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Whitsunday Shire Family Day Care have been providing t
Educators currently based in Proserpine, Strathdickie,

With high quality Beamwmi me men are alldhwacdltudart needs &rppe ancd
of mi nd. Whitsunday Shi fEex cleaariidntyge dDasye rCuaircee iasndant hi s r at
since the introduction of the National Quality FrameworKk

To Whitsunday Shire Famil)

Educators operate from their own homes and are self emp
and regulated by our Coordination Unit. The service is
St ate Departments.

Family Day ufagaee s-mgkl gmbupd setting encourages the for

l oda@sting relationships, promotes -wdret deared ofponetndr 0 fa coea
being and becoming; all which play a&8 ismpeet ant ideheiirwy.
and care environment have the capacity to offer care f
siblings to experience quality educational programs tog
familiarity of family. I n small groups, children wil!l el
l asting bonds with their passionate Early Childhood Educ
This unique setting creates a special space where each ¢
environment where Educators have more time to help ever
new hobbies, creating a space where everyone receives de

family unit

This I nformation Bookl et wild.l assist you to understand
hope that your experience with the service wil!/l be enjoy
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Al'l enquiries should be directed to

Address: 18B Chapman Street
Proserpine QLD 4800

Phone: (07) 4945 2422

Emai | whitfdc@bigpond. com

Website: www. whitsundayfamilydaycare.

Facebook:https:

Service
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Whitsunday Shire Fam

com. au

[/ www. facebook. com/whitsundayshirefamilyd:
Houd 4: @6n. 3Moaarday t o Thursday (Closed on Fridays)

|

The Coordination Unit facilitates the consistency and hi
Family Day Care banner and works in partnership with Ed
|l egislation and the National Quality Standard.
Amanda BrettKkyli e Smith Buddy Bear
Nomi nat ed S WNwemiwiaszerd Supervi sdascot
Coordinator Coordinator
Educati onal Eldeuacddri onal Leader
Approved Provi hitsunday Shire Family Day Care
18B Chapman Street
Proserpine QLD 4800
President: Donna Ander son
Regul atory Autltodrfiitce: for Early Childhood Education and C
PO Box 5179
Townsville QLD 5179
Phone (07) 4758 3385



Whitsunday ShireOfFamatiyobaly

Approved Provider

Whitsunday Shire Family Day Care Management Committee is

The Management Committee which includes representatives

bimont hly to conduct the business of the service.

Anyone, who has an interest in the service, i's encour a

Gener al Meeting that is held in September each year. Y

observer.

Coordination Uni't

The Coordination Uni't is central to the operational fun

provision of quality education and care and is the poin

support for parents and Educators.

Coordinators support Educators in cur i cluelaurmm idnegc iasnido nd enva

in their interactions with families and children. They w

organi sational values and meet requirements set by gover

ongoing professional devel opment @&n de vred mpenemnft tampi d s« arre

The Coordination Unit team is directly responsible to th

as set down by the Office for Early Childhood Educati on

and the Education and Care Services National Regul ations

care subsidies on behalf of eligible families.

Educators

Educators are responsible for the delivery of quality e

Families, Coordination Unit and the community in the de

the Coordination Unit and must adhere to the Educati on

Education and Care Services National ReguBatbtiodnsy amd \Wh

Manual

The Whitsunday Shire Family Day Care Policy &ncdcoRfreo oad wuart
scheme office. It details the policies and pr

Non Discriminatory Access

Whitsunday Shire Family Day Care offer all families acc¢

service makes every effort to promote understanding, tol

wider community.

Confidentiality

This is the process by which the right to privacy is pr

records concerning children and their families, Educator

access this information or Educator to whom the record:

members and government department of ficers as necessary

written records shredded after el apse of the period of

service th&ti aftor maopodbe will be treated with the ut most

Families are asked t & rpaspacty YwogurnoHEdulciastcourssi ng pe® sone

home, family or earnings with others. You may discu&s al

care with the Coordination Unit Staff at any ti me.

Soci al Medi a

No i mages of <children wildl be used on soci al media or n

parents/ guardians of the child. This is part of Parent A



Emergency Procedures

Al Educators are required to have an emergency proced
The Evacuation Plan must be displayed. Smoke alarms are
fire extinguisher and a fire blanket. Pl ease&bé&domeamedo
familiar with the emergency procedures.

Quality I mprovement Pl an

The National Regul ations r q uire approved services to ha
is to help -psoessdethheisel performance in delivering qual
i mprovements. The QI P also helps the Regul atory Authori
|l mprovement Plan is available on request and will seek i
Newsl etter

A newsletter is emailed monthly for Educators and every
updates on the scheme, new and interesting information.
anything you wish to be submitted should be sent to our
about it Newsl etters are emailed, avail able on oud wetb
available to you.

Early Childhood Education and Care Legislation

Thé&Nati onal Quality Framework for d&a&rliyny @Hialckeh aod embdwa et
hi ghest possi bl & qoupatliinuym fdoerv eal ocphm el ndt and provides fami/l
them to be able to make informed choices. The | egislati:
Nati onal Law and the Education and Care Services Nati o
WwWw. acecqga. gov. au

Our scheme has fbxecae diantge dNatsi onadan@Qu aluirt WNa$ti amadr Qual it
can be fhotutnpds :at/ www. acecga. gonve@aius resosus € rewiha@Edendingdse nd
scheme

Smoking

Smoking is prohibited at early childhood education and

The | aw applies to all smoking products including electr
facility is also a residential premises the |l aw applies
childhood education and care service.

Parental Concerns

I f parents, at any time have any gquestions, conhcerns ofr

you do not feel comfortable raising these issues with vy

per fMédrael i ng wi tdpr@ampluaientbse | ow.

Dealing with Complaints

A compl aint is any expression of di ssatisfaction or con
Shire Family Day Care includiGgFamisl i®tsafand Educat oManaag
compl aint may be gener al in nature or relate to particul
aspect of service delivery. Al complaints should be add

Whi tsunday Shire Family Day Care Preside
Private and Confidenti al
18B Chapman Street,
Proserpine 4800
Emai | : whitfdc2@outl ook. com


https://www.acecqa.gov.au/resources/national-registers/services/whitsunday-shire-family-day-care-scheme
https://www.acecqa.gov.au/resources/national-registers/services/whitsunday-shire-family-day-care-scheme

Code of Conduct

Policy Statement:

Whi tsunday Shire Family Day Care have a | egal responsi bi
for al | children and staff. We believe that al | paren
valuable role in the effective operation of the centre.

Legislative Requirements:

9RdzOF a2y FYR /N8B {SNIBAOSa -mbeXZymMtywS3Adzi I a2y a&T wS3IdzZ a2

Procedures:

This Code applies to all/l families, Educators, guardians,
children enrolled with Whitsunday Shire family Day Car e.
with Whitsunday Shire Family Day Car e, including any f
Family Day Car e.

The code of behaviour is a set of rules outlining standar
what is expected and reduces FRkainlfwrse diryo aahltki deed sad if b | aen dc ok

behaviour mawyneldédadsentiosSErom Whitsunday Shire FamtidyD®dalyi rnCe
Concerns Policy)

As part of our professional conduct, we wil/| abide by th
Coordination Unit, Educators/ Educator Assistants, Staff,

1 Abide by the Philosophy of Whitsunday Shire Family Day

1 Abi de by Early Childhood Australia Code of Ethics

i Adhere to all regul ations, policies, procedures, and a

i Adhere to the National Principles for Child Safe Organ

i Adhere to Whitsunday&SiEhi ¢édFamidl YoDah Ras& Management

i Treat families and children with courtesy, respect anc
best of their ability

i Observe alll the rules of Whitsunday Shire Family Day (
and any others determined by the Management Committee

1 Represent Whitsunday Shire Family Day Care Assoc. |Inc.

i Not discuss confidenti al i ssues of Whitsunday Shire Fa
have a | awful right to that information

i Foll ow any grievance procedures set down by the Manage
members of Whitsunday Shire Family Day Care Associatio

i Not harass in any form clients, other staff, or member

i Not abuse, physically or verbally, families, children,
Day Care Association | nc.

i Encourage open communication between all families, chi

i Respect cultural di fferences

i Provide a welcoming inclusive and safe environment f ol
student s

i Avoid the use of offensive | anguage

i Avoid contact with children that may be construed as i

i Respect the privacy of Educators, children, and f ami/l

i Respond to all cases of suspected child abuse or negl e

i Protect the security and safety of children at all tim

Unacceptable conduct includes but it not | imited to:

i Being adversely affected by and/or under the influer
representing WSFDC or when driving vehicle for work p

i Mi susing prescription drugs or uspngscpiobeseésdirngs, ow
work duties.

i Using unprofessional or obscene | anguage or gestures
unprofessional or unsolicited conversations (e.g. gos

i Engaging in behaviour that may be considered as, or ¢

1 Behaving in a fraudulent or dishonest manner

1 Breaching any | aws that govern the workplace

i Make unauthorised statements or provide unauthorised

1 Making or posting i nappropriate, fal se or mal i ci ous
coll eagues, children or families. This includes, but
messages.



Educaltmfror mat i

Educators

An Educat oempbkowe diseeshaéddneear |l y chil dhood worker who is re
Day Care to <care for smal | groups of children in thei
experienced in caring for children and are supported by
qgualifications.

Pl ease show your Educator that you value the care they g
policies of our scheme and by taking & hmeddsne Roosittalvke
bet ween the Educator and families are critical in provid
Your EducReé@irstration Certificate wildl be displayed at
avail able upon request. I f you would Iike to contribute
your Educator.

Students and Volunteers

Students and volunteers may partake in work experience ¢
permi ssion from parents is required before placement of
commitment to confidentiality will be required.

Limit On Numbers Of Children I n Care

I n accordance with the Early Childhood Education and Car
Care ratio requirement is 1:7. Of this seven, there is
includes t®eo®Wwduchtbdren younger than 13 years of age i f
may also care for school age children either before/afte
7 children in total in care at the same ti me.

Assessment of Family Day Care Venue and Residence

The Coordinators conduct an assessment of each venue anc
provided to children. The suitability of each residence
and wellbeing of c¢children being educated and cared for b
What i f my Educator is not available?

Wh e n our Educator is planning to take holidays you wil/
own arrangements with friends or family or you may want
pl eas notify the Coordination Unit at Whitsunday Shire
made to place your child with an alternate Educator.

I f your Educator is wunavailable on short notice and it i
ask if you need alternate care.

Routine

Repetition is essential for young chi |ldwaesnh htahnedys ,q umecakll y
and rest time etc. This |l eads to the children becoming c
with their new surroundings. Pl ease discuss the daily r
Sustainability

We are dedicated to protecting our environment to ensure
i mprovement, we strive each day to be better than the da
Al of our Educators actively engage in caring for the ¢
and working alongside children, families and the broad:
everyday actions. Babies and toddlers start by observin
songs, rhymes and verbal cues from Educator s. As childr
understand the reasons behind these practices and the i m
The Whitsunday Shire F&miSluyst@ayabGatéet $clsSemeé ement i's ave
I ndi vidual Educator sustainability plans can be found at



Heal th and

Medi cat.
Your Edu
Any medi
i Be in
(i.e.
i Have
i Be ha
i I n th
guar d
t he E
upon
Medi cal

on
cator may give medication only when you have sig
cation must:

t he original container wi t h a p& a mmaney alnab ed
Pre@cei pt hédmicaommmaey medi cati on)
a @s e bdeagtte and be given only to the child whose r
nded directbdpl easgodo EdDdtucHseawaeg i n your child
e event t hat a child has a high fever and pare

ian can authorise the administration of a singl e
ducator (appropriately Il abelled by qualified pr:
enrol ment .

Conditions

During the enrol ment please advise the service if your c
of their condition. You wil/| be requested to complete a
Your child is not to attend care without medication®d pr e:
specific health care need, allergy, or relevant medical
| f relevant, understand that wé& mesii cglvéeapagmmestomnflo
Plan to be on diGsspEdy®d attome utro chompl y with the Educatic
Regul ations. This information wil!/ not be used for any p
Il Il nesses/ I nfectious Diseases

A child who is sick and may have an infectious illness n
to care after the exclusion period has expired and when
condition of the child that exclusion is required, a d
children in car & aonwh thHheed |oErdnuactaitoor regarding illnesses/ i
which children can be excluded is available here:
https://www. health.gld.gov.au/ph/documents/ cdb/timeout p
I n the event of the Educator or a member of their own f
of the children in care as soon as possible and notify
avail able and is required. I f care is not provided by t
Children that are unwell are best to stay at home, sendi
the Educator considers a child is not wel/l enough to st
be contacted to collect their child and normal fees wil!/l

Admi ni st
Families
Whitsund
and stan
pl ease r
and Deal

Il mmuni s a
Whi tsund
the Nati
choose n
situatio
suf ferin

Upon ent
status.
require
i mmuni sa

Uni mmuni
further

ration of Medication

requesting the administration of medi cation wi
ay Shire Family Day Care to ensure the safety of
dards in order to ensure the health of <children

efer to Whitsunday Shire Famid AdmBDaygi Ltar &t iPoon i afy
ing with Medical Conditions in Children policies
tion

ay Shire Family Day Care recommends that chil dr e
onal Heal th and Medical Research Counci |, but i
ot to have their children i mmunised must be awar
n where an Educatar faami mngmber aobthbe Edutdt on c
g from an illness or disease included in the i m
ol ment parents wil/l be rd@&quewsntreantt or escuoprpd sy ocfo pt
Pl ease keep the ofsfiicnemuinnfsartmed afecywyouwurs alsi Itd/ery
further information regarttithmgs :i/nmnwww.sga tdi.ogno vf @m
tion

sed children wild/l not receive Family Assistance

informati on.


https://www.health.qld.gov.au/ph/documents/cdb/timeout_poster.pdf
https://www.qld.gov.au/health/conditions/immunisation
https://www.qld.gov.au/health/conditions/immunisation

I ncidents/ I njuries

When a child is involved in an incident or sustains an
aid immediately and seek further medi cal attention if
bumps, falls etc.

Educators are to notify the parent/ guardian and Coordin
must be completed by the Educator, signed by the parent/
| f the injury requires medical assistance from a doct
Education and Care wil!/ be notified. Educators are requ

and asthma management .

Hygi ene

As an early childhood service, we need to be aware of w
can be spread by:

i airborne droplets, e.g. sneezing

1 faecal /oral contamination

) skin contact

i urine/ blood/ body secretions. Disposable gloves wil/ b

Therefore Educators are required to adhere to recommenda

1 Providing separate eating utensils, hand towels, wash

1 Washing of hands wupon arrival and departure, before
nappies or handling of pets.

1 Hand sanister is available upon entry and exit of the

i Regul ar washing and disinfecting of toys, equipment,

i Safe storage and handling of food.

1 Removal of pet droppings and keeping pet food and pet

i Safe disposal of nappies, food scraps, household rubb

Sl eep, Rest and Rel axation

We are committed to providing a safe, comfortabl e, and

sl eep, rest, and relaxation needs. Safe sleep practices

safety for all children. Our Educators follow ther Rleat &

ncident s.

For children under 3 years of age, sl eep checks are con
safety and well being while they rest. EducaGorimmdweil dual
routine and needs, promoting a sense of security and con
Meal s and Nutrition

Al children in care require regular, heal thy meal s, SN
nutritious lunchbox to care and water is the best drink
has Mautritious LunchborcRedepdei Bogbluet enrol ment pack for
eat more in care then they do at home as they burn up s
guide to pack would be; fruit and yoghurt for morning te

fruit and snacks for afternoon tea.

Provision is made for children to enjoy occasional treat
particépaetdemdli ng activities with their Educator.




Enrol menfite e s

Confirming Care
Pl ease ensure you complete all/l the steps on the Confirm
ensure your Child Care Subsidy is applied.

Commencing Care

Your may ltdake a while to settle into his/her new environ
you. This is perfectly natural. However anxious you may
try your best not to show it. Even very young children c
that you are anxious about |l eaving them, they will ffeel

Parents andplEdausceatnmakse sure that children are shown wher
find the toilet, bathroom and where to put their belongi
Be pogihteievéd ul and firm. Pl ace your trust in the Educatol
wor k or home can sometimes ease your mind and reassure Yy
Neveneak off while your child is distracted. I't may see!
child wild.l devel op a |l ack of trust and seadulriibatgypy lamd ychu
home.

Once your child has st aw tlreadme.t tAlnldd wga alni tEtdluec attiome occas
the day to talk to the Educator, by coming to collect 1
little problems never become big issues. I f you keep tl
mai ntain a good relationship based on cooperation and m
Delivery and Collection of Children

Safety and security is of paramount i mportance in the d
into the care of the Educator and your &hhbohewwithohl g/ b
Guardian or Aut hori sed Nominee. I n the event t hat the ¢
Aut hori sed Nominee Form wil|l be contacted.

Child Care PIN

Whitsunday Shire Family Day Care uses a technology pl at
communication and administration processes with families
in and out of care each day using an electronic signatur

A PIN is used t&o ivdeernitfiyt ya wheernsosni gni ng child attendances
sent to each parent/ guardian via their supplied email a
Aut horised Nominees on your Drop off and Collection Au
somet hing you can remember.

Each person is allocated their own unigque PIN and

Educator or any other person collecting the

Pl ease refer to your Harmony Parent/ Guardian I nformation
Child Care Subsidy
The Child Care Subsidy (CCS) is the main way the Austr
Providers must be approved by the department to receive
Subsidy (ACCS) is a top up payment in addition to the C
families and children who need extra support.
CCSsS will be paid directly to Whitsunday Shire Family Day
pay the Whitsunday Shire Family Day Care the difference
as fghae oOfTdwe s wi | | occur via a Direct Debit payment each |
Liability to Pay for Child Care Fees
The Australian Government provides financi al assistance
the cost of child care and to encourage workforce partic
chidl cdare and |l iable to pay the child care fees.& Tdherye mu
their partner. An individual must have incurred a |iabi
Arrangement to be eligible for CCS. This is a core part

individual to pay for child care. Wi thout a Complying Wr
individual will not be eligible for Child Care Subsidy.



Service Levy

The service | evy is an hourly charge pai & byealsichedmus emae
for the cost.

This fee enables us to:

i Supply your Educator with the necessary equipment to
sl eeping mats, etc.
i Provide Educators with a Resource Library that &haged

stage of development.
i Provide Playgroups
Admini strative Cost

Payment of Fee and Attendance Records

i Standard operational hours are 8.00am to 6.00pm, Mo n
charged-saandand rates.

i Educators set their own fee schedul es. You should di
chidl egnrol ment interview.

i Payment Method: Al payments are made via direct debi

i Payment Due: Payment is due every Friday for the week

1 Direct Deposit Surcharge: A $0.70 surcharge wil!/ be

charged by tlhedKSNEd FSSa YIeé L& 2 ONBRAG Ol NR

[ FG8ai2INdd Payments:

i Direct Debit Failure: I n the event that the direct de

i Ongoing Failures: I f two consecutive direct debit f ai
outstanding fees are paid in full

i Possible Consequences: Failure to settle fees after t

your c¢child'"s position in family day <care.
9 Pledsyeads2NE (KI{G LIe&vySyida INB YIRS 2y oaYS (2 | @2

Terminating Booked Care

You must give your Educator notice as per individual fee
i Reduce your hours of <care

1 Cancel care permanently

I f you do not give notice you wil!/@ be required to pay fo
fee in |lieu of notice. I f you do not use care during thi
cannot be applied and full fees wild.l be required.

Notice is deemed to have been given on the day you ad\yv
all owance absences or child care subsidy iif your <child
claim all owance absences or child care subsidy if you he
your c¢child out of care on a set date and then change you
Hol i draaynsi | i es

I'n the event of families taking holidays, fees v |lpl ascte
being no | onger available with your Educator or the Sche
Hol i deadyusc at or s

When your Educator is wunavailable to care for your chil
anot her Educator. Parents who need alternative ¢ attoel itdoayb
and L&awven or make contact with the scheme so that ever.y
pl acement for your chil d. However, the availability of
pl acement cannot be guaranteed.

Parents who do not require alternative care wil/ not be

Booked Hours

It is essential that you adhere to your agreed upon hour
tending booked cwup eqr odelai Meartye @fi ck child is inevitable.
hourly basis or paupgs tvnietrlreoodt froat ilad.e Tphiick penalty i s nof
change your booked care hours please notify your Educato
wi | | have a booking form to compl ete. I f this is not com



Casual Car e
I n the event that you require extra hours or an extra da
hours this may be charged at a casual rate.

Absences From Car e

i Al | booked hours of care must be paid for even iif yol
provide care.

i Payment of Childcare Subsidy for absences from care i
includes public holidays)

Public Holidays

When care is not needed:
The usual fee is payable for all booked care days fallin
When care is needed:

A higher féplieaspagbabltk & ofuede Esdalceadwlre f or this rate.

Adhere to the Fee Schedul e

It is essential parents are familiar with and agree to t
y ou by your Educator upon &ermrreslpmoenrsti.bi litystahe epaueept
successful

Before and After School Car e

The duty of care begins when the parent/ guardian has si ¢
After school care commences when school finishes until
educators can escort a child to and/or from school ei t he
the initial interview, and reviewed each year. Child Car
for BSC/ ASC at the educators setting. It wi || not be pai
School Homewor k

Educators are not responsi ble for supervising homewor k.
age chtidddenhomewor k, but&itespompitbitlhiet v dtudc agwper vi se h

compl et ed.

Provision of Essentials For Car e

Families are asked to provide ample clothing for <childr
extra pants and any personal items your child may need.
protect them from the sun for a day in care. Suggestior

QueensHtathnmps: / / cancerql d. org. aul/

Babies may need extra supplies of &@abPpueastortc. Discuss
Pl ease be aware that day care days are filled with fun
and perhaps a good set i f your Educator is taki

Activity/ Outings Permission

Educators are encouraged to include activities and outi:r
consider the age, interests and abilities of the chil d.
for each outing and wil/l require parent/ guardian per miss
Transport (I f applicable)

Educators may transport children in vehicles in emergenc
Children must at all times be in an approved, propesrly
age/ weight. All such equipment is checked to comply with

a permission form being completed and signed by the part
strict Risk Management Plans for transportation.

I f you do not wish your child to be transported in vehi
with your Educator and the Coordination Unit. Children m


https://cancerqld.org.au/

Swi mmi ng

Some Educators may wish to take a child/children swimmi:H
required and adult/child ratio for swimming is maintaine
Pet s

Pets are in ®&armymeducst oarn i ntegral part of family |[|ife

hygiene requirements.

Parent/ Guacadnaern f®r sahety whildbe acknowl edged at al |
placing their children in a home with or without pet s.
completed prior to alnfy yionut ehraavcet i aomy wi e she rpveattsi,.ons about p

the Coordinator
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l'y and Child Connect

ove our <children but someti mes things get a bit t o
l enges at some point. We connect you to the supfport
idential, free and worth the cattp:13fBEAMI k¥hot dLtB3&2

d Protection and Reporting of Harm

sunday Shire Family day Care believes every child h
e. We are committed to protecting the security and
rmation of the dignity and rights of the child, acti
eglect; and where abuse or neglect has occurred or

s in a manner which wil/l keep children safe.

sunday Shire Family Day Care is committed to provid
l'y day care, and an environment in which they can
sunday Shire Family Day Care is committed to ensur
ation where a child is harmed or suspected to have b

i slative requirements.

information regarding child protection the Commissi (
ontacted by phoning 1810t0t @s1:3/ /6viviw.olrl we @aarn ch.eqlwk.bgd v .ea:

you concerne abfoety aamcdi Well | bei ng?
Child Protection Guide helps you decide whether to r
se go to link bel ow:

Queensl and Chil d-Pagparetcmhd mtn _ oGu i @hei | dr en | Youth Justic

(cyjma.qgld. gov. au)



http://familychildconnect.org.au/
https://www.bluecard.qld.gov.au/
https://www.cyjma.qld.gov.au/about-us/our-department/partners/child-family/our-government-partners/queensland-child-protection-guide
https://www.cyjma.qld.gov.au/about-us/our-department/partners/child-family/our-government-partners/queensland-child-protection-guide

