time of Enrollment; 
 

¶ Inform the Nominated Supervisor of the family and childôs additional needs at the time of Enrollment 
or whenever identified; 

 

¶ Be encouraged to contribute to the program and operation of Kids Club Dalby by sharing 
information about their individual needs; 

 

¶ Be informed via Facebook, noticeboard or other appropriate forms of communication about Kids 
Club Dalbyôs policies and practices.  Policies and Procedures are uploaded to Website for parent 
access. 

 
 

Educators will: 
¶ Ensure that their language and daily practices are inclusive and non-discriminatory; 

 

¶ Have the opportunity to develop their understanding of inclusion principles and anti-bias through 
professional development and active participation of in-service training; 

 

¶ Self ïevaluate and monitor their biases concerning gender, stereotypes or other differences 
between children; 
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¶ Ensure their behaviours comply with Kids Club Dalbyôs policies and code of conduct; 
 

¶ Utilise the parentôs expertise in relation to their childôs needs and communicate effectively with 
parents; 

 

¶ Observe the local community of Kids Club Dalby; 
 

¶ Show respect for the various ways that families care for their children and be aware of different 
child-rearing practices and beliefs, whilst upholding the child safety policy; 

 

¶ Incorporate into the program advice identified through consultation with other professionals, the 
childôs family and those with particular expertise in relevant areas; 

 

¶ Ensure that their interactions with children: 
o Promote gender equality; 

o Promote equality regardless of race, culture or differences; 

o Encourage children to develop to their full potential regardless of different abilities or 
needs; 

o Acknowledge and value childrenôs unique and individual differences. 

 

¶ Implement a range of practices to actively counteract bias or prejudice such as:- 
o Provide children with a variety of experiences from a range of social, cultural, linguistic and 

ability backgrounds; 
 

o Use anti-bias language when communicating with children and families; 
 

o Talking to children about differences in positive ways; 
 

o Sharing information with children about different cultures and ability backgrounds, where 
possible; 

 
o Providing inclusive models when discussing family structures with all children; 

 
o Providing inclusive resources, experiences and materials, where possible; 

 
o Providing information for children and families in other languages when appropriate;  

 
o Displaying posters and materials that are representative of a variety of social, cultural, 

linguistic and ability backgrounds, where possible; and 
 

o Ensuring the physical environment reflects an inclusive and anti-bias approach. 
 
 

Approved Provider will: 
¶ Support educators in their professional development opportunities to ensure the provision of 

inclusive and anti-bias programs; 
 

¶ Assess service documents and communications to ensure that they are inclusive and promote an 
anti-bias approach; 

 

¶ Ensure all Enrollment policies and practices are inclusive and anti-bias; 
 

¶ Provide the opportunity for Approved Provider and educators to contribute to the review of the 
policy on an annual basis; 
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¶ Ensure that all equipment and resources purchased promote diversity and inclusion; 
 

¶ Include in the educator selection criteria the applicantôs ability to accept and implement inclusive 
practices and an anti-bias approach; 

 

¶ Include information regarding Kids Club Dalbys commitment to inclusive practices and anti-bias in 
the Educator handbook and induction and orientation package. 
 

¶ Include information regarding the serviceôs commitment to inclusive practices and anit-bias in the 
Parent/family handbook given to families on enrollment. 

 

  

Date Ratified by 

24.03.2020   
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2.10  Reporting  Guidelines and Directions for 

Handling Disclosures and Suspicions of 

Harm Policy  
 
Kids Club Dalby actively works to provide all children with a safe and suitable environment.  In the event that 
a child or relative discloses information to an adult, Kids Club Dalby shall implement the following 
procedures to ensure that this information is managed appropriately and that all suspicions of harm are 
reported in accordance with relevant legislative requirements. 
Harm is defined under the Child Protection Act 1999 as óany detrimental effect of a significant nature on the 
childôs physical, psychological or emotional wellbeing.  For harm to be significant, the detrimental effect on 
the childôs wellbeing must be substantial or serious, more than transitory and must be demonstrable in the 
childôs presentation, functioning or behavior.   
 
Harm may be categorised in the following types: 

¶ Physical abuse, for example, beating, shaking, burning, biting, causing bruise or fractures by 
inappropriate discipline, giving children alcohol, drugs or inappropriate medication; 

 

¶ Emotional or psychological abuse, for example, constant yelling, insults, swearing, criticism, 
bullying, not giving children positive support and encouragement;   

 

¶ Neglect, for example, not giving children sufficient food, clothing, enough sleep, hygiene, medical 
care, leaving children alone or children missing school; and  

 

¶ Sexual abuse or exploitation, for example, sexual jokes or touching and exposing children to 
pornography. 

 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ Family and Child Commission Act 2014 
 

¶ Child Protection Act 1999 and Regulations 2000 
 

¶ NQS Area: 2.3.4; 4.2.1; 5.2.3; 6.2.2; 6.3.1; 7.1.1, 7.1.2, 7.1.5; 7.3.  
 

¶ Policies; 2.1 - Respect for Children, 2.5 ï Reporting of Child Abuse, 2.8 ï Anti-bullying, 3.10 ï 
Observational Recording, 8.10 ï Employee Orientation and Induction, 9.3 ï Communication 
with Families, 9.5 ï Complaints Handling. 

 
 

Ä  Procedures  

 

 
Approved Provider will ensure that educators receive appropriate child protection training, in particular 

ensuring that all educators are aware of the existence and application of the current child protection law and 

any obligations they may have under that law. 
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Approved Provider will ensure that educators receive information and support on how to handle situations 

where information is disclosed to them by a child or by a member of the childôs family or other person. 

For Educators - If you have suspicions that a child is being abused, an appropriate response should include 

the following: 

¶ Have access to a copy of your organisationôs child protection policy and be knowledgeable about 
how to respond appropriately; 

 

¶ Be alert to any warning signs that may indicate the child is being abused; 
 

¶ Observe the child and make written notes as soon as you begin to have concerns.  Pay attention to 
body cues such as changes in the childôs behaviour, ideas, feelings and the words they use; 

 

¶ Have gentle, non judgmental discussions with the child.  Expressing your concern that the child 
looks sad or unwell can result in disclosures.  Do not pressure the child to respond and do not ask 
leading questions that put words into a childôs mouthô 

 

¶ Assure the child they can come and talk to you when they need to, and listen carefully to a child 
when he/she does; 

 

¶ Promptly advise the Nominated Supervisor or Coordinator of your concerns; 
 

¶ Seek expert advice, or make a report by ringing the Department of Communities, Child Safety and 
Disability Services or the Queensland Police Service. 

 

Educators shall report disclosures/suspicions of harm in a confidential manner to the Nominated Supervisor, 

Coordinator and/or Approved Provider who will take the following action: 

¶ Ensure that the disclosure/suspicion of harm is documented by the educator involved as soon as 

possible; 

 

¶ Using the appropriate mechanisms, report to the Department of Communities, Child Safety and 

Disability Services or Queensland Police Services and notify the Department of Education and 

Training ï Early Childhood Education and Care; and 

¶ If appropriate, and upon the seeking of professional advice, Kids Club Dalby may arrange a 

meeting with the family to discuss the nature of the disclosure or allegation.  Such a meeting may 

include the involvement of appropriate support persons. 

The Department of Communities, Child Safety and Disability Services may be contacted by any member of 

staff to obtain professional advice in regard to reporting the disclosure or suspicions of harm. 

The educator receiving the disclosure may be required to speak with the authorities as part of their 

investigations.  Under section 22 of the Child Protection Act 1999, a person who reports suspected child 

abuse is protected from civil or criminal legal actions and is not considered to have broken any code of 

conduct or ethics. 

 

  

Date Ratified by 

24.03.2020   
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2.11  Including C hildren with Special/Additional 

Needs Policy  
 
Kids Club Dalby recognises that additional support may be required when including children with special 
needs into the program.  These procedures will support the successful inclusion of children with 
special/additional needs through implementing practices which are conducive to a supportive environment 
to children, families and educators 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act 2010 and Regulations 2011 

¶ Disability Discrimination Act 1999 
 

¶ Qld Anti-Discrimination Act 1991 
 

¶ Inclusion and Professional Support Program Guidelines (2013-2016) 
 

¶ NQS Area: 1.1, 1.2; 2.1.1, 2.1.2; 2.2; 2.3.1, 2.3.2; 3.1.3, 3.2; 4.1; 4.2.1; 5.1; 5.2; 6.1; 6.2; 6.3; 
7.1.1, 7.1.2; 7.2.1, 7.2.3; 7.3.1, 7.3.2, 7.3.4, 7.3.5. 

 

¶ Policies:  2.1 - Respect for Children, 2.3 - Educator Ratios, 2.9 ï Inclusion and Anti-bias, 4..9 
- Childrenôs Toileting, 9.1 - Access, 9.2 ï Enrollment, 9.3 ï Communicating with Families. 

 
 

Ä  Procedures  

 

 
The family shall be required to provide relevant information upon Enrollment about their child/ren 
which pertains to the childôs special/additional need.  This shall be in the format of appropriate 
questions on the Enrollment form and interview procedure. 
 
Kids Club Dalby shall follow through with an equal opportunity Enrollment process for all children.  
This will involve collecting appropriate information about children which may impact on their ability to 
participate in the program. 
 
Kids Club Dalby shall have the right to request any information in regard to the child/renôs needs so 
far as it may impact on their ability to participate in the program and be appropriately cared for within 
Kids Club Dalby.  
 
Parent permission shall be requested should Kids Club Dalby wish to make contact with the Inclusion 
Support Provider (ISP).  This shall be in the format as required by the ISP.  
 
Kids Club Dalby shall contact the Inclusion Support Provider to obtain advice and information about 
the inclusion process as required. 
 

The processes outlined in the Inclusion Support Provider Program Guidelines shall be followed to establish 

a service support plan. This may involve professional support from the ISP. 
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Kids Club Dalby shall appropriately assess their capacity to include the child within the service through 

conducting a risk management process if necessary.  The service shall maintain the right to make a 

decision regarding the suitable placement of children with special needs in the service based on the 

information, support and advice available.  If unable to accommodate the needs of the child/children or 

family, the service shall refer the enrollment to Waminda Services, Dalby for more suitable care and 

education. 

Appropriate training and support shall be provided for all educators to ensure continuity of care and 

commitment to inclusion. 

 

  

Date Ratified by 

24.03.2020   
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2.12  Managing Duty of Care ð Children who arrive 

at the service without a boo king  
 

Kids Club Dalby recognises that on occasion, children may arrive at or be brought to the service when they are: 

¶ Enrolled in the service but have not been booked in for a session; or 

¶ Not enrolled at the service and have not been collected by their parent/guardian. 

For whatever reason assistance is sought, the Educators shall at all times be required to observe both their duty of 

care and statutory obligations to the best of their knowledge and capacity to ensure the safety and wellbeing of the 

child.   

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act, 2010 and Regulations 2011 

¶ Duty of Care 

¶ NQS Area: 2.3; 6.1, 6.3; 7.3. 
 

¶ Policies:  2.3 ï Educator to Child Ratios, 2.4 ï Arrivals and Departures of Children, 9.2 ï Enrolment, 
9.3 ï Communication with Families. 
 

Ä  Procedures  

 
Kids Club Dalby shall endeavour to establish a mutually beneficial relationship with the school (if 
appropriate) to ensure that the duty of care is upheld by all parties involved.  To this extent the service will: 
 

¶ Follow school procedure by sending children to the office if they are not booked into service; and 
 

¶ Communicate with the office by telephone or in person that the child has been referred to the office for 
collection by parents or guardians. 
 
If the school office is unattended, the Coordinator shall observe the following procedure when recording 
self-referred children as attending and who are currently enrolled at the service: 
 

¶ Make reasonable attempts to call parents or authorised persons; and 
 

¶ Ensure strict adherence to ratios and other legislative guidelines. 
 
If the school office is unattended, the Coordinator shall implement the following procedure when observing 
their duty of care for self-referred children or children who have not been collected from school and who 
are not currently enrolled in the service: 
 

¶ Make reasonable attempts to call parents or authorised persons (including the school Principal or 
Administration) known to the child; 
 

¶ Ensure the children are safe and secure but not participating in the activities of the service; and 
 

¶ Call the police for support when a reasonable time has passed without any notification. 
 

 

  

Date Ratified by 

24.03.2020   
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2.13  Use of Photo graphic and Video Images of 

Children Policy  
 
Kids Club Dalby acknowledges the privacy of families and encourages the appropriate use of photographic 
and video images of children attending Kids Club Dalby to support and promote their involvement in 
relevant programs and activities.  Parent permission is obtained prior to any photographs/videos of children 
being taken or displayed.  
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Family and Child Commission Act 2014 

¶ Privacy Act 1988 and Regulations 2013 

¶ Child Protection Act 1999 and Regulations 2000 

¶ NQS Area: 1.1.4; 4.2.1; 5.2.3; 6.1.1, 6.1.2; 6.2.1; 7.1.2; 7.3.1, 7.3.2, 7.3.5.  

¶ Policies: 2.1 - Respect for Children, 3.2 - Program and Documentation Evaluation, 3.10 - 

Observational Recording, 9.2 - Enrollment, 10.8 - Information Handling (Privacy and 

Confidentiality), 10.12 - Information Technology. 

Ä  Procedures  

 
Parents/guardians shall be required to authorise permission for such images of their children to be taken 
and used by Kids Club Dalby on relevant Enrollment forms and documentation.  Parents shall also be 
informed of the procedure for processing photographic images. 
 
Such permission shall explicitly include local community and in-service activities and events. 
 
Employees of Kids Club Dalby shall only be permitted to photograph children using equipment approved by 
Management.  If using personal phones, images are to be uploaded to Kids Club private facebook group or 
emailed to centre and destroyed off private phone immediately.  No image of children shall be shared on 
personal pages for any reason.  Employees in breach of this policy, will be dealt with accordingly through 
disciplinary action from Management. 
 
Processing of photographs shall be conducted within Kids Club Dalby using the printing equipment 
available.   
 
To protect the privacy of families, children with their own electronic devices (e.g., mobile phone, DSI, etc.) 
will be encouraged not to photograph other children or educators with their own electronic devices. 
 
Staff shall not, under any circumstances, upload photos or videos on their private social media sites either in 
their Work Uniform, or photos taken of children attending Kids Club Dalby whilst at the Centre. 

 
 

  
Date Ratified by 

24.03.2020   
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2.14  Bookings and Cancellations Policy  
 
Kids Club Dalby Approved Provider seeks to implement processes to ensure that the Kids Club Dalby 
service operates efficiently and effectively and that future planning considerations for Kids Club Dalby are 
met through maintaining appropriate records and procedures for childrenôs bookings and cancellations.  
This will ensure future needs of Kids Club Dalby can be assessed through the maintenance of appropriate 
waiting lists and or availability of places and staff ratios can be met through the staff weekly roster reflecting 
the noôs booked. 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Australian Government Department of Education Childrenôs Services Handbook 

¶ NQS Area: 4.1; 6.1.1, 6.1.3; 7.3.1, 7.3.2, 7.3.4, 7.3.5. 

¶ Policies: 2.3 - Educator Ratios, 2.4 - Arrivals and Departures of Children, 3.5 - Excursions, 9.2 - 

Enrollment, 9.3 - Communication with Families, 10.4 - Fees.  

 

Ä  Procedures  

 

The priority of access guidelines are followed with priority given to school age children. 
 

Before and After School Care 
When bookings are made by authorised parties for children to attend Kids Club Dalby, it shall be required 

that: 

¶ The priority of access requirements are followed; 

¶ A completed Enrollment form is received for that child prior to their attendance at Kids Club Dalby; 

¶ Parents are made aware of Kids Club Dalby policies and procedures and have been provided with 

appropriate information in respect of the booking processes. 

Bookings shall be received by all staff at Kids Club Dalby.  New Enrollments are to be received by the My 

Family Lounge app or Nominated Supervisor, Certified Supervisor or Approved Provider and these shall be 

recorded on appropriate forms and lists or via the app.  Bookings shall be on a weekly or fortnightly rotation 

basis. 

Casual bookings will incur a 10% surcharge as per the fees policy.  A permanent booking shall be defined 

by a regular pattern of attendance throughout each term on one or more occasion per week/fortnight.  A 

discounted rate for more than 4 days per week will be applied.  If a child is booked in permanently for 3 or 

more days per week, a half price (out of pocket) discount will apply for two weeks of the year within the 

school term. 

All fees associated with permanent bookings, should the child not attend care due to illness or for any other 

reason, shall be required to be paid in full.  CCS will apply in accordance with allowable and approved 

absence provisions.  No CCS can be applied once the child ceases to attend the service. 
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Casual bookings shall attract a higher fee due to the nature of the booking and irregular attendance pattern 

associated.  Any cancellations for a casual booking shall still incur the relevant fee charged. 

Casual bookings shall only be available to families where Kids Club Dalby has approved places available 

and will incur a 10% surcharge for this booking. 

Kids Club Dalby shall comply with reporting of bookings requirements as described by the Australian 

Government Department of Education through the Child Services Handbook. 

At the end of each calendar (school) year, all routine bookings for before and after school care are cleared 

and become vacancies.  Families will be required to complete a new booking form with notification of 

booked days for the coming year.  Each Vacation Care period requires a new booking form for that Vacation 

Care break. 

All families should be requested to update their enrollment information at the beginning of a new school 

year.  Any vacancies that arise become subject to the priority of access policy in determining who may fill 

that vacancy. 

Bookings are required by all families who seek to use Kids Club Dalby on a permanent or casual basis. 

Changes to bookings and/or cancellations will only be taken: 

¶ from a parent/authorised persons; 

¶ change of booking form in writing is preferred or by email. 

¶ Two weeks notice is given for any changes or cancellation, this is at the discretion of Approved 
Provider. 

A message received via the child is not to be accepted.  All bookings and changes of bookings are to be 

done via the My Family Lounge App. 

Cancellation of bookings for before and/or after school care must be made 2 weeks prior to the session 

starting or a fee, equal to the fee for that session will be charged.   

If the childôs booking hasnôt been cancelled and Kids Club Dalby makes attempts to locate the child, a non-

cancellation fee may be charged in addition to the prescribed fee for that session at full cost. The booking 

will roll over for two weeks then cancelled.  Full fee ï without CCS ï will be charged for the last two weeks.  

This applies to ALL bookings at Kids Club Dalby.  E.g. Before School, After School and Vacation Care. 

Vacation Care 
In addition to the above, Vacation Care and Pupil Free Day bookings shall: 

¶ Be completed via the My Famiily Lounge App; 

¶ (If appropriate) Attract a fee discount for all bookings paid in advance prior to the start of the 

Vacation period of 10%. (see Policy 10.4 ï Fees). 

Cancellation of bookings for vacation care must be made with strictly 7 working days notice min, preferably 

two weeks notice, or a fee, equal to the fee for that booking will be charged. 

Bookings for vacation care excursions will not be taken without the designated fee. 

Cancellations for vacation care excursions must be made with 7 working days notice or a fee, equal to the 

fee for that excursion will be charged and any money paid may be forfeited. 

Cancellations on the day of the excursion will be charged the full fee for the session and the full excursion 

cost. 

Allowable Absences 
Cancellations that attract the prescribed fee for that session will be counted towards the familyôs Allowable 

Absences for the year, as per the current Child Care Service Handbook.  
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Cancellations that attract the prescribed fee for that booking, that are over and above the yearly Allowable 

Absences, will require specific documentation as per the current Child Care Service Handbook.  Failure to 

provide the required documentation will result in the full fee for that booking being charged to the familyôs 

account. 

  

Date Ratified by 

24.03.2020   
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2.15  Childrenõs Property and Belongings Policy 
 
Kids Club Dalby acknowledges that children will bring to Kids Club Dalby or carry with them certain items of 
personal belongings.  This policy details the types of belongings that children may bring with them on a 
regular basis and the level of responsibility associated with bringing those belongings by various 
stakeholders. 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Duty of Care 

¶ NQS Area: 1.1.5, 1.1.6, 1.2.1; 2.3.2, 2.3.4; 5.1.1; 6.1.1,  

¶ Policies: 2.1 - Respect for Children, 2.9 - Inclusion and Anti-bias, 2.17 ï Children Accessing the 

internet, 2.18 ï Cyber-bullying, 2.19 ï Childrens Media Viewing, 3.5 -  

Excursions, 9.2 - Enrollment, 9.3 - Communication with Families, 9.5 Complaints Handling, 10.12 

Information Technology. 

Ä  Procedures  

 
The family shall be responsible for providing the child with appropriate belongings and property required for 
active participation in Kids Club Dalby.  Such property may include (but is not limited to): 

¶ Footwear; 

¶ Clothing; 

¶ Hats; 

¶ Bags and Lunch boxes. 
 

All personal property and belongings shall be clearly named or labelled. 
 
Electronic games or devices are  brought to kids Club are at the familyôs risk.  All electronic devices are to 
be disconnected to the Internet and will be put away when instructed.  Any devices found to be connected 
to the Internet will be confiscated and will be banned from the Centre.  Breakages or losses therein are the 
responsibility of the child, not Kids Club Dalby. 
 
Kids Club Dalby shall inform the family through the closed facebook group and publications such as the 
family handbook of appropriate personal belongings required at Kids Club Dalby.  
 
Kids Club Dalby shall not take responsibility for any of the childrenôs personal property or belongings, but will 
endeavour to: 

¶ Actively encourage children to care for their belongings; 
 

¶ Remind children appropriately when belongings need to be placed in storage e.g. Lunch box into 
bag; 
 

¶ Ensure that participation in service activities and experiences does not wilfully damage belongings; 
and 
 

¶ Provide protective equipment such as painting smocks for relevant activities. 
 

Throughout special program times i.e. Vacation Care or Pupil Free Days, the children may on occasion, and 
when advised be able to bring with them personal belongings other than day to day necessities e.g. games 
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and toys. This shall be done solely at the discretion and responsibility of the family. No responsibility shall be 
taken whatsoever for any items brought to the service which become lost or damaged as a result. 
 
If a child is found to be videoing or taking photos of other children, they will be immediately deleted and the 
device will be confiscated.  The childs privilege of bringing such devices to Kids Club will be rescinded  No 
videos or photos taken at Kids Club Dalby are to be uploaded to the Internet.  If such photos or videos are 
found on the Internet, the child will be instantly expelled. The safety and privacy of all children is paramount 
to Kids Club Dalby. 
 
Kids Club Dalby shall provide appropriate storage for lost property which shall be available to children and 
families at all times. 
 
Any grievances or concerns relating to lost, damaged or stolen property of the children shall be documented 
and followed up, in accordance with the grievance and complaints procedure. 
 

Date Ratified by 

24.03.2020   
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2.16  Promoting Protective Behaviours Poli cy  
 
The service considers its role in the protection of children of utmost importance and therefore takes a 
proactive approach in supporting families and children through promoting protective behaviours to ensure 
childrenôs ongoing safety, wellbeing and protection 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 

¶  Education and Care Services National Law Act, 2010 and Regulations 2011  

¶  Family and Child Commission Act 2014 ¶ Child Protection Act 1999 and Regulations 2000  

¶  Duty of Care  

¶  NQS Area: 2.3.1, 2.3.2, 2.3.4; 4.2.1; 5.1.1, 5.1.3; 5.2.2, 5.2.3; 6.1.2; 6.2.1, 6.2.2; 6.3.1; 7.3.5  

¶  Policies: 2.1 ï Respect for Children, 2.2 - Statement of Commitment to the Safety and Wellbeing of 
Children and the Protection of Children from Harm, 2.10 - Reporting Guidelines and Directions for 
Handling Disclosures and Suspicions of Harm, 3.3 ï Educator Practices, 9.3 ï Communication with 
Families, 9.6 ï Parent and Community Participation. 

Ä  Procedures  

 
Management, Coordinators and educators shall be committed to providing an environment that encourages 

childrenôs personal safety and promotes the wellbeing of all children at all times.  

Coordinators and educators support childrenôs personal safety through:  

¶ Reinforcing protective behaviour strategies such as:  

o We all have the right to feel safe all of the timeô; and 

o  óNothing is so awful that we canôt talk to someone about itô. 

¶ Encouraging children to interact and/or physically touch other children in a safe and non-

threatening way;  

¶ Building on childrenôs problem solving, reasoning and communication skills (e.g. brainstorming safe 

strategies for unsafe situations). 

Coordinators and educators actively encourage childrenôs personal safety behaviours in all sorts of 

situations including:  

¶  Outside in the sun;  

¶  Using the road while walking or riding;  

¶  Being cautious and aware of strangers; and  

¶  Who to go to for help if lost or feeling uncomfortable about an event or person.  
Coordinators and educators collaborate with families to ensure childrenôs learning about personal safety is 

culturally appropriate. 

Coordinators liaise with school administration to develop awareness of personal safety programs provided 

within the school setting. These events are communicated to educators to prepare them for childrenôs 

questions and/or comments. The Coordinator liaises with management and families to develop and 

implement strategies for providing opportunities for personal safety programs for children to be included as 

part of the service program.  

  

Date Ratified by 

24.03.2020   
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2.17  Children Accessing the Internet Policy  
 
Kids Club Dalby acknowledges that children may access the internet for educational and/or recreational 
purposes during the operational hours of the program. Therefore, the service takes a proactive approach to 
educating children on safe and secure internet usage. This policy aims to establish guidelines on access to 
the internet and/or online social networking with the aim of protecting children from risk of harm. 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include:  

¶  Education and Care Services National Law Act, 2010 and Regulations 2011  

¶  Family and Child Commission Act 2014  

¶  Child Protection Act 1999 and Regulations 2000  

¶  Privacy Act 1988 and Regulations 2013  

¶  óMy Time, Our Placeô Framework for School Age Care in Australia  

¶  Duty of Care  

¶  NQS Area: 1.1.1, 1.1.6; 2.3.1, 2.3.2, 2.3.4; 3.2.2; 4.2.1; 5.1.3, 5.2.2, 5.2.3; 6.1.1, 6.3.2; 7.3.5.  

¶  Policies: 2.2 ï Statement of Commitment to the Safety and Wellbeing of Children and the Protection 
of Children from Harm, 2.8 ï Anti-Bullying, 2.15 ï Childrenôs Property and Belongings, 2.18 ï 
Cyberbullying 3.1 ï Educational Program Planning, 6.2 ï Provision of Resources and Equipment, 9.3 
ï Communication with Families, 10.12 ï Information technology. The laws and other provisions 
affecting this policy include: 

 

Ä  Procedures  

Definitions  

óInternetô refers to the world wide web of computer systems that facilitates the transmission and exchange of 

data. Information search engines and web browsers include, but are not limited to, Google, Firefox and 

Internet Explorer.  

óSocial Networking Mediaô refers to any online tools or functions that allow people to communicate or share 

information via the internet. This includes, but is not limited to, applications such as Facebook, YouTube and 

Twitter.  

óMobile deviceô refers to devices that have non-Wi-Fi internet access such as iPads, tablets, iPods, and 

mobile phones  

Service Responsibilities 

As a rule, Kids Club Dalby will not allow children to access the internet on any devices, (private or Kids Club 

owned).  Kids Club Dalby will ensure that  service computers and mobile devices made available to children 

on a case by case basis, with internet access are monitored by an Educator to prevent access to 

inappropriate information and web sites, this includes wireless access. The password to the wireless 

internet will remain confidential and will not be given out to any person (child or adult). 

Kids Club Dalby will ensure all educators are provided with training and support in managing instances of 

inappropriate use of the internet by children in accordance with relevant aspects of the serviceôs behaviour 

support guidelines.  
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In the event that parental permission is sought for internet access for their child for education purposes, , 

Kids Club Dalby in collaboration with the children and Parents/Carers will develop and implement guidelines 

for accessing the computers/mobile devices and their internet usage whilst in attendance at the service. 

This may include the development of óuser agreementsô, in collaboration with children and families. 

Kids Club Dalby will make available to children and families relevant information about protecting children 

online and may include such material in service newsletters or other correspondence to children and 

families. (See the reference list for a variety of resources where suitable and relevant information may be 

accessed).  

Educator Responsibilities  

Educators will ensure their own practices role model appropriate safety measures when researching 

information, either individually or with the children.  

Educators will ensure children are only able to access the internet at the service through authorised 

computers and/or mobile devices that have appropriate security and filtering software installed and are 

monitored at all times.  

Educators will encourage childrenôs safe use of the internet through strategies including, but not limited 

to:  

¶  Monitoring what children are looking at/for when accessing the internet;  

¶  Monitoring that children are not chatting to/interacting  while accessing the internet; and  

¶  Regular conversations with children about using the internet safely.  

Family Responsibilities  

To seek individual permission for internet access and ensure that no privately owned devices have internet 

or SIM access.  In the event that internet access is sought for educational purposes, families will be given 

an óuser agreementô and families are to read through the services óuser agreementô with your child and 

ensure they have an understanding of the guidelines. Be aware of your childôs access to data on devices, 

whether securely connected through the service or accessible on their own device.    

Date Ratified by 

24.03.2020   
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2.18  Cyber -bullying Policy  
 
Kids Club Dalby acknowledges it has a responsibility and a Duty of Care to ensure that the rights of 
employees, volunteers, children and families to be physically, emotionally and psychologically safe 
whilst participating in on-line/internet activities associated with the service, are protected. This 
responsibility may extend beyond service on-line/internet activities, where such inappropriate 
behaviour, impacting harmfully upon employees, volunteers, children and families, becomes known.  
This policy aims to articulate the rights and responsibilities of employees, volunteers, children and 

families associated with the service with regards to cyber-bullying.  

& Relevant Laws and other Provisions   
 
The laws and other provisions affecting this policy include:  

¶ Education and Care Services National Law Act, 2010 and Regulations 2011  

¶ Family and Child Commission Act 2014  

¶ Child Protection Act 1999 and Child Protection Regulations 2000  

¶ Work Health and Safety Act 2011  

¶ Duty of Care  

¶ NQS Area: 1.1.5, 1.1.6; 2.3.1, 2.3.2, 2.3.4; 4.2.1; 5.1.3; 5.2.2, 5.2.3; 6.1.3; 6.3.2; 7.3.5.  

¶ Policies: 2.2 ï Statement of Commitment to the Safety and Wellbeing of Children and the 
Protection of Children from Harm, 2.8 ï Anti-Bullying, 2.15 ï Childrenôs Property and 
Belongings, 2.16 ï Promoting Protective Behaviours, 3.1 ï Educational Program Planning, 
6.2 ï Provision of Resources and Equipment, 9.3 ï Communication with Families, 10.9 ï Risk 
Management and Compliance, 10.12 ï Information and Technology.  

 

Ä  Procedures  

 

Definitions  

óICTô - information and communication technology.  
 
óCyber-bullyingô - involves the use of information and communication technologies to support 
deliberate, repeated and hostile behaviour by an individual or group that is intended to harm others.  
 
Cyber-bullying might occur over the internet, in instant messaging (IM), chat rooms, social networking 
sites, blogs, gaming sites, over the phone by SMS or MMS, by email or via other technologies.  
 
While cyber-bullying is similar to real life bullying, it differs in the following ways:  
 

¶ It is invasive, can occur 24/7 with a person being targeted at home, work or anywhere;  

¶ It can involve harmful material being widely and rapidly disseminated to a large audience. For 
example, rumours and images can be posted on public forums or sent to many people at the 
ópress of a buttonô; and  

¶ It can provide the bully with a sense of anonymity and distance from the victim so there is a 
lack of immediate feedback or consequences.  
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óE-crimeô - occurs when a computer or other electronic communication device (e.g. mobile phone) is used to 
commit an offence, is targeted in an offence, or acts as a storage device to an offence.  

Service Responsibilities  

The service will ensure families are aware of the cyber-safety practices encouraged at any time employees, 
volunteers, children or families are accessing ICT equipment or devices at the service.  

The Coordinator, will ensure all information posted to electronic media (e.g. internet web pages, news 
groups, web-based forums, Facebook) conforms to acceptable standards of respectable on-line behaviour. 
This may include ensuring that private information is not accessible on publicly available websites and that 
images posted donôt include any identifying images of the children without prior written permission from their 
parent/guardian.  

The service will ensure all educators are provided with training and support in managing instances of cyber-
bullying when children are accessing ICT equipment and devices.  

Strategies and guidelines will be developed, in collaboration with the children, for using the ICT equipment 
and devices respectfully whilst in attendance at the service. This may include the development of óuser 
agreementsô, in collaboration with educators, children and families.  

The service will have clear guidelines on the use of childrenôs personal mobile devices, should they be 
permitted at the service.  

In consultation with management, if there is suspicion that an e-crime has been committed, the Coordinator 
will report it to the police. Where there is further reasonable suspicion that evidence of a crime, such as an 
assault, is contained on a mobile phone or other electronic device, the device will be confiscated and handed 
to the investigating police officer. The electronic device should not be tampered with.  

The service may also be required to complete a óNotification of Serious Incidentô form and forward it to the 
Regulatory Authority.  

Educator Responsibilities  

Educators will ensure their own practices role model appropriate safety measures when researching 
information, either individually or with the children.  

Educators will ensure children are only able to access the internet at the service through authorised 
computers and/or mobile devices that have been fitted with appropriate security and filtering software.  

Educators will encourage children to follow guidelines and strategies for dealing with instances of cyber-
bullying, as detailed in the serviceôs Online Safety Agreement.  

Educators will encourage childrenôs safe use of the internet, through implementing the following cyber-safe 
practices whilst participating in service related activities:  

¶ Never posting personal information such as address or telephone number online;  

¶ Never posting photos of themselves (such as óselfiesô) online;  

¶ Not responding to any messages that are mean or in any way make them feel uncomfortable;  

¶ Not sending any messages that may be mean or make another person feel uncomfortable;  

¶ Never agreeing to meet any person they have met online;  

¶ Never giving their internet user name or passwords to another person (even best friends);  

¶ Checking with an educator before downloading or installing any software or games; and  

¶ Informing an educator if they access information that makes them feel uncomfortable.  
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Family Responsibilities  

To read through the services óuser agreementô with your child and ensure they have an understanding 
of the guidelines.  

Informing the Coordinator of any concerns you may have in regards to cyber-safety and your child, 
whether it is happening at the service or not.  

Be aware of your childôs access to data on devices, whether securely connected through the service 
or accessible on their own device.  

Encouraging your child to share information, including social networking sites (Facebook) with you as 
a ófriendô to monitor their safety online.  

 

References  
 
ACSEA. (2006). employee manual. brisbane: ASCEA. 

  

Date Ratified by 
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2.1 9 Childrenõs Media Viewing Policy 

 
Kids Club Dalby recognises and acknowledges that technology and media viewing form part of a 
varied and balanced program, relevant to the needs and interests of children. Therefore this policy 
aims to establish guidelines for childrenôs media viewing while at this Service. 

& Relevant Laws and other Provisions   
The laws and other provisions affecting this policy include:  
 

¶ Education and Care Services National Law Act, 2010 and Regulations 2011  

¶ Family and Child Act 2014  

¶ Child Protection Act 1999 and Child Protection Regulations 2000  

¶ Copyright Act 1968  

¶ óMy Time, Our Placeô Framework for School Age Care in Australia  

¶ Duty of Care  

¶ NQS Area: 1.1.1; 1.1.2; 1.1.3; 1.1.5; 1.1.6; 2.3.1; 2.3.2; 4.2.1; 5.1.3; 5.2.1; 6.1.2; 6.2.1; 7.3.5  

¶ Policies: 2.2 ï Statement of Commitment to the Safety and Wellbeing of Children and the 
Protection of Children from Harm, 2.15 ï Childrenôs Property and Belongings, 3.1 ï 
Educational Program Planning, 6.2 ï Provision of Equipment and Resources, 9.3 ï 
Communication with Families.  

 
Kids Club Dalby recognises that families may permit their children to travel home or to another activity on 
their own or with an older sibling. Under the written instruction of the family, the service will apply the 
following procedure to such circumstances. 
 

Ä  Procedures  

 

Definitions  

óMediaô: refers to the communication channels through which news, entertainment, data or 
promotional messages are disseminated. Media includes every broadcasting medium such as 
newspapers, magazines, TV, radio, billboards, direct mail, telephone, fax and internet. óMediaô also 
includes data storage material recorded on disks, tapes, CDôs, DVDôs and SD cards.  

óCopyrightô is the legal right granted to an author, composer, playwright, publisher, or distributor to 
exclusive publication, production, sale, or distribution of a literary, musical, dramatic, or artistic work.  

Service Responsibilities  

To ensure compliance with the relevant Copyright Laws, the service will ensure they hold current 
license with APRA for:  

¶ The ópublicô viewing of films, DVDs, videos and television; and  

¶ The ópublicô performance, broadcast or communication of music  

 

The service will ensure that childrenôs media viewing is incorporated as part of a varied and balanced 
program designed to enhance childrenôs learning and experiences while in care.  

The service will collaborate with families and children in setting guidelines for media viewing within the 
program. Strategies implemented may include designated times for media and/or technology viewing.  
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The service will ensure that all material viewed by children as part of the educational program is age 

appropriate and consistent with the Australian Film and Literature Classifications:  

 
¶ (G) - The content is very mild in impact and is for general viewing. However, some G-

classified films or computer games may contain content that is not of interest to children; or  

¶ (PG) ï The content is mild in impact however, films and computer games may contain 
content that a parent or caregiver might need to explain to younger children as it may be 
confusing or upsetting to them.  

Through the family enrolment process, written permission will be sought from parents/guardians 
relating to the classification of media viewing material accessible to their child/ren whilst in care at the 
service.  

Educator Responsibilities  

Educators will ensure that all material viewed by children, whether provided as part of the service 
program or bought from a childôs home, is age appropriate and consistent with the Australian Film and 
Literature Classifications (G) or (PG).  

Educators will encourage children to only bring videos, DVDs, games or music that are suitable for 
viewing.  

Family Responsibilities  

Parents/guardians will ensure that all videos, DVDs, games or music bought to the service by their 
children are consistent with this policy and the Australian Film and Literature Classifications (G) or 
(PG).  

References  
ACSEA. (2006). employee manual. brisbane: ASCEA.  
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2.20 Supervision of Children Policy  
 
Kids Club Dalby acknowledges that the safety of children is paramount and therefore takes a 
proactive approach, through the implementation of specific policies and procedures, to ensure the 
adequate and appropriate supervision of children whilst enrolled and attending the service program.  
 
 

& Relevant Laws and other Provisions   
The laws and other provisions affecting this policy include:  

¶ Education and Care Services National Law Act 2010 and Regulations 2011  

¶ Family and Child Commission Act 2014  

¶ Child Protection Act 1999 and Regulations 2000  

¶ Working with Children (Risk Management and Screening) Act 2000 and Regulations 2011  

¶ Duty of Care  

¶ NQS Area: 1.1.5, 1.1.6; 2.3;4.1; 4.2.1; 5.1.1, 5.2; 6.3.3; 7.1.2, 7.3.5.  

¶ Policies: 2.2 ï Statement of Commitment to the Safety and Wellbeing of Children and the 
Protection of Children From Harm, 2.3 ï Educator Ratios, 2.4 ï Arrivals and Departures of 
Children, 2.6 ï Behaviour Support and Management, 2.8 ï Anti-bullying, 2.11 ï Including 
Children with Special/Additional Needs, 2.12 ï Managing Duty of Care ï Non-Attending 
Children, 2.17 ï Children Accessing the Internet, 2.18 ï Cyber-bullying, 2.19 ï Childrenôs 
Media Viewing, 3.3 ï Educator Practices, 3.4 ï Homework, 3.5 - Excursions, 3.6 ï Transport 
for Excursions, 3.7 ï Physical Activity, 3.8 ï Extra-Curricular Activities, 3.11 ï Escorting 
Children, 3.13 ï Water Activities and Safety, 4.9 ï Childrenôs Toileting, 6.4 ï Shared 
Facilities, 7.2 ï Drills and Evacuations, 7.3 ï Harassment and Lockdown, 8.1 ï Role and 
Expectations of Educators, 8.4 ï Educator Professional Development and Learning, 8.5 ï 
Volunteers, 8.8 - Employee Performance Monitoring, Review and Management, 9.3 - 
Communication with Families, 10.9 ï Risk Management and Compliance,  

 

Ä  Procedures  

Definition  

óSupervision of childrenô: Knowing and accounting for, the activity and whereabouts of each child in 
care and the proximity of educators to children at all times to ensure the immediate intervention of 
educators to safeguard a child from risk of harm.  

Supervision is provided by educators during the service operating hours and once children are signed 
in to the program. If children are signed out of the program and remain on the premises, the 
parent/guardian is responsible for them however, if the child is observed displaying inappropriate 
behaviour an educator may still apply the service behaviour management guidelines.  

Children are encouraged to stay within the service approved area to wait for arriving 
parents/guardians.  

The service adheres to the educator to child ratios as prescribed in the Education and Care Services 
National Law Act 2010 and Regulations 2011, ensuring that educators counted in the ratios are 
directly working with children (refer to Educator to Child Ratios Policy 2.3)  

To ensure the safety and wellbeing of children and educators, there will be at least two educators at 
all times on the premises whilst children are in care, one of whom will be a delegated responsible 
person for the service (unless the service is operating under Policy 10.24 ï Single Educator on Duty).  
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When planning activities and the necessary supervision requirements, the Coordinator/responsible 
person in charge will ensure consideration is given to the design and arrangement of the indoor and 
outdoor environment to ensure it supports active supervision by educators.  
The number of supervising educators for activities will be determined through consideration of:  

 

 

 

 
 
For high-risk and excursion activities, a risk assessment will be completed.  
Personal mobile phones are not permitted to be used by educators when supervising children, without 
prior arrangement with the Coordinator.  
All children will be actively supervised whilst accessing the toilet facilities. Children will be required to 
inform an educator when they need to access the toilet. Educators shall use appropriate 
communication methods to monitor children accessing the toilets.  
The Coordinator/responsible person in charge will ensure that educators receive regular instruction in 
effective supervision techniques including:  

ï regularly looking around the whole area to observe all the children in the vicinity;  
 

ï physically positioning themselves in order to observe the maximum area possible;  
 

ï will assist in supervising areas where children may be playing in corners, behind trees 
or on play equipment; and  
 

ï ensuring they are aware of the children in their area as well as the childrenôs skills 
and capabilities in interacting with others.  
 
Educators will be required to do regular head counts and use educator communication methods when 
supervising activities indoor or outdoor activities, and Senior Educators to carry work mobile phone 
with them at all times. 
The Coordinator will be made aware of children involved in behaviour incidents who may require 
further support, consistent with the serviceôs Behaviour Support and Management Policy. Children 
may be directed to a quiet area and supervised by the Coordinator (or other educator) until such time 
as they are calm and ready to re-join the activity.  
To ensure effective supervision of all children participating in their area/activity, educators will be:  

 when setting up the environment and/or activities;  
 

work mobile phone);  
 

 
 

lth and or medical needs and any relevant emergency 
management plans;  
 

 
 

hat may be 
useful; and  
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Risk assessments will be developed for high-risk activities, excursions and incursions which 
specifically identify the number of supervising educators required for the relevant activity. All risk 
assessments must be read and signed off by educators to acknowledge their understanding of 
supervisory requirements.  
For all water and/or swimming excursions, educators will be placed both in and out of the water for 
effective supervision of children in the water.  
Educators under eighteen years of age who are supervising children will be fully supervised by a 
qualified educator who is eighteen years or over.  
During excursions, educators will supervise children, ensuring educator to child ratios are maintained 
at all times. This includes in toilets and change rooms. If there is no male educator available to 
supervise the boyôs toilets, female educators must satisfy themselves that it is safe for the child/ren to 
access the toilets and will remain outside the toilet area until all child/ren have returned.  
During excursions, children will not be left in the sole care and custody of bus drivers or any other 
persons; educator ratios for the service will continue to apply during excursions.  

References  
Queensland Children's Activities Network. (2013). PANOSH Fact sheet #3 - Adequate supervision. 

Retrieved from PANOSH - Physical Activity Outside School Hours: www.panosh.com.au  
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2.21 Children õs Transition to OSHC Policy  

 
The service recognises and acknowledges the importance of ensuring children have a smooth 
transition into the school age care setting. Through this policy, the service aims to identify and 
address the support structures and activities required to assist families and children of all ages in 
making this transition.  
 

& Relevant Laws and other Provisions   
The laws and other provisions affecting this policy include:  

Education and Care Services National Law Act, 2010 and Regulations 2011  

 

 

Duty of Care  

NQS Area: 1.1.2, 1.1.3, 1.1.5, 1.1.6, 2.1.1; 3.1.3, 3.2.1; 5.1, 5.2; 6.1, 6.2, 6.3; 7.2.1, 7.3.5.  
 

Policies: 2.1 ï Respect for Children, 2.4 ï Arrivals and Departures of Children, 2.6 ï Behaviour 
Support and Management, 2.11 ï Including Children with Special/Additional Needs, 2.14 ï Bookings 
and Cancellations, 3.1 ï Educational Program Planning, 4.6 ï Medication, 4.8 ï Sun Safety, 4.10 ï 
Anaphylaxis, 4.15 ï Asthma, 4.17 ï Children with Medical Conditions, 5.2 ï Food and Nutrition, 9.1 ï 
Access, 9.2 ï Enrolment, 9.3 ï Communication with Families, 9.5 ï Complaints Handling, 10.18 ï 
Court Orders and the Release of Children in Care.  
 

Ä  Proc edures  

 
The service will endeavour to establish links with the school and wider child care community in order 
to build relationships with prospective families and children.  
As part of the service enrolment process, the parent/guardian will be required to provide relevant 
information which will enable educators to properly care for their child. This shall be in the format of 
appropriate questions on the enrolment form and include (but not limited to) information such as:  
 

 
 

 or medications required;  
 

ting 
to the child; and  
 

 
 

¶ All immunisation records to be sighted and acknowledged in enrollment form; 
 
As part of the enrolment process, an enrolment pack will be provided to families. The enrolment pack 
includes the serviceôs Family Handbook,  educator information and information on the Services 
policies and procedures that are relevant and important for families, medication and medical 
information, bus transport permission, extra curricular activities and parent communication. Any Court 
orders in relation to the enrolled child must also be provided to the Centre. 
The service shall have the right to request any information in regard to the child/renôs needs so far as 
it may impact on their ability to participate in the program and be appropriately cared for within the 
service.  
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Through the service enrolment process, parents/guardians will be requested to attend a short 
interview with the Responsible Person in Charge as well as being encouraged to visit the service with 
their child during operating hours to:  
 

 

Parents/Carers will be informed of the approved areas of the service including both indoor and 
outdoor areas;  

 
 
During the childôs first attendance at the service, educators will:  

welcome;  
 

 

ashing;  

 

 
 
Children starting at the service who are in Prep will be escorted to the classroom on being signed out 
from Before School Care and escorted from the classroom to After School Care by an educator for 
approximately the first two months of enrollment, then buddied up with an older child thereafter.  The 
service will support new families by ensuring that any issues or concerns involving their childôs 
commencement at the Centre are discussed in a friendly, respectful and timely manner.  
Educators will endeavour to develop responsive and respectful relationships with new children 
through regular and genuine interactions and conversations. Educators will talk to children about their 
interests and seek their suggestions for activities they would like to be involved in.  
To support childrenôs smooth transition to care, educators will ensure that children can access quiet 

places to rest, to be alone or to interact calmly with other children and educators. 
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2.2 2 Departures of Children with Self Care or 

Sibling Care Arrangements Policy  
 
Kids Club Dalby recognises that families may permit their children to travel home with an approved person 
by the parent or to another activity on their own or with an older sibling over the age of 18. Under the written 
instruction of the legal guardian or responsible person, the service will apply the following procedure to such 
circumstances. 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act, 2010 and Regulations 2011 

¶ Family and Child Commission Act 2014 

¶ Child Protection Act 1999 and Regulations 2000 

¶ Australian Government Department of Education Childrenôs Services Handbook 

¶ Duty of Care  

¶ Queensland Criminal Code 1899 

¶ NQS Area: 2.3; 6.2; 7.3. 

¶ Policies; 2.2 ï Statement of Commitment to the Safety and Wellbeing of Children and the 
Protection of Children from Harm, 2.4 ï Arrivals and Departures of Children, 9.2 ï Enrolment, 
9.3 ï Communication with Families 

Ä  Procedures  

 

The service will apply the following procedure for children who are permitted to leave the premises by way 

of written instruction from their legal parent/guardian either on their own. 

¶ The service will require that the parent provide the following information along with the consent to 

depart notification: 

o The date/s and times of departure; 

o The childôs destination; 

Mode of transport i.e. bus,on foot or bicycle; and 

¶ The child will be signed out by an educator upon leaving the premises; 

 

Definition  

http://raisingchildren.net.au/link.aspx?id=15955
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 The Queensland Criminal Code 1899 (Section 364A) states: 

¶ A person who, having the lawful care or charge of a child under 12 years, leaves the child 

for an unreasonable time without making reasonable provision for the supervision and 

care of the child during that time commits a misdemeanour. Maximum penalty is three 

years imprisonment.  

¶ Whether the time is unreasonable depends on all the relevant circumstances.  

 

References 

https://det.qld.gov.au/earlychildhood/family/Documents/pdf/pts-home-alone.pdf (retrieved December 2017) 
 

http://raisingchildren.net.au/articles/australian_laws_about_leaving_children_alone.html#QLD (retrieved 

December 2017) 

 
  

Date Ratified by 

24.03.2020   

https://det.qld.gov.au/earlychildhood/family/Documents/pdf/pts-home-alone.pdf
http://raisingchildren.net.au/articles/australian_laws_about_leaving_children_alone.html#QLD


Kids Club Dalby 2020 

040320 2020 policy & procedure.docx endive-kidsclubdalby/policy dcouments/2020 policy & procedure.docx 

2.2 3 Interactions and Relationships with Children 

Policy  
 
The service encourages all educators to build positive relationships with children that make them feel safe 
and supported in the service.  The service encourages interactions with children to be authentic and 
responsive and be based on fairness, equity, acceptance, empathy and respect for the childôs culture, rights 
and community.  The rights of the child will be paramount when interacting and building relationships. 
Educators will encourage positive relationships and interactions between children and their peers as well as 
with educators, volunteers and other staff at the service. 
 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include: 
 

¶ Education and Care Services National Law Act, 2010 and Regulations 2011 

¶ United Nations Convention on the Rights of the Child 

¶ NQS Area: 1.1; 4.2; 5.1, 5.2; 7.3.  

¶ Policies; 2.1 ï Respect for Children, 2.6 ï Behaviour Support and Management, 2.8 ï Anti-Bullying, 

2.9 ï Inclusion and Anti-bias, 2.11 ï Including Children with Special/Additional Needs, 3.3 ï 

Educators Practice, 8.1 ï Role and Expectations of Educators, 8.4 ï Educator Professional 

Development and Learning, 8.9 ï Employee Code of Conduct, 8.15 ï Children of Employees   

Ä  Procedures  

A positive atmosphere and the wellbeing of children attending the service is promoted through attentive and 

nurturing care and quality interactions between educators and children.   

Childrenôs emotional development and social relationships are supported and enhanced by educators 

through conversation, discussion and promotion of childrenôs language and effective communication. 

The Coordinator shall: 

¶ Guide educatorôs professional development and practice to promote interactions with children that 

are positive and respectful;  

¶ Establish practice guidelines that ensure interactions with children are given priority and those 

interactions are authentic, just and inclusive irrespective of difference; and 

¶ Encourage positive interactions which lead to supportive, trusting and respectful relationships. 

Educators, volunteers and other staff will: 

¶ Respond sensitively and appropriately to childrenôs efforts to communicate, and to initiate 

interactions and conversations; 

¶ Encourage children to initiate conversations about their experiences, express their ideas and 

feelings, share humour and seek assistance as they take on new challenges; 
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¶ Organise routines, as well as planned and spontaneous experiences, to maximise opportunities for 

meaningful conversations between children and educators as well as ensuring children have equal 

opportunity to engage in one on one and small group conversations with educators; 

¶ Support play by responding to childrenôs cues to guide their level and type of involvement while 

always maintaining a positive approach when responding to children and offering assistance; 

¶ Collaborate with children about routines, activities and experiences, encouraging children to make 

choices and decisions; 

¶ Provide support so that meal times are relaxed and comfortable with opportunities for educators to 

sit and talk with children; 

¶ Use techniques such as sign/body language and other resources/tools to support children with 

special/additional needs to communicate effectively; 

¶ Encourage children to participate in enjoyable interactions with their peers, respond positively to 

otherôs ideas, negotiate roles and relationships, contribute to shared play and develop friendships; 

¶ Acknowledge childrenôs complex relationships and sensitively intervene, when appropriate, in ways 

that promote consideration, alternative perspectives and social inclusion; 

¶ Listen attentively giving full attention to children as they engage in interactions and conversation; 

and 

¶ Use their interactions with children to support the maintenance of home languages and learning 

English as a second language; 

Supporting Children through Difficult Situations 

 
A childôs reaction to a stressful or traumatic situation will depend on factors such as their development and 

maturity and impact of the event on individuals around them.  A child may react in unexpected ways. They 

may act ónormallyô at first however, educators must be alert to delayed reactions. 

Educators will help and support the child to cope with such situations through: 

¶ Talking to the child about what happened in a way that they will understand and without going into 

frightening or graphic detail; 

¶ Reassuring the child they are safe (but only if they really are); 

¶ Ensuring the child doesnôt jump to conclusions and think they may be to blame in a tragic event; 

¶ Talking about the event with those affected  (for example, all children if the event has affected the 

whole service or the children that have been affected) and letting everyone have their say, including 

the children; and 

¶ Talking to the children about how individuals react to stressful or traumatic situations and that the 

feelings they have are important and valid. 

Should it be required, the service will liaise with appropriate authorities (such as Child Safety) and follow any 

recommendations made by such authorities. 

 

  
Date Ratified by 

24.03.2020   



Kids Club Dalby 2020 

040320 2020 policy & procedure.docx endive-kidsclubdalby/policy dcouments/2020 policy & procedure.docx 

2.24  Childrenõs Participation and Decision Making 

Policy  
 
Kids Club Dalby has a commitment to ensuring that children are able to develop a sense of agency 
through making and influencing decisions that may affect their world. This will be undertaken through 
childrenôs meetings, surveys, noticeboard or general conversations. The service respects the UN 
Convention on the Rights of the Child, encouraging children, staff and families to be collaborators and 
shared decision makers in the program at our service. We believe that childrenôs views should be 
given due weight in accordance with their age and maturity, and that children have the right to 
freedom of expression through media of their choice. It is essential that all educators, management 
who make decisions have a clear understanding of the views and wishes of the children in order to 
effectively inform the decision making process..  
 

& Relevant Laws and other Provisions   
The laws and other provisions affecting this policy include:  

Education and Care Services National Law Act 2010 and Regulations 2011  

Anti-Discrimination Act 1991 (QLD)  

 

NQS Area: 1.1.1, 1.1.2, 1.1.5, 1.1.6; 1.2.2; 3.3; 5.1.1; 5.2.1, 5.2.3.  
 

Policies: 2.1 ï Respect for Children, 2.11 ï Including children with Special/Additional Needs, 2.19 ï 
Childrenôs Media Viewing, 2.23 ï Interactions with Children, 3.1 ï Educational Program Planning, 3.3 
ï Educators Practice, 3.4 ï Homework, 3.5 ï Excursions, 3.7 ï Physical Activity, 3.9 ï Creative and 
Expressive Arts, 3.13 ï Water Activities and Safety, 3.15 ï Cooking with Children, 4.7 ï Keeping of 
animals, 5.6 ï Menu Development, 8.1 ï Role and Expectations of Educators, 8.9 ï Employee Code 
of Conduct, 9.3 ï Communication with Families, 10.8 ï Information Handling (Privacy and 
Confidentiality).  
 

Ä Procedures   
 
Involving children in the decision making process of the service contributes to the learning outcomes 
for children as articulated in the óMy Time, Our Placeô: Learning Framework for School Age Care in 
Australia.  

The Service will:  
children are consulted about the environment and program in which they participate;  

 

the manipulation of objects and/or conversation are used to support child-initiated activities and 
programs;  
 

 
 

consultations, recording and documenting their conversations and ideas on a 
display poster to be displayed in the main Kids Club Room. Educators shall act as a scribe for what 
children say, making notes for further follow up; and  
 

planned into the program with respect and authenticity.  
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Educators will:  
 

peers and adults around them;  
 

 
 

 development of the children during decision making. Educators may 
use different levels of participation as appropriate:  
 

o Child initiated, shared decision making with adults;  

 

o Child initiated and directed ï adults provide a supportive role; and  

 

o Adult initiated, shared decision making with children.  

 

made; and  
 

 
 

o Areas of interest they would like to explore;  

 

o Where and how they would like to play, with others, or alone;  

 

o What they would like to use;  

 

o The adults with whom they feel comfortable and secure;  

 

o What they would like to eat; and  

 

  

Date Ratified by 

24.03.2020   



Kids Club Dalby 2020 

040320 2020 policy & procedure.docx endive-kidsclubdalby/policy dcouments/2020 policy & procedure.docx 

 

2.25 Statement of Intent for Childrenõs Play Policy  
 
Kids Club Dalby acknowledges and recognises the importance of play for childrenôs physical 
development and social and emotional wellbeing, as well as the benefits of allowing children of all 
ages and abilities to experience challenging opportunities in a variety of environments. The service 
understands and accepts that children will often be exposed to play environments which, whilst well-
managed, carry a degree of risk and sometimes potential danger and will work proactively with all 
stakeholders to minimise those risks.  
 

& Relevant Laws and other Provisions   
 
The laws and other provisions affecting this policy include:  

Education and Care Services National Law Act 2010 and Regulations 2011  

United Nations Convention on the Rights of the Child  

óMy Time, Our Placeô Framework for School Age Care in Australia  

NQS Area: 1.1.1, 1.1.2, 1.1.5, 1.1.6; 1.2.2; 2.2.2; 2.3.1; 3.1.1, 3.1.3; 3.2.1, 3.2.2; 4.1.1; 4.2.1; 5.1; 
5.2; 7.1.2, 7.1.4; 7.2.1; 7.3.1, 7.3.5.  

Policies: 2.1 ï Respect for Children, 2.3 ï Educator Ratios 2.6 ï Behaviour Support and 
Management, 2.9 ï Inclusion and Anti-bias, 2.11 ï Including children with Special/Additional Needs, 
2.13 ï Use of Photographic and Video Images of Children, 2.24 ï Childrenôs Participation and 
Decision Making, 3.1 ï Educational Program Planning, 3.2 ï Program and Documentation Evaluation, 
3.3 ï Educators Practice, 3.7 ï Physical Activity, 3.9 ï Creative and Expressive Arts, 6.2 ï Provision 
of Resources and Equipment, 8.1 ï Role and Expectations of Educators, 8.2 ï Educational Leader.  
 

Ä Procedures   
 
Definition  
òPlay is a freely chosen, personally directed motivated behavior, normally associated with recreational 
pleasure and enjoymentò  
 
Play is often interpreted as imaginative; yet the player can be intently focused on their objective, 
particularly when play is structured and goal-oriented. Accordingly, play can range from relaxed, free-
spirited and spontaneous through imaginative to planned or even compulsive. Not only does play 
promote and aid in physical development, such as handïeye coordination, but it also aids in cognitive 
development and social skills.  
 

Service Responsibilities  
The service will ensure there are a variety of play spaces, inside and outside where children can play, 
either in groups or alone.  
 
The service program will be designed and facilitated to ensure children are able to move freely 
between relevant play spaces. 
 
Equipment, resources and materials that can be used for a variety of purposes will be provided to 
encourage children to guide their own play.  
 
Activities offered as part of the service program will be carefully considered in relation to the risk 
benefit for children with opportunities for play planned to develop childrenôs risk awareness.  
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The Coordinator will ensure a comprehensive risk assessment is conducted prior to any high risk 
activities being undertaken. All educators involved in such activities will read and sign the risk 
assessments and be briefed on their responsibilities prior to the activity.  
 

Educator Responsibilities  
 

Educators will ensure that materials, resources and equipment are set up in such a way as to create 
an environment which will stimulate childrenôs play and maximise their opportunities for a wide range 
of play experiences.  
 
Educators will design and develop the program in order to ensure children have opportunity to be 
involved in a variety of types of play including socio-dramatic, creative, exploratory, imaginative, 
physical and rough and tumble.  
 

Educators will ensure children are playing in an approved area of the service with supervision suitable 
for the type of activity, the age and developmental stage of the children participating.  
When planning play opportunities for children, educators will:  
 

children are known and catered for;  

-time experiences;  

al opportunity for inclusion in play;  

and ónaturalô elements;  

y diverse, open-
ended and sufficient in number;  

 

 

possibilities and solutions;  

 

childrenôs learning.  
 

Childrenós learning outcomes are facilitated through educator observation and evaluation of childrenôs 
play. The outcomes articulated in óMy Time, Our Placeô are:  

 

 

strong sense of wellbeing;  

 

 
 

Educators will use positive communication such as body language, praise and encouragement to 
assist children in developing the necessary skills and capabilities in managing risky play situations 
and new experiences.  

References  
Unicef. (n.d.). Convention on the Rights of the Child. Retrieved from Unicef: 
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Policy Group  
Program  

3: 
 
 

3.1  Educational Program  Design and 

Implementation  Policy  
 
 
Using the approved learning framework, My Time, Our Place: Framework for School Age Care in Australia, 
the appointed Educational Leader, in consultation and collaboration with educators, children and families, 
plans, designs and delivers programs that cater to the diversity of ages, developmental needs, skills, 
interests and abilities through a variety of challenging leisure and recreational activities. In providing 
opportunities for children, the service recognises the importance of play, imagination, iniative, relationships, 
collaborative decision making and respect for diversity. 

&   Relevant Laws and other Provisions  
 
The laws and other provisions affecting this policy include:  

 

 

NQS Area: 1.1, 1.2; 2.1, 2.2; 3.1, 3.2, 3.3; 4.1; 5.1, 5.2; 6.1, 6.2, 6.3; 7.1, 7.2.  

ï Including Children with Special/Additional Needs, 3.3 ï Educators Practice, 3.7 ï 
Physical Activity, 3.9 ï Creative and Expressive Arts, 8.1 ï Role and Expectations of Educators, 8.2 ï 
Educational Leader.  

Ä  Procedures  

 
A suitably qualified and experienced educator will be identified as the Educational Leader for the 
service (as per Policy 8.2 ï Educational Leader).  
The Educational Leader is responsible to have a written program plan prepared for each aspect of the 
service. This program plan will be on display for key stakeholders including children, families and 
colleagues.  
The Educational Leader shall support and guide staff in the planning, evaluation, development and 
implementation of programs and experiences for the children consistent with this policy and, in 
particular, which:  

planned for individuals and groups of children;  

and spiritual wellbeing;  

 

 activities and experiences that promote effective hygiene practices, good 
nutrition and healthy lifestyles;  

school (this is particularly relevant during Vacation Care where excursions become an important part 
of the program);  

to ensure the experiences are relevant and engaging;  
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s sense of belonging, connectedness and wellbeing by taking an interest in 
the individual needs, interests, culture, views and abilities of the children;  

materials suited to the age, developmental ranges and diversity of all children attending the service;  

their interests;  

ies for children to participate in physical play, accepting and 
acknowledging each childôs level of participation according to their age, abilities and interest;  

imaginative play, including elements of music, dance, drama, etc.;  

and maintaining meaningful relationships, working collaboratively with others and self-regulating their 
own behavior;  

Documentation Evaluation Policy (see Policy 3.2), as well as spontaneous child-initiated opportunities 
and moments of intentionality;  

they live by reflecting the multicultural and multilingual nature of the local community and 
demonstrating a positive approach towards diversity and Australiaôs Aboriginal and Torres Strait 
Islander heritage;  

making and give feedback about the program and their childôs learning; and  

rinciple of equal opportunity to the serviceôs program. Children, regardless of gender, 
abilities, cultural, racial, religious or other background, will be encouraged to participate in a wide 
range of activities.  
 
The Educational Leader is responsible, in consultation with educators, to continually recreate and 
adapt the indoor and outdoor environments to:  

 
 

 
 

 
 

ren in a multi-age group have positive experiences.  
 
Children are encouraged to participate in decision making, with their ideas and opinions listened to 
and if possible, acted upon. This facilitates children sharing ideas and questioning what happens at 
their service.  
Where possible, the program allows and encourages children to complete long-term projects.  
Definitions  
Program; In the school age care setting óall the interactions, experiences, activities, routines and 
events, planned and unplanned, that occur in an environment designed to foster childrenôs wellbeing, 
development and learning.ô  

References  
Australian Government (2010) My Time, Our Place ï Framework for School Age Care in Australia  
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