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Philosophy Statement 

/ƻƴǘŜȄǘǳŀƭ ƛƴŦƭǳŜƴŎŜǎ YŜƴǎƛƴƎǘƻƴ DŀǊŘŜƴǎ tǊŜ-ǎŎƘƻƻƭ ƛǎ ǎƛǘǳŀǘŜŘ ƛƴ ǘƘŜ YŜƴǎƛƴƎǘƻƴ DŀǊŘŜƴǎ wŜǎŜǊǾŜΦ  ²Ŝ 

ŀŎƪƴƻǿƭŜŘƎŜ ŜŀŎƘ Řŀȅ ǘƘŀǘ ǿŜ ƳŜŜǘ ƻƴ ǘƘŜ ǘǊŀŘƛǘƛƻƴŀƭ ƭŀƴŘǎ ƻŦ ǘƘŜ YŀǳǊƴŀ ǇŜƻǇƭŜΦ hǳǊ ŦŀƳƛƭƛŜǎ ŎƻƳŜ ŦǊƻƳ 

ŘƛǾŜǊǎŜ ōŀŎƪƎǊƻǳƴŘǎ ŀƴŘ Ƴƻǎǘ ƻŦ ƻǳǊ ŎƘƛƭŘǊŜƴ ŀǘǘŜƴŘ ƻǘƘŜǊ ƭƻŎŀƭ ŜŀǊƭȅ ŎƘƛƭŘƘƻƻŘ ǎŜǊǾƛŎŜǎ ŀƴŘ ƛƴŦƻǊƳŀƭ ŎŀǊŜ 

ŀǊǊŀƴƎŜƳŜƴǘǎ ǎǳŎƘ ŀǎ ƎǊŀƴŘǇŀǊŜƴǘǎΦ  ¢ƘŜ ǇǊŜǎŎƘƻƻƭ ǇǊƻǾƛŘŜǎ ŦƭŜȄƛōƭŜ ǎŜǎǎƛƻƴǎ ǘƻ ƳŜŜǘ ŀƴŘ ŎƻƳǇƭŜƳŜƴǘ 

ǘƘŜǎŜ ǎŜǊǾƛŎŜǎ ŀƴŘ ŦŀƳƛƭȅ ǿƻǊƪ ŎƻƳƳƛǘƳŜƴǘǎΦ /ƘƛƭŘǊŜƴΩǎ мр ƘƻǳǊǎ ƻŦ ǇǊŜǎŎƘƻƻƭ ƛǎ ŘŜƭƛǾŜǊŜŘ ƻǾŜǊ н Ŧǳƭƭ ŘŀȅǎΦ 

¢ƘŜ ƎǊƻǳƴŘǎ ŀǊŜ ǿŜƭƭ ƪŜǇǘ ŀƴŘ ǎƘŀŘȅ ŀƴŘ ǿŜ ǎǇƛƭƭ ƻǳǘ ƛƴǘƻ ƻǳǊ ōŜŀǳǘƛŦǳƭ ǇŀǊƪ ŦƻǊ bŀǘǳǊŜ YƛƴŘȅ ŀƴŘ ƻǘƘŜǊ 

ƭŜŀǊƴƛƴƎ ƻǇǇƻǊǘǳƴƛǘƛŜǎΦ hƴ CǊƛŘŀȅΩǎ ǿŜ Ǌǳƴ ŀ ǿŜƭƭ-ŀǘǘŜƴŘŜŘ ŎƻƳƳǳƴƛǘȅ ōŀǎŜŘ ǇƭŀȅƎǊƻǳǇΦ YDt ŘƻŜǎ ƴƻǘ ƘŀǾŜ 

ƻƴŜ Ƴŀƛƴ ŦŜŜŘŜǊ ǎŎƘƻƻƭ ōǳǘ ŦŜŜŘǎ ǘƻ ƳƻǊŜ ǘƘŀƴ с ŘƛŦŦŜǊŜƴǘ ǎŎƘƻƻƭǎ ōƻǘƘ ǇǳōƭƛŎ ŀƴŘ ǇǊƛǾŀǘŜΦ   

hǳǊ tƘƛƭƻǎƻǇƘȅ 

YŜƴǎƛƴƎǘƻƴ DŀǊŘŜƴǎ tǊŜǎŎƘƻƻƭ ƻŦŦŜǊǎ ŎƘƛƭŘǊŜƴ ŀ ǎŀŦŜΣ ŦǊƛŜƴŘƭȅ ŀƴŘ ŎƻƳǇŜƭƭƛƴƎ ŜƴǾƛǊƻƴƳŜƴǘΦ  /ƘƛƭŘǊŜƴ 

ŀŎǘƛǾŜƭȅ ŜƴƎŀƎŜ ƛƴ ŀǳǘƘŜƴǘƛŎΣ ƘŀƴŘǎ-ƻƴ Ǉƭŀȅ ŜȄǇŜǊƛŜƴŎŜǎ ŀƴŘ ƻǳǊ ōŜŀǳǘƛŦǳƭ ƻǳǘŘƻƻǊ ŜƴǾƛǊƻƴƳŜƴǘ ŀƴŘ 

ǎǳǊǊƻǳƴŘǎ ŀƭƭƻǿǎ ŎƘƛƭŘǊŜƴ ǘƻ ŎƻƴƴŜŎǘ ǿƛǘƘ ŀƴŘ ƭŜŀǊƴ ŦǊƻƳ ƴŀǘǳǊŜ ƻƴ ŀ Řŀƛƭȅ ōŀǎƛǎΦ  hǳǊ ŜƴǾƛǊƻƴƳŜƴǘ ƛǎ ǎŜǘ 

ǳǇ ƛƴǘŜƴǘƛƻƴŀƭƭȅ ǎƻ ǘƘŀǘ ŎƘƛƭŘǊŜƴ Ŏŀƴ ōŜ ƛƴ ŎƘŀǊƎŜ ƻŦ ǘƘŜƛǊ ƻǿƴ ƭŜŀǊƴƛƴƎ ς ƛƴŘŜǇŜƴŘŜƴǘΣ ǎŜƭŦ-ǊŜƭƛŀƴǘ ŀƴŘ 

ŜƴŎƻǳǊŀƎŜŘ ǘƻ ŜȄǇƭƻǊŜ ŀƴŘ ƛƴǾŜǎǘƛƎŀǘŜΦ 9ǉǳŀƭ ǳǎŜ ƛǎ ƳŀŘŜ ƻŦ ǘƘŜ ƛƴŘƻƻǊ ŀƴŘ ƻǳǘŘƻƻǊ ŜƴǾƛǊƻƴƳŜƴǘΦ  

hǳǊ ǇƘƛƭƻǎƻǇƘȅ ƛǎ ōŀǎŜŘ ƻƴ ǘƘŜ ǾƛŜǿ ƻŦ ǘƘŜ ŎƘƛƭŘΣ ŎƻƳǇŜǘŜƴǘ ŀƴŘ ŎŀǇŀōƭŜ ƭŜŀǊƴŜǊ ǿƘƻ ŎƻƳŜǎ ǘƻ ǳǎ ŦǊƻƳ 

ǘƘŜƛǊ ŦŀƳƛƭȅ ǿƛǘƘ ŀ ǿŜŀƭǘƘ ƻŦ ƪƴƻǿƭŜŘƎŜΣ ŜȄǇŜǊƛŜƴŎŜǎ ŀƴŘ ƛŘŜŀǎΣ ǊŜŀŘȅ ǘƻ ŀŎƘƛŜǾŜ ŀƴŘ ŎƻƴǘƛƴǳŜ ǿƛǘƘ ǘƘŜƛǊ 

ƭŜŀǊƴƛƴƎΦ   ²Ŝ ŀŎƪƴƻǿƭŜŘƎŜ ǘƘŜ ŦŀƳƛƭȅ ŀǎ ǘƘŜ ŎƘƛƭŘΩǎ ŦƛǊǎǘ ŜŘǳŎŀǘƻǊ ŀƴŘ ŀŎǘƛǾŜƭȅ ŘŜǾŜƭƻǇ ǊŜǎǇŜŎǘŦǳƭ ŀƴŘ ƻǇŜƴ 

ǘǿƻ-ǿŀȅ ǊŜƭŀǘƛƻƴǎƘƛǇǎΦ  ²Ŝ ǊŜǎǇŜŎǘ ŀƴŘ ǾŀƭǳŜ ǘƘŜ ŘƛǾŜǊǎƛǘȅ ŀƴŘ ǳƴƛǉǳŜƴŜǎǎ ƻŦ ƻǳǊ ŦŀƳƛƭƛŜǎ ŀƴŘ ǎŜŜƪ ǘƘŜƛǊ 

ǇŀǊǘƛŎƛǇŀǘƛƻƴ ŀƴŘ ƛƴǇǳǘ ƛƴ ƻǳǊ ǇǊƻƎǊŀƳΦ  hǳǊ ŎƻƴƴŜŎǘƛƻƴǎ ǿƛǘƘ ǘƘŜ ǿƛŘŜǊ ŎƻƳƳǳƴƛǘȅ ŀƴŘ ǿƛǘƘ ǘƘŜ ƴŀǘǳǊŀƭ 

ǿƻǊƭŘ ƎƛǾŜ ŎƘƛƭŘǊŜƴ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ŎǊŜŀǘŜ ƴŜǿ ǳƴŘŜǊǎǘŀƴŘƛƴƎǎΣ ŘŜǾŜƭƻǇ ǘƘŜƛǊ ǎŜƴǎŜ ƻŦ ōŜƭƻƴƎƛƴƎ ŀƴŘ 

ŎƛǘƛȊŜƴǎƘƛǇΦ  

hǳǊ ǇǊƻƎǊŀƳ ƛǎ ōŀǎŜŘ ƻƴ ƻǳǊ ƎǊƻǳǇ ƻŦ ƭŜŀǊƴŜǊǎ ŀƴŘ ƻǳǊ ŎƻƴǘŜȄǘ ŀƴŘ ŎƻƳƳǳƴƛǘȅΦ hǳǊ ƭƻƴƎ ǘŜǊƳ 

ƛƴǾŜǎǘƛƎŀǘƛƻƴǎ ōǳƛƭŘ ŎƘƛƭŘǊŜƴΩǎ ǎŜƭŦ- ōŜƭƛŜŦ ŀōƻǳǘ ǘƘŜƛǊ ƻǿƴ ƛŘŜƴǘƛǘȅ ŀǎ ŀ ƭŜŀǊƴŜǊ ŀōƭŜ ǘƻ ƻǾŜǊŎƻƳŜ ŎƘŀƭƭŜƴƎŜǎΣ 

ŀǎƪ ǉǳŜǎǘƛƻƴǎΣ ǿƻǊƪ ǿƛǘƘ ƻǘƘŜǊǎ ŀƴŘ ŦƛƴŘ ǎƻƭǳǘƛƻƴǎ ǘƻ ŀƴȅ ǇǊƻōƭŜƳǎΦ  ²Ŝ ǾŀƭǳŜ ŀƴŘ ǎŜŜƪ ǘƘŜ ŎƘƛƭŘΩǎ ǾƻƛŎŜ ƛƴ 

ŎƘƻƛŎŜ ƻŦ ǘƻǇƛŎǎΣ ǘƘŜ ƭŜŀǊƴƛƴƎ ŜƴǾƛǊƻƴƳŜƴǘ ŀƴŘ ǘƘŜ ŜȄǇŜǊƛŜƴŎŜǎ ǿŜ ƻŦŦŜǊΦ  

/ƘƛƭŘǊŜƴ ƘŀǾŜ Řŀƛƭȅ ŀŎŎŜǎǎ ǘƻ ŎƭŀȅΣ ǇŀƛƴǘΣ ŘǊŀǿƛƴƎ ƳŀǘŜǊƛŀƭǎΣ ǿƻƻŘǿƻǊƪ ŀƴŘ ŎƻƭƭŀƎŜΦ hǊŀƭ ƭŀƴƎǳŀƎŜ ƛǎ 

ǎǳǇǇƻǊǘŜŘ ŀƴŘ ŘŜǾŜƭƻǇŜŘ ǘƘǊƻǳƎƘ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ǘƻ ŜȄǇǊŜǎǎ ƛŘŜŀǎ ŀƴŘ ǘƘŜƻǊƛŜǎΦ hǇǇƻǊǘǳƴƛǘƛŜǎ ǘƻ ŜȄǇƭƻǊŜ 

ŀƴŘ ƭŜŀǊƴ ŦǊƻƳ ƴŀǘǳǊŜ ŀƴŘ ōǳƛƭŘ ǇƘȅǎƛŎŀƭ ŎƻƳǇŜǘŜƴŎŜ ŀǊŜ ǇǊƻƳƻǘŜŘΦ  ¢ƘŜ ŀǊǘǎ ŀǊŜ ŎŜƭŜōǊŀǘŜŘ ƛƴŎƭǳŘƛƴƎ 

ŘǊŀƳŀǘƛŎ Ǉƭŀȅ ŀƴŘ ŘǊŀƳŀΣ ƳǳǎƛŎ ŀƴŘ ŘŀƴŎŜ ǿƘƛŎƘ ŀǊŜ ǎŜŜƴ ŀǎ Ǿƛǘŀƭ ǿŀȅǎ ƻŦ ƭŜŀǊƴƛƴƎ ŀƴŘ ŜȄǇǊŜǎǎƛƴƎ ƻƴŜǎŜƭŦΦ  

²Ŝ ǎǳǇǇƻǊǘ ǘƘŜ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƻŦ ŀƭƭ ǘƘŜ ƪƛƴŘŜǊƎŀǊǘŜƴ ŎƻƳƳǳƴƛǘȅ ƛƴ ōŜŎƻƳƛƴƎ ŎƻƴŦƛŘŜƴǘ ƭƛŦŜ-ƭƻƴƎ ƛƴ ǘƘŜ нмǎǘ 

/ŜƴǘǳǊȅΦ  

5ƻŎǳƳŜƴǘŀǘƛƻƴ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ƛǎ ŜǾŀƭǳŀǘŜŘ ŜǾŜǊȅ ǿŜŜƪ ŀƴŘ ƎǳƛŘŜǎ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŀƴŘ ǇƻǎǎƛōƛƭƛǘƛŜǎ ŦƻǊ 

ŦǳǘǳǊŜ ŜȄǇŜǊƛŜƴŎŜǎΦ  ²Ŝ ǎŜŜƪ ǇŀǊŜƴǘΩǎ ƛƴǇǳǘ ƛƴǘƻ ǘƘŜ ǇǊƻƎǊŀƳΦ ²ŜŜƪƭȅ ǇƭŀƴƴƛƴƎ ǎŜǎǎƛƻƴǎ ƛƴŎƻǊǇƻǊŀǘŜ 

ƛƴŘƛǾƛŘǳŀƭ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ŀƴŘ ǿŜ ƴƻǘŜ ǘƘŜƛǊ ǎǘǊŜƴƎǘƘǎΣ ŀƴŘ Ǉƭŀƴ ŦƻǊ ǘƘŜƛǊ ŦǳǘǳǊŜ ǇǊƻƎǊŜǎǎΦ  ¢ƘŜ ǾƛǎƛōƭŜ 

ƭŜŀǊƴƛƴƎ ƛƳǇǊƻǾŜƳŜƴǘ ŎȅŎƭŜΣ [ŜŀǊƴƛƴƎ {ǘƻǊƛŜǎ ŀƴŘ ǇƘƻǘƻƎǊŀǇƘƛŎ ǎǘƻǊƛŜǎ ŀǊŜ ŀ ƭŀǊƎŜ ǇŀǊǘ ƻŦ ƻǳǊ 

ŘƻŎǳƳŜƴǘŀǘƛƻƴΣ ŜǾƛŘŜƴŎŜ ƻƴ ƻƴƎƻƛƴƎ ŀǎǎŜǎǎƳŜƴǘ ŦƻǊ ƭŜŀǊƴƛƴƎΦ                                                                                                                                                        

wŜǾƛŜǿŜŘ WǳƴŜ нлмт 

430 The Parade 
             Kensington 
Gardens  SA  5068                                                                     

Phone : 08 8331 8068 
Fax : 08 8364 6874 

Email : admin@kensingtonpre.sa.edu.au 
Website: www. kensingtonpre.sa.edu.au 

 

mailto:admin@kensingtonpre.sa.edu.au


 

 

Education & Care Services National Regulations 

Chapter 4 ς Operational requirements, Part 4.7 Leadership and Service Management, Division 2 

ς Policies and Procedures 

Regulation 168 ς Education and care service must have policies and procedures 

 
Kensington Gardens Preschool has prepared policies and procedures in relation to the following: 

a) Health and safety, including matters relating to: 
i. nutrition, food and beverages, dietary requirements; and 
ii. sun protection; and 
iii. water safety, including safety during any water-based activities; and 
iv. the administration of first aid. 

b) Incident, injury, trauma and illness procedures complying with Regulation 85. 
c) Dealing with infectious diseases, including procedures complying with Regulation 88. 
d) Dealing with medical conditions in children, including matters set out in Regulation 90. 
e) Emergency and evacuation, including the matters set out in Regulation 97. 
f) Delivery of children to, and collection of children from, the premises, including procedures 

complying with Regulation 99. 
g) Excursions, including procedures complying with Regulations 100 to 102. 
h) Providing a child safe environment. 
i) Staffing, including: 

i. a code of conduct for staff members; and 
ii. determining the responsible person present at the service; and 
iii. the participation of volunteers and students on practicum placements. 

j) Interactions with children, including the matters set out in Regulations 155 and 156. 
k) Enrolment and orientation. 
l) Governance and management of the service, including confidentiality of records. 
m) The acceptance and refusal of authorisations. 
n) Payment of fees and provision of a statement of fees charged by the service. 
o) Dealing with complaints. 

 

Regulation 170 ς Policies and procedures to be followed 

 

Kensington Gardens Preschool has included details of the policies and procedures to be followed 

at the service in the Staff Induction folder. 

 

Regulation 171 ς Policies and procedures to be kept available 
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Kensington Gardens Preschool has developed a Policy Manual containing copies of the current 

policies and procedures required under Regulation 168 and ensures it is kept accessible to staff, 

volunteers and families at all times. 

 

Regulation 172 ς Notification of change to policies and procedures 

 

1) Subject to (3) below, Kensington Gardens Preschool will ensure that parents of children 

enrolled at the service are notified at least 14 days before making any change to a policy or 

procedure referred to in Regulation 168 that may have a significant impact on ς 

a) tƘŜ ǎŜǊǾƛŎŜΩǎ ǇǊƻǾƛǎƛƻƴ of education and care to any child enrolled at the service; or 

b) tƘŜ ŦŀƳƛƭȅΩǎ ŀōƛƭƛǘȅ ǘƻ ǳǘƛƭƛǎŜ ǘƘŜ ǎŜǊǾƛŎŜΦ 

 

2) Kensington Gardens Preschool will ensure that parents of children enrolled at the service 

are notified at least 14 days before making any change that will affect the fees charged or 

the way in which fees are collected. 

 

3) If Kensington Gardens Preschool considers that the notice period would pose a risk to the 

safety, health or wellbeing of any child enrolled at the service, it will ensure that parents of 

children enrolled at the service are notified as soon as practicable after making a change 

referred to in (1) above. 
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DECD Preschool Enrolment Policy (Policy Number #1) 

National Quality Standard 6.1      Regulation 168 (2) (k)    Key Related Regulations: 160, 161, 162, 

177 

 
Lƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ǇǊŜǎŎƘƻƻƭ ŜƴǊƻƭƳŜƴǘ ǇƻƭƛŎȅ ŎƘƛƭŘǊŜƴ ŀǊŜ ŜƴǘƛǘƭŜŘ ǘƻ ŀŎŎŜǎǎ п ǘerms of 
preschool in the year before they start school. There is one intake at the beginning of each year for children 
who turn 4 years of age before 1 May. Some groups of children are eligible to commence preschool 
throughout the year.  
All preschools must endeavour to provide places for children living within the local geographical catchment 
area of the preschool as a priority. Preschools may accept children outside their local geographic catchment 
area, where there are available places.  
Preschools are required to comply with the educator to child ratios outlined in the Education and Care 
Services National Law and Regulations (Refer to National Law Section 169 and National Regulations 121 - 
123). When enrolling children, preschools are to ensure that the educator-to-child ratios are aligned as 
closely as possible to 1 educator to 10 children per session in category 1 preschools, and 1 educator to 11 
children per session in category 2 and 3 preschools. 
Eligible enrolments  
Kensington Gardens Preschool offers the following programs to children who are eligible 
enrolments for funding purposes:  
1. Children who turn 4 by May 1st of each year are entitled to attend a preschool program from 
Term 1-Term4 for the  equivalent of up to 15 hours per week prior to entering formal schooling.  
2. Children who are Aboriginal or under the Guardianship of the Minister for Education and Child 
Development are entitled to attend preschool from the age of 3 years. The child can attend up to 
12 hours per week which then increases to 15 hours once the child turns 4 years of age. The child 
is also entitled to continue attending the preschool program until 6 years of age.  
3. Approved Early Entry or Extended Enrolment  
The Director may negotiate early entry when:  

the preschool has the capacity within its current resources and consultation has occurred 
between the director, centre staff, parents and, where applicable, personnel from the region, such 
as Preschool Support Program, Bi-Lingual Support Program, and/or specialist agencies.  
 
These enrolments are to be counted as eligible enrolments for funding purposes, however where 
a service is experiencing enrolment pressures, children enrolled under Early Entry or Extended 
Enrolment will take second priority to other eligible enrolments.  
 
Additional information  
C!vΩǎ ς Preschool Enrolment Form and Enrolment Process  
This policy is located on the DECD web site at:  
https://www.decd.sa.gov.au/doc/preschool-enrolment-policy 

 
Reviewed November 2016 
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Kensington Gardens Preschool   

Preschool Priority of Access Policy  (Policy Number #2) 

(Ratified by Governing Council 29.11.2016  - Version 2 ) 

 

PURPOSE 

Enrolments will be determined in accordance with the Preschool Enrolme nt Procedure of 

the Department for Education and Child Development (DECD) (attached) and this 

Preschool Priority of Access Policy will inform parents /guardians of the criteria that will b e 

used to prioritise enrolments.  

 

SCOPE 

Families are entitled to enr ol in any DECD preschool in their local area or preferred 

kindergarten where available places exist. W here the demand for preschool places 

exceeds the capacity (number of places available) at that site then the priority of access 

policy will apply to guide  equity in allocating  preschool  places.  

 

OBJECTIVES 

Parents/ guardians who register intent to enrol at the preschool will have their application 

for enrolment assessed by the site leader and/ or Regional Office staff as outlined in 

Procedure Details. Where a place cannot be offered parents/ guardians will be provided 

with the names of alternate local preschools.  

PROCEDURE DETAILS 

Enrolments will be assessed using the following criteria: - 

 

Criteria 1: Kensington Gardens Preschool catchment priority:  

(Note: The  Regional Office has agreed to ensure that at least one option is available to all 

families living in the region)  

 

Children living in the immediate local area, known as the priority catchment area will 

have 1 st priority.  

The boundaries are Glynburn Road, K ensington Road, Penfold Road, Gladstone Avenue 

and Reid Avenue.  

 

Criteria 2: To be applied if the number of enrolments meeting criteria one exceeds 

capacity , or there are places for a second and subsequent round of offers:  

 

Children who meet the first crit eria AND one or more of the follo wing indicators:  

 

2.1 A child at risk of serious abuse or neglect  

2.2 Identifies as Aboriginal or Torres Strait Islander  

2.3 Child under the Guardianship of the Minister  

2.4 Children in families which include a disabled pe rson 

2.5 Children in socially isolated families  

2.6 Children in families with culturally and linguis tically diverse background   

2.7      Children with a sibling that has attended the preschool  

2.8       Children transitioning to local schools  

2.9       Chi ldren with sibling attending local schools  



 

 

 

6. ROLES AND RESPONSIBILITIES

Who Roles and Responsibilities  

Site Leader or delegate  ¶ Ensures that all enrolling parents/ guardians are 

made aware of the Preschool Priority of Access 

Policy.  

¶ Ensures that all staf f members dealing with 

enrolment enquiries are aware of and 

understand the enrolment procedure.  

¶ Liaises with neighbouring centres to establish 

geographic boundaries.  

¶ Notifies the Regional Office and neighbouring 

centres when the centre is close to enrolmen t 

capacity.  

¶ Advises parents / guardians of their local 

preschool and or alternate local preschools if 

a place  cannot be offered at this site . 

Governing Council  ¶ Ratifies the Preschool Priority of Access Policy.  

¶ Ratifies the priority catchment area.  

Early Childhood Leader Central 

East Partnership  

¶ Ensure access to preschool for all eligible 

children living in the region  

¶ Endorse the Priority of Access Policy.  

¶ Approve priority catchment area in 

conjunction with those set by surrounding 

preschools.  

¶ Coordinate an annual process to identify 

enrolment pressures and consider strategies to 

alleviate pressures and disseminate to site 

leaders.  

 

7. MONITORING, EVALUATION AND REVIEW 

This policy which is published on our website has been ratified by the Governing Counci l 

and is subject to regular review by the Governing Council and Regional Office Staff.  

 

8. ASSOCIATED DOCUMENTS 

Department for Education and Child Development (DECD) Enrolment Procedure  

https://www.decd.sa.gov.au/doc/preschool-enrolment-policy 

 

 

 

 

 

 

 

 

 

 

 



 

 
Enrolment and Orientation Procedures (Policy Number #3) 
 
The Preschool Enrolment Form is available on  
http://www.decd.sa.gov.au/docs/documents/1/PreschoolEnrolmentPolicy.pdf 
 
We endeavour to provide the best information to families when enrolling their child at our centre. 
Please tick the information that you are aware of and please see staff if there are some areas that 
you need assistance. 
 
Information Sessions will be offered prior to children commencing preschool and once they have 
started. Parents are strongly encouraged to attend. 
 
CHECKLIST:  

¶ The curriculum at this Centre 

¶ Enrolment form / waiting list form  

¶ Profile Folders 

¶ /ŜƴǘǊŜΩǎ ƻǇŜǊŀǘƛƴƎ ƘƻǳǊǎ 

¶ /ŜƴǘǊŜΩǎ ǇƘƻne number, email address 

¶ Signing in/out attendance sheets when dropping off and collecting your child 

¶ Procedure for another person to collect your child 

¶ [ƻŎŀǘƛƻƴ ƻŦ ŎƘƛƭŘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǇƻŎƪŜǘǎ 

¶ [ƻŎŀǘƛƻƴ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƭƻŎƪŜǊǎ 

¶ Governing Council information  

¶ How to pay fees/location of fees box 

¶ Where to place medication and procedures for competing medication form 

¶ Asthma Plans 

¶ Allergy and Medication Plans 

¶ Ambulance and Emergency procedures 

¶ Who to speak to regarding fees and payments 

¶ Where the policy folders are located 

¶ Routine times for lunch etc 

¶ Ringing/ emailing  when your child is going to be absent 

¶ /ƘŜŎƪƛƴƎ ȅƻǳǊ ŎƘƛƭŘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǇƻŎƪŜǘǎ Řŀƛƭȅ 

¶ Where the children and adult toilets are located 

¶ Ensuring families update information as needed 
 
Sourced: DECD- EECSRS. Families & Centre Staff Team 
 
 
REVIEWED : November 2016 
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Fees Policy (Policy Number #4)                      
National Quality Standard 6.1      Regulation 168 (2) (k)    Key Related Regulations: 160, 161, 162, 
177 

 

The Centre is a Department of Education and Child Development Preschool and is therefore not-
for-profit.  This means that all money received from fees is used to employ extra staff and to cover 
the running costs of the program and utilities. This Centre does not hold regular fundraising 
events and we have an optional donation for World Vision sponsorship of $2 per term. 

 
A term fee is charged for each child, to help cover these costs of running the Preschool service and 
includes extra staffing, all excursion entry fees and buses, a sun hat, kindy photos and access to 
quality resources. hǳǊ tǊŜǎŎƘƻƻƭ ŘƻŜǎ ƴƻǘ ŜƴƎŀƎŜ ƛƴ ŀƴȅ ŦǳƴŘǊŀƛǎƛƴƎΣ ŀƭƭƻǿƛƴƎ ŎƘƛƭŘǊŜƴΩǎ  ƭŜŀǊƴƛƴƎ 
to be our focus.  This fee applies whether the week is interrupted by holidays (other than school 
holidays) or sickness.  
 
Kindergarten fees need to be paid in full within the first 4 weeks of each term. 
 
 

 
KINDERGATEN Fees 
 

   
Term Fees 

$230 
            

 
Optional donation for World 
Vision sponsorship 
                            $2 
 

 
 
REVIEWED : June 2017 
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Education & Care Services National Regulations 

Chapter 4 ς Operational requirements, Part 4.2 ς /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ,  

Division 1 ς Health, safety and wellbeing of children 

Regulation 77 ς Health, hygiene and safe food practices 

 
To minimise risks to children being educated and cared for by the service, Kensington Gardens 
Preschool will ensure that the staff and volunteers at the service will implement adequate health 
and hygiene practices and safe practices for handling, preparing and storing food.  
 
This information is included in the Induction Folder for notation. 
 

 Regulation 78 ς Food and beverages 

 
Kensington Gardens Preschool will ensure that the children being educated and cared for by the 
service have access to safe drinking water at all times and offered food and beverages appropriate 
to the needs of each child on a regular basis throughout the day.  
 
Fresh, clean filtered tap water is available at all times and children are encouraged to drink water 
regularly through the day. Brain food time is offered in the morning and afternoon and lunch is 
held in the middle of the day (see Healthy Food Policy). This information is included in the 
Induction Folder for notation. 
 

Regulation 79 ς Service providing food and beverages 

 
Kensington Gardens Preschool will ensure that it provides food and beverage to children being 
educated and cared for by the service that is nutritious and adequate in quantity and has been 
chosen having regard to the dietary requirements of individual children taking into account each 
ŎƘƛƭŘΩǎ ƎǊƻǿǘƘ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ƴŜŜŘǎ ŀƴŘ ŀƴȅ ǎǇŜŎƛŦƛŎ ŎǳƭǘǳǊŀƭΣ ǊŜƭƛƎƛƻǳǎ ƻǊ ƘŜŀƭǘƘ ǊŜǉǳƛǊŜƳŜƴǘǎΦ  
 
Fresh, clean filtered tap water is available at all times and food is provided on an occasional basis 
(see Healthy Food Policy). This information is included in the Induction Folder for notation. 
 

Regulation 81 ς Sleep and rest 

 
Kensington Gardens Preschool will ensure that it takes reasonable steps to ensure that the needs 
for sleep and rest of children being educated and cared for by the service are met, having regard 
to the ages, development stages and individual needs of the children. 
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Relaxation time is held after lunch to provide all children with the opportunity for rest and/or 
sleep. The rest and/or sleep needs of individual children are attended to as required. This 
information is included in the Induction Folder for notation. 
 

Regulation 82 ς Tobacco, drug and alcohol-free environment 

 
Kensington Gardens Preschool will ensure that children being educated and cared for by the 
service are provided with an environment that is free from the use of tobacco, illicit drugs and 
alcohol. 
 
This information is included in the Induction Folder for notation. 
 

Regulation 83 ς Staff members not to be affected by alcohol or drugs 

 
Kensington Gardens Preschool will ensure that staff members or volunteers at the service are not 
affected by alcohol or drugs (including prescription medication) so as to impair his or her capacity 
to supervise or provide education and care to children being educated and cared for by the 
service. 
 
This information is included in the Induction Folder for notation. 
 

Regulation 84 ς Awareness of child protection law 

 
Kensington Gardens Preschool will ensure that staff members at the service who work with 
children are advised of the existence and application of the current child protection law and any 
obligations that they may have under that law. 
 
Mandatory Notification records are available on the DECD website (an example is included in the 
Induction Manual). Employees are to provide a copy of their ŎǳǊǊŜƴǘ ά/ertificate of Completion ς 
wŜǎǇƻƴŘƛƴƎ ǘƻ !ōǳǎŜ ŀƴŘ bŜƎƭŜŎǘέ ŦƻǊ ǘƘŜ /ŜƴǘǊŜΩǎ ǊŜŎƻǊŘΦ (See also Child Protection Policy.) This 
information is included in the Induction Folder for notation. 
 
 
REVIEWED : JUNE 2017 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 

Education & Care Services National Regulations 

Chapter 4 ς Operational requirements, Part 4.2 ς /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅΣ  

Division 2 ς Incidents, injury, trauma and illness 

Regulation 85 ς Incident, injury, trauma and illness policies and procedures 

 
Kensington Gardens Preschool will ensure that the incident, injury trauma and illness policies and 
procedures required under Regulation 168 includes procedures to be followed by all staff and 
volunteers at the service in the event that a child is injured, or becomes ill, or suffers a trauma (see 
First Aid policy).  
 
This information is included in the Induction Folder for notation. 
 

Regulation 86 ς Notification to parents of incident, injury, trauma and illness  

 
Kensington Gardens Preschool will ensure that a parent of a child being educated and cared for by 
the service is notified as soon as practicable, but not later than 24 hours after the occurrence, if 
the child is involved in any incident, injury, trauma or illness while the child is being educated and 
cared for by the service (see First Aid policy). 
 
This information is included in the Induction Folder for notation. 
 

Regulation 87 ς Incident, injury, trauma and illness record  

 
Kensington Gardens Preschool will ensure that an incident, injury, trauma and illness record is 
kept in accordance with this Regulation.  
 
The incident, injury, trauma and illness record must include: 

a) Details of any incident in relation to a child or injury received by a child or trauma to which 
a child has been subjected while being educated and cared for by the service including the 
name and age of the child; the circumstances leading to the incident, injury or trauma; and 
the time and date the incident occurred, the injury was receive or the child was subjected 
to the trauma. 

b) Details of any illness which becomes apparent while the child is being educated and cared 
for by the service including the name and age of the child; and the relevant circumstances 
surrounding the child becoming ill and any apparent symptoms; and the time and date of 
the apparent onset of the illness. 

c) Details of the action taken by the service in relation to any incident, injury, trauma or 
illness which a child has suffered while being educated and cared for by the service 
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including any medication administered or first aid provided; and any medical personnel 
contacted. 

d) Details of any person who witnessed the incident, injury or trauma. 
e) The name or any person whom the service notified or attempted to notify, or any incident, 

injury, trauma or illness which a child has suffered while being educated and cared for by 
the service and the time and date of the notifications or attempted notifications. 

f) The name and signature of the person making an entry in the record, and the time and 
date that the entry was made. 

 
The above information must be included in the incident, injury, trauma and illness record as soon 
as practicable, but not later than 24 hours after the incident, injury or trauma or the onset of the 
illness. 
 
The DECD Incident, injury, trauma and illness record is located in the Health Folder. For minor 
incidents or injuries not requiring the use of the DECD form, details are to be recorded on the 
Injury or Illness Report form. 
 
The following matters must be reported to IRMS as a matter of urgency (within 12 hours): 

¶ Injury or trauma to, or illness of, a child for which medical attention was sought, or ought 
reasonably to have been sought. 

¶ Attendance of emergency services at the education and care services premises was sought, 
or ought reasonably to have been sought. 

¶ The death of a child while being educated and cared for by the service, or following an 
incident while being cared for by the service. 

¶ A child was missing or not able to be accounted for. 

¶ A child was taken or removed from the service in a manner that contravenes the 
Regulations. 

¶ A child was mistakenly locked in or out of the premises. 

¶ An incident that requires the service to close or reduce the number of children attending. 

¶ A circumstance that posed a significant risk to the health, safety or wellbeing of a child. 
If you do not have access to IRMS, you must contact your regional office with details within 12 
hours. 

IMPORTANT: Do not directly contact the regulatory authority regarding the matters listed.  All 
matters that require reporting will be managed from DECD corporate office. 

This information is included in the Induction Folder for notation. 
 

Regulation 88 ς Infectious diseases  

 

If there is an occurrence of an infectious disease at the Centre, Kensington Gardens Preschool will 

ensure that reasonable steps are taken to prevent the spread of the infectious disease at the 

service (see First Aid Policy). 

 

Infectious Disease notification signs are located in the Health Folder. This information is included 

in the Induction Folder for notation. 
 

 Regulation 89 ς First aid kits  



 

 

Kensington Gardens Preschool will ensure that an appropriate number of first aid kits are kept 

having regard to the number of children being educated and cared for by the service; that the first 

aid kits must be suitable equipped; and the first aid kits are easily recognisable and readily 

accessible by adults, having regard to the design of the premises. 

 

The main first aid kit is located on the wall in the kitchen and the portable first aid kit is located in 

the kitchen storeroom. Additional supplies for the first aid kits (ie extra bandages) are also located 

in the kitchen storeroom. The Asthma kit is located in the kitchen storeroom. The first aid kits and 

asthma kit are serviced twice yearly by Industrial First Aid and checked/replenished by staff as 

required. This information is included in the Induction Folder for notation. 
 
 
REVIEWED : JUNE 2017 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 

Education & Care Services National Regulations 

Chapter 4 ς Operational requirements, Part 4.2 ς /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅΣ   

Division 3 ς Medical Conditions Policy 

Regulation 90 ς Medical conditions policy 

 
Kensington Gardens Preschool has developed a Medical Conditions Policy to establish practices in 
relation to: 
 
The management of medical conditions, including asthma, diabetes or a diagnosis that a child is at 
risk of anaphylaxis; 

a) informing staff members and volunteers at the service of practices in relation to 
managing those medical conditions; 

b) the requirements arising if a child enrolled at the service has a specific health care 
need, allergy or relevant medication condition including: 

¶ requiring the parent of the child to provide a medical management plan for the 
child; requiring the medical management plan to be followed in the event of an 
ƛƴŎƛŘŜƴǘ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ǎǇŜŎƛŦƛŎ ƘŜŀƭǘƘ ŎŀǊŜ ƴŜŜŘΣ ŀƭƭŜǊƎȅ ƻǊ relevant 
medical condition; requiring the development of a risk-minimisation plan in 
consultation with the parents of a child; and  

¶ requiring the development of a communications plan. 
 
Kensington Gardens Preschool does not permit the self-administration of medication by children 
because children at the Centre are not over preschool age. 
 

Regulation 91 ς Medical conditions policy to be provided to parents 

 
Kensington Gardens Preschool will ensure that a copy of the medical conditions policy document is 
provided to the parent of a child enrolled at the service if the Centre is aware that the child has a 
specific health care need, allergy or other relevant medical condition. 
 
This information is included in the Induction Folder for notation. 
 
 
REVIEWED : JUNE 2017 
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Education & Care Services National Regulations 

Chapter 4 ς Operational requirements, Part 4.2 ς /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅΣ  

Division 4 ς Administration of Medication 

Regulation 92 ς Medication Record 
 
Kensington Gardens Preschool will ensure that a medication record is kept that includes the 
details set out below for each child to whom medication is or is to be administered by the service. 
 
The details to be recorded are 
 

a) the name of the child; 
b) the authorisation to administer medication signed by a parent or a person named in the 
ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ǊŜŎƻǊŘ ŀǎ ŀǳǘƘƻǊƛǎŜŘ ǘƻ ŎƻƴǎŜƴǘ ǘƻ ŀŘƳƛƴƛǎǘǊŀtion of medication; 

c) the name of the medication to be administered; 
d) the time and date the medication was last administered; 
e) the time and date, or the circumstances under which, the medication should be next 

administered; 
f) the dosage of the medication to be administered; 
g) the manner in which the medication is to be administered; 

 
The centre will use the άaŜŘƛŎŀǘƛƻƴ Permissionέ ŦƻǊƳ ŀǾŀƛƭŀōƭŜ ŦǊƻƳ ǘƘŜ 59/5 ǿŜōǎƛǘŜΦ 
 

Regulation 93 ς Administration of Medication  
 
Kensington Gardens Preschool will ensure that medication is not administered to a child being 
educated and cared for by the service unless: 

¶ the administration is authorised; 

¶ the medication is administered in accordance with Regulation 95 or 96; 
 
Kensington Gardens Preschool will ensure that written notice is given to a parent or other family 
member of a child as soon as practicable, if medication is administered to the child. 
Administration of medication to a child is authorised if an authorisation to administer the 
medication: 

a) is recorded in the medication record for that child; or 
b) iƴ ǘƘŜ ŎŀǎŜ ƻŦ ŀƴ ŜƳŜǊƎŜƴŎȅ ƛǎ ƎƛǾŜƴ ǾŜǊōŀƭƭȅ ōȅ ŀ ǇŀǊŜƴǘ ƻǊ ŀ ǇŜǊǎƻƴ ƴŀƳŜŘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ 

enrolment record as authorised to consent to administration of medication; or if a parent 
or person named in the enrolment record cannot reasonably be contacted in the 
circumstances, a registered medical practitioner or an emergency service. 
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Regulation 94 ς Exception to authorisation requirement ς anaphylaxis or asthma emergency  
 
Despite Regulation 93, Kensington Gardens Preschool will ensure that medication may be 
administered to a child without an authorisation in case of an anaphylaxis or asthma emergency. 
 
If medication is administered under this Regulation, Kensington Gardens Preschool will ensure that 
a parent of the child and emergency services are notified as soon as practicable. 
 

Regulation 95 ς Procedure for administration of Medication  
 
Kensington Gardens Preschool will ensure that if medication is administered to a child being 
educated and cared for by the service 

a) the medication must be administered 
I. if the medication has been prescribed by a registered medical practitioner, from its 

original container, bearing the original label with the name of the child to whom the 
medication is to be administered, and before the expiry or use by date; or 

II. from its original container, bearing the original label and instructions and before the 
expiry or use by date; and 

b) the medication must be administered in accordance with any instructions attached to the 
medication or any written or verbal instructions provided by a registered medical 
practitioner; and 

c) the dosage of the medication to be administered and the identity of the child to whom the 
medication is to be administered must be checked by a person other than the person 
administering the medication. 

 
 
This information is included in the Induction Folder for notation. See Administration of Medication 
Procedure. 
 
REVIEWED : JUNE 2017 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 

Education & Care Services National Regulations 

Chapter 4 ς Operational requirements, Part 4.2 ς /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅΣ 

Division 5 ς Emergencies and communication 

Regulation 97 ς Emergency and evacuation procedures 
 
Kensington Gardens Preschool has prepared an Emergency Policy with emergency and evacuation 
procedures required under Regulation 168 setting out instructions for what must be done in the 
event of an emergency and include an emergency and evacuation floor plan.  
 
The policy contains a risk assessment to identify potential emergencies that are relevant to the 
service. 
 
The emergency and evacuation procedures are rehearsed every 3 months that the service is 
operating (once per term) by the staff and volunteers and children being educated and cared for 
by the service. The rehearsals of the emergency and evacuation procedures are documented in 
the Centre diary, Staff meeting minutes and Business Manager system. 
 
The emergency and evacuation floor plan and procedures are displayed in a prominent position 
near each exit at the centre. 
 
This information is included in the Induction Folder for notation. 
 

Regulation 98 ς Telephone and other communication equipment 
 
Kensington Gardens Preschool will ensure that, when educating or caring for children as part of 
the service, the staff members of the service have ready access to an operating telephone or other 
similar means of communication to enable immediate communication to and from parents and 
emergency services. 
 
A fixed line telephone is available with handsets located on the wall of the kitchen, in the 
5ƛǊŜŎǘƻǊΩǎ ƻŦŦƛŎŜΣ ƛƴ ǘƘŜ Ƴŀƛƴ ǊƻƻƳ ōȅ ǘƘe door to the back office area and outside under the 
veranda next to the electrical box. 
 
This information is included in the Induction Folder for notation. 
 
 
REVIEWED : JUNE 2017 
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Education & Care Services National Regulations 

Chapter 4 ς Operational requirements, Part 4.2 ς /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅΣ  

Division 6 ς Collection of children from premises and excursions 

Regulation 99 ς Children leaving the education and care service premises 
 
Kensington Gardens Preschool will ensure that a child who is being educated and care for by the 
service may only leave the relevant premises if the child: 
 

a) is given into the care of a parent of the child; or an authorised nominee named in the 
ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ǊŜŎƻǊŘΤ ƻǊ ŀ ǇŜǊǎƻƴ ŀǳǘƘƻǊƛǎŜŘ ōȅ ŀ ǇŀǊŜƴǘ ƻǊ ŀǳǘƘƻǊƛǎŜd nominee named 
ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ǊŜŎƻǊŘ ǘƻ ŎƻƭƭŜŎǘ ǘƘŜ ŎƘƛƭŘ ŦǊƻƳ ǘƘŜ ǇǊŜƳƛǎŜǎ; or 

b) ƭŜŀǾŜǎ ǘƘŜ ǇǊŜƳƛǎŜǎ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ǿǊƛǘǘŜƴ ŀǳǘƘƻǊƛǎŀǘƛƻƴ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘ ƻǊ 
ŀǳǘƘƻǊƛǎŜŘ ƴƻƳƛƴŜŜ ƴŀƳŜŘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ǊŜŎƻǊŘΤ ƻǊ 

c) is taken on an excursion in accordance with this Division; or 
d) is given into the care of a person or taken outside the premises because the child requires 

medical, hospital or ambulance care or treatment; or because of another emergency. 
 
bƻǘŜ ǘƘŀǘ ƛƴ ǘƘƛǎ wŜƎǳƭŀǘƛƻƴ άǇŀǊŜƴǘέ ŘƻŜǎ ƴƻǘ ƛƴŎƭǳŘŜ ŀ ǇŀǊŜƴǘ ǿƘƻ ƛǎ ǇǊƻƘƛōƛǘŜŘ ōȅ ŀ ŎƻǳǊǘ ƻǊŘŜǊ 
from having contact with the child. 
 
See Arrival and Departure Policy. This information is included in the Induction Folder for notation. 
 

Regulation 100 ς Risk assessment must be conducted before excursion 
 
Kensington Gardens Preschool will ensure a risk assessment is carried out in accordance with 
Regulation 101 before an authorisation is sought under Regulation 102 for an excursion. 
 
Note a risk assessment is not required under this Regulation for an excursion if the excursion is a 
regular outing and a risk assessment has been conducted for the excursion. 
 
See Excursion Policy. This information is included in the Induction Folder for notation. 
 

Regulation 101 ς Conduct of risk assessment for excursion 
 
Kensington Gardens Preschool will ensure that the risk assessment for an excursion will identify 
and assess risks that the excursion may pose to the safety, health or wellbeing of any child being 
taken on the excursion and specify how the identified risks will be managed and minimised.  
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The risk assessment will consider: 

a) the proposed route and destination for the excursion; and 
b) any water hazards; and 
c) any risks associated with water-based activities; and 
d) the transport to and from the proposed destination for the excursion; and 
e) the number of adults and children involved in the excursion; and 
f) 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 specialised 
skills are required; and 

g) the proposed activities; and 
h) the proposed duration of the excursion; and 
i) the items that should be taken on the excursion. 

 
In preparing the risk assessment the DECD risk assessment template and excursion checklist will 
be used. See Excursion Policy. This information is included in the Induction Folder for notation. 
 

Regulation 102 ς Authorisation for excursions 
 
Kensington Gardens Preschool will ensure that a child being educated and cared for by the service 
is not taken outside the premises on an excursion unless written authorisation has been provided. 
 
¢ƘŜ ŀǳǘƘƻǊƛǎŀǘƛƻƴ Ƴǳǎǘ ōŜ ƎƛǾŜƴ ōȅ ŀ ǇŀǊŜƴǘ ƻǊ ƻǘƘŜǊ ǇŜǊǎƻƴ ƴŀƳŜŘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ 
record as having authority to authorise the taking of the child outside the premises by an educator 
and must state: 
 

a) the ŎƘƛƭŘΩǎ ƴŀƳŜΤ ŀƴŘ 
b) the reason the child is to be taken outside the premises; and 
c) the date the child is to be taken on the excursion (unless the authorisation is for a regular 

outing); and 
d) a description of the proposed destination for the excursion; and 
e) the method of transport to be used for the excursion; and 
f) the proposed activities to be undertaken by the child during the excursion; and 
g) the period the child will be away from the premises; and 
h) the anticipated number of children likely to be attending the excursion; and 
i) the anticipated ratio of educators attending the excursion to the anticipated number of 

children attending the excursion; and 
j) the anticipate number of staff members and any other adults who will accompany and 

supervise the children on the excursion; and 
k) that a risk assessment has been prepared and is available at the service. 

 
For regular outings, such as Wheels Week, The Bentleigh and walking excursions in the park, the 
authorisation will be obtained once for a 12 month period. 
 
The DECD Consent Form will be used to obtain authorisation. See Excursion Policy. This 
information is included in the Induction Folder for notation. 
 
 
REVIEWED : JUNE 2017 



 

 
 
Healthy Food Policy (Policy Number #16)   
National Quality Standard 2.2      Regulation 168 (2) (a) (i)   Related Key Regulations: 77, 78, 79, 80 
Note: Reg 79 and 80 do not apply to food and beverages provided by a parent.                               
 
This preschool is Nut Free. Staff at this centre promote nutritional eating habits in a safe and 
supportive environment. We believe that early childhood is an important time for establishing 
lifelong, healthy eating habits and can benefit the children in three ways:  
 

1. Short term: Maximises growth, development and activity whilst minimising illness  
2. Long term: Minimises the risk of diet related diseases later in life e.g. heart disease, 

strokes, some cancers and diabetes  
3. Advice from speech pathologists and dentists indicates that children should be eating 

crunchy foods.  
 
Curriculum  
hǳǊ ǇǊŜǎŎƘƻƻƭΩǎ ŦƻƻŘ ŀƴŘ ƴǳǘǊƛǘƛƻƴ ŎǳǊǊƛŎǳƭǳƳ:  
 

¶ Is consistent with the Australian Dietary Guidelines for Children and Adolescents in 
Australia, and the DECD Right Bite Food supply and Nutrition Policy for Preschools. 

¶ Includes activities that provide children with knowledge, attitudes and skills to make 
positive healthy food choices and learn about the variety of foods and whole foods 
available for good health. We run a growing food program with Garden Girl- Rebecca 
Mumford of Green Hill Living. 

¶ Includes opportunities when appropriate for children to develop practical food skills like 
preparing and cooking healthy food. 

¶ Integrates nutrition across the curriculum where possible.  

¶ Is part of the Early Years Learning Framework and National Quality Standards 
 
Children at our preschool:  
 

¶ Have fresh, clean filtered tap water available at all times and are encouraged to drink 
water regularly through the day.  

¶ Eat in a positive, appropriate, social environment with staff who model healthy eating 
behaviours at snack time and lunch time. 

 
Our preschool:  
 
. Understands and promotes the importance of breakfast for children. 
. Teaches the importance of healthy meals and snacks as part of the curriculum. 
. Is a breastfeeding friendly site. 
. Has the following guidelines for families for food brought from home:  
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Brain food time: Parents and caregivers are asked to supply fruit, vegetables and cheese at snack 
time to:  

¶ Provide children with important minerals and vitamins for sustained stamina and health 
thus the name brain food. 

¶ Encourage a taste for healthy foods;  

¶ Encourage chewing which promotes oral muscle development 

¶ Homemade muffins, biscuits and cakes are okay as long as they are not chocolate cake and 
have no added nuts, chocolate chips/smarties, icing and frosting etc. /ƘƛƭŘǊŜƴ ǿƛƭƭ ōŜ 
ŜȄǇŜŎǘŜŘ ǘƻ Ŝŀǘ ǘƘŜƛǊ Ƴŀƛƴ ƭǳƴŎƘ ōŜŦƻǊŜ ŜŀǘƛƴƎ ǘƘŜǎŜ ŦƻƻŘǎΦ ²Ŝ ŀǎƪ ǇŀǊŜƴǘǎ ǘƻ ǎǳǇǇƻǊǘ ƻǳǊ 
ǇƻƭƛŎȅ ōȅ ǘŀƭƪƛƴƎ ǿƛǘƘ ŎƘƛƭŘǊŜƴ ŀōƻǳǘ ǘƘƛǎ ŀǘ ƘƻƳŜΦ 

 
Fresh fruits, vegetables or a slice of cheese are recommended for Brain Food time 
We understand that at times families may run out of fruit. A healthy sandwich (multigrain or 
wholemeal bread) with savoury filling or plain unsalted crackers (e.g Vitawheat) is acceptable.  
 
Foods that are unsuitable for preschool 

¶ ALL NUT PRODUCTS 

¶ packaged foods 

¶ No milk drinks, Cordials and sweetened fruit juices (due to spillage) 

¶  άǊƻƭƭ ǳǇǎέ 

¶ all muesli bars (high fat and sugar content) 

¶ sweets/lollies/chocolates 

¶ processed sweet biscuits/ cakes 

¶ potato chips (high fat and salt content) 
We discourage children from bringing certain foods for the following reasons: 

¶ Health and nutrition; 

¶ Impact of packaging on the environment eg: excess plastic; consider eating your yoghurt 
out of a container with a spoon rather than drinking it out of a disposable packet. 

¶ Cleanliness and spillage in bags or difficult for children to manage; 

¶ Use of resealable containers is environmentally friendly and falls in line with our        
SEMP(Site Environment Management Plan) 

 
Birthdays  
Our Kindergarten will ensure the healthy food policy extends to birthday celebrations. The 
YƛƴŘŜǊƎŀǊǘŜƴ ǿƛƭƭ ŎŜƭŜōǊŀǘŜ ŎƘƛƭŘǊŜƴΩǎ ōƛǊǘƘŘŀȅǎ ǘƘǊƻǳƎƘ ŎƻƴƎǊŀǘǳƭŀǘƛƻƴǎ ŀƴŘ ǎƻƴƎǎΦ CŀƳƛƭƛŜǎ ǿƛƭƭ 
be asked to reserve birthday cakes and sweets for celebrations at home. 
 
Food safety  
Our preschool:  

¶ Promotes and teaches food safety to children during food learning/cooking 
activities.  

¶ Provides adequate hand washing facilities for everyone. 

¶ Promotes and encourages correct hand washing procedures with children.  
 
Food-related health support planning  
Our preschool:  



 

¶ Liaises with families to ensure a suitable food supply for children with health support plans 
that are related to food issues. 

 
 
Working with families, health services & industry  
Our preschool:  

¶ Has invited parents and caregivers to be involved in the review of our whole of site food 
and nutrition policy.  

¶ {ŜƴŘǎ ƘƻƳŜ ŀ ŦǊƛŜƴŘƭȅ ǊŜƳƛƴŘŜǊ ŜŀŎƘ ǘŜǊƳ ŀōƻǳǘ ΩƴǳŘŜΩ  ƘŜŀƭǘƘȅ ŦƻƻŘ ŦƻǊ ōǊŀƛƴǎΦ 

¶ Invites health professionals to be involved in food and nutrition activities with the children 

¶ Host the 4 year old CAYS Health Screening each term  
Lunch - Parents are to be encouraged to pack food in insulated containers with a freezer 
brick or frozen water. A cool place to store food is provided. We use and inform parents of 
the 2-4 hour food safety rule. After 4 hours in uncontrolled temperate food needs to be 
disposed of. Our fridge and the lunch boxes are uncontrolled therefore food cannot be 
kept after 4 hours. Parents are asked to send limited perishable items and know that after 
lunch perishable items will be disposed of. 

 
The Kindergarten is Nut Free due to the extreme anaphylactic reaction of some children. 
 
This means the following products are excluded: 
 
× Nuts which includes Peanut Butter and Nutella. 
× Muesli bars. 
× Processed Biscuits (most brands contain some traces of nuts). 
 
!ƭƭ ŦƻƻŘ ƭŀōŜƭǎ ǿƛƭƭ ƴŜŜŘ ǘƻ ōŜ ŎƘŜŎƪŜŘ ōŜŦƻǊŜ ǎŜƴŘƛƴƎ ȅƻǳǊ ŎƘƛƭŘΩǎ ǎƴŀŎƪ ǘƻ ǘƘŜ YƛƴŘŜǊƎŀǊǘŜƴΦ 
We appreciate your co-operation in adhering to the policy.   
 
Reference and source: Right Bite Food Supply and Nutrition Policy for Preschools 
 
REVIEWED : June 2017 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

 
 
Inclement Weather Policy  (Policy Number #18)                        
National Quality Standard 2.3 Regulation 168 (2) (a) (ii) Related Key Regulations: 114 
 
!ǘ YŜƴǎƛƴƎǘƻƴ DŀǊŘŜƴǎ tǊŜǎŎƘƻƻƭ ǎǘŀŦŦ ǿƻǊƪ ǿƛǘƘ ŎƘƛƭŘǊŜƴ ŀƴŘ ŦŀƳƛƭƛŜǎ ǘƻ ŜƴǎǳǊŜ ŜǾŜǊȅƻƴŜΩǎ ǎŀŦŜǘȅ 
and wellbeing in situations of inclement weather. For further information please refer to the DECD 
Inclement Weather & Sun Protection Procedure. 
 

HEALTH RISKS 

Performing activities in inclement weather conditions can cause significant risks to the health and 
safety of individuals. These include:  

¶ Illness such as hyperthermia (heat stress, heat stroke, sunstroke) or hypothermia (low body 
temperature).  

¶ Aggravation of pre-existing medical and physical illnesses.  

¶ Increased risk of accidents as a result of the inability to concentrate.  

¶ Fatality.  

 
Parents/guardians and caregivers may wish to collect children early on days of extreme weather. 
However the Preschool has effective air conditioning systems and overhead fans and will remain 
open for normal operating hours.  
 
EXTREME HEAT 
The risk of heat related illness is greater when performing activities in hot, dry weather. The body 
produces more heat and may not be able to produce enough sweat to evaporate for the body to 
cool. It is easy to become dehydrated and for the body to become overheated. Individuals will 
start to feel ill and experience heat cramps, heat exhaustion or heat stroke which is an immediate 
medical emergency. 
 
Staff recognise the importance of helping children to regulate their behaviours in extreme heat 
and will work with children and families to develop appropriate responses when the weather 
ǊŜŀŎƘŜǎ ǘƘŜ ƳƛŘ олΩǎΦ ¢Ƙƛǎ /ŜƴǘǊŜ Ƙŀǎ ŀŘŜǉǳŀǘŜ ŀƛǊ-conditioning, covered verandahs front and 
back and excellent shade to provide safe play areas.    
 
In addition: 

¶ all employees take reasonable care to protect their own health and safety and that of 
others in the workplace. 

¶ activities conducted in periods of hot weather are to be undertaken in shaded areas. 

¶ children are to be frequently offered water. 

¶ drinking water is to be accessible to children at all times. 

¶ parents are to be encouraged to dress children in clothing that minimises heat gain, in 
layers that can be easily removed during activity and of a type that is sun safe. 
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Refer www.arpansa.gov.au/radiationprotection/factsheets/is_UVProtection.cfm 
 
Lunch - Parents are to be encouraged to pack food in insulated containers with a freezer brick or 
frozen water. A cool place to store food is provided. We use and inform parents of the 2-4 hour 
food safety rule. After 4 hours in uncontrolled temperate food needs to be disposed of. Our fridge 
and the lunch boxes are uncontrolled therefore food cannot be kept after 4 hours. Parents are 
asked to send limited perishable items and know that after lunch perishable items will be disposed 
of. 
 
Our Preschool is a Sun Smart Centre and follows the recommendation of the Cancer Council of SA; 
www.cancersa.org.au/aspx/sunsmart.aspx.   
 
EXPOSURE TO ULTRAVIOLET RADIATION B (UVB) 
The danger period of exposure to UVB is between 10.00am and 2.00pm (11.00am and 3.00pm 
during daylight saving) from November to March. UVB levels are higher during summer than 
winter months however damage can occur outside these hours but may take longer. Due to the 
cumulative effect of UVB exposure, adequate skin protection should be considered as a year 
round issue, as required. (See separate Sun Protection Policy.) 
 
EXPOSURE TO EXTREME COLD AND WET WEATHER CONDITIONS 
Exposure to extreme cold and wet weather conditions while performing activities outdoors can 
result in body limbs becoming cold, stiff, numb and painful resulting in the loss of muscle/tissue 
mobility and manual dexterity. Extreme cold weather can cause muscle strain injuries and also 
aggravate a number of conditions such as arthritis, rheumatism and bronchitis. 

 
MANAGEMENT PROCESS 
Risk Identification  
Director must ensure they are familiar with all locations and situations under their management 
and control where injuries or illnesses to individuals are anticipated as a result of performing 
activities in inclement weather conditions. This may include checking expected weather bulletin 
for maximum day time temperatures, UV forecasts and catastrophic bushfire warnings as well as 
undertaking general observations at the time. The following are some of the factors to be 
considered:  
 

¶ The nature/type of the task, activity or service to be performed  

¶ The length of time a worker/s may be performing the task, activity or service  

¶ The time of day when a worker/s may be performing the task, activity or service  

¶ The individual competencies of a worker/s  

¶ Work location  

¶ Availability and accessibility to communication  

¶ Hazardous manual tasks  

¶ Environmental factors  

¶ Falling objects eg. tree branches  

¶ Workers and/or others who are at greater risk of suffering an injury or illness while 
performing tasks, activities and/or services in inclement weather conditions.  

 

Risk Assessment  
Where a risk has been identified, a risk assessment will determine the likelihood of a risk occurring 

http://www.cancersa.org.au/aspx/sunsmart.aspx


 

and the potential consequences. These combined likelihood and consequence ratings will 
determine a level of risk eg. low, medium, high, extreme. This will assist in the identification of the 
appropriate control measures to be implemented. Refer to Inclement Weather Risk Assessment 
Form.  
 
Risk Control  
The director must consult with affected DECD workers and the HSR on appropriate risk control 
measures for mitigating risks associated with working in inclement weather (for example 
elimination/substitution strategies, engineering strategies, administrative strategies including 
Personal Protective Equipment). 
 
Staff are to wear appropriate clothing and footwear suitable for the activity and the type of 
inclement weather conditions that are present. 
Staff are to inform the site manager of any changes in weather conditions while performing 
activities outdoors to ensure that appropriate risk controls can be implemented, reviewed and 
monitored throughout the activity.  
 
Educators monitor, evaluate and review the effectiveness of site inclement weather policies as 
part of annual policy review. 
 
Sources and references  
Cancer Council SA ς 
SunSmart Early Childhood 
Program 
www.cancersa.org.au/aspx/SunSmart_program_policy_resources.aspx 
DECD WHS ς Heat Stress 
Procedure 
www.decs.sa.gov.au/docs/documents/1/HeatStressProcedure.pdf 
DECD WHS ς UV 
Radiation/Sun Protection 
Procedure 
www.decs.sa.gov.au/docs/documents/1/UvRadiationProcedure.pdf 
Early Childhood Education and 
Care - National Quality 
Standards 
www.deewr.gov.au/EarlyChildhood/Policy_Agenda/Quality/Pages/QualityStandards.aspx 
Bushfires Strategy www.crisis.sa.edu.au/pages/welcome/bushfires/ 
 
Policy inclusions: [from DECD Policy]: 

¶ Prevention, Symptoms, Risk Factors and Treatment Information Fact Sheet 

¶ Inclement Weather Risk Assessment Form 
 
 
REVIEWED : MARCH 2017 
 
 
 
 
 



 

 
 
Sun Protection Policy (Policy Number #19)                                    

National Quality Standard 2.3 Regulation 168 (2) (a) (ii) Related Key Regulations: 114 

 
This policy applies to all centre events on-site and off-site. 
   
Rationale 
Too much ultraviolet (UV) radiation from the sun can cause sunburn, skin damage, eye damage 
and skin cancer. Australia has the highest incidence of skin cancer in the world, with two in three 
Australians developing some form of skin cancer during their lifetime. Overexposure to the sun 
during childhood and adolescence is known to be a major cause of skin cancer. 
 
In accordance with the DECD Inclement Weather & Sun Protection Procedure and to comply with 
Sun Smart Guidelines, our Sun Protection must be in effect during school terms 1, 3 and 4 (August 
until the end of April) and whenever the UV radiation levels reach 3 or above at other times.  Due 
to concerns about lack of Vitamin D children will not have sunscreen applied when levels are 
under the UV radiation level of 3. 
 
Aim 
YŜƴǎƛƴƎǘƻƴ DŀǊŘŜƴǎ tǊŜǎŎƘƻƻƭΩǎ {ǳƴ tǊƻǘŜŎǘƛƻƴ Policy has been developed to ensure that all 
children and staff are protected from damaging levels of UV radiation from the sun. Staff to act as 
positive role models by routinely practising Sun Smart behaviours. 
 
Our sun protection strategies: 

¶ All children and staff use a combination of sun protection measures whenever UV radiation 
levels reach 3 and above. The sun protection times are forecast each day by the Bureau of 
Meteorology. Times can be found on the Sun Smart App on the Kindy mobile phone. 

¶ !ƎŜ ŀǇǇǊƻǇǊƛŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǎƪƛƴ ǇǊƻǘŜŎǘƛƻƴ ƛǎ ƛƴŎƭǳŘŜŘ ƛƴ ŎƘƛƭŘǊŜƴΩǎ ǇǊƻƎǊŀƳƳƛƴƎΦ 

¶ Sun Smart behaviour is regularly reinforced and promoted to the whole community and all 
new families and staff are informed of the policy. 

 
Managing the physical environment - shade 
ω ¢ƘŜǊŜ ŀǊŜ ǎǳŦŦƛŎƛŜƴǘ ƴǳƳōŜǊ ƻŦ ǎƘŜƭǘŜǊǎ ŀƴŘ ǘrees providing shade in the preschool grounds. 
ω ¢ƘŜ ŀǾŀƛƭŀōƛƭƛǘȅ ƻŦ ǎƘŀŘŜ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ǿƘŜƴ ǇƭŀƴƴƛƴƎ Ŝxcursions and outdoor activities. 
ω /ƘƛƭŘǊŜƴ ŀǊŜ ŜƴŎƻǳǊŀƎŜŘ ǘƻ ǳǎŜ ŀǾŀƛƭŀōƭŜ ŀǊŜŀǎ ƻŦ ǎƘŀŘŜ ǿƘŜƴ ƻǳǘǎƛŘŜΦ /ƘƛƭŘǊŜƴ ǿƘƻ Řƻ ƴƻǘ ƘŀǾŜ 
appropriate outdoor clothing are asked to play in the shade or a suitable area protected from the 
sun. 
 
Protective behaviours and practices 
Clothing 
ω ²ƘŜƴ ƻǳǘǎƛŘŜΣ ŎƘƛƭŘǊŜƴ ŀƴŘ ǎǘŀŦŦ ŀǊŜ ŜƴŎƻǳǊŀƎŜŘ ǘƻ ǿŜŀǊ ƭƻƻǎŜ ŦƛǘǘƛƴƎ ŎƭƻǘƘƛƴƎ ǘƘŀǘ ŎƻǾŜǊǎ ŀǎ 
much skin as possible. Tops with elbow length sleeves, and if possible, collars and knee length or 
longer style shorts are best. No singlet or midriff tops are allowed. 
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Hats 
ω /ƘƛƭŘǊŜƴ and staff must wear a broad brimmed, legionnaire or bucket hat that protects their 
face, neck and ears. (Please note: Baseball caps do not offer enough protection and are not 
acceptable.) Children who do not have appropriate hats with them are asked to play in an area 
protected from the sun. 
 
Sunscreen 
The Preschool encourages parents to apply a broad-spectrum sunscreen with a SPF of at least 30+ 
to clean, dry skin, 20 minutes before going outdoors, on arrival or before arrival. Sunscreen is 
available to be reapplied after lunch. 
 
Review 
Staff monitor and review the effectiveness of the sun protection policy every three years and 
revise the policy when required. 
 
Sources / Further reading 
ω Cancer Council of SA Sun Smart policies & supporting information for Early Childhood Education 
and Care Services 
ω /ƘƛƭŘǊŜƴϥǎ {ŜǊǾƛŎŜǎ !Ŏǘ мффсΣ {ŜŎǘƛƻƴ нсΥ tǊƻǘŜŎǘƛƻƴ ƻŦ ŎƘƛƭŘǊŜƴ ŦǊƻƳ ƘŀȊŀǊŘǎ 
ω /ƘƛƭŘ ²ŜƭƭōŜƛƴƎ ŀƴŘ {ŀŦŜǘȅ !Ŏǘ нллрΣ tŀǊǘ нΥ tǊƛƴŎƛǇƭŜǎ ŦƻǊ /ƘƛƭŘǊŜƴ 
ω !{κb½{ пп86.1:1997 ς Playgrounds and Playground Equipment Part 1: Development, installation, 
inspection, maintenance and operation Shade/Sun Protection (Appendix A) 
ω 5ŜǇŀǊǘƳŜƴǘ ƻŦ IǳƳŀƴ {ŜǊǾƛŎŜǎΥ /ƘƛƭŘǊŜƴϥǎ {ŜǊǾƛŎŜǎ DǳƛŘŜƭƛƴŜǎ 
www.office-for-children.vic.gov.au > Outdoor play guide for Victorian children's services > The 
landscape 
 Sun protection 
ω hŎŎǳǇŀǘƛƻƴŀƭ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ !Ŏǘ нллп {ŜŎǘƛƻƴǎ нм ŀƴŘ ноΥ aŀƛƴ 5ǳǘƛŜǎ ƻŦ 9ƳǇƭƻȅŜǊǎ 
Section 25: Duties of Employees 
www.worksafe.vic.gov.au > Laws and Regulations > Acts and Regulations 
ω ϝ{ǳƴ{ƳŀǊǘ ¦± !ƭŜǊǘ όƛǎǎǳŜŘ ǿƘŜƴŜǾŜǊ ǘƘŜ ¦± LƴŘŜȄ ǊŜŀŎƘŜǎ о ŀƴŘ ŀōƻǾŜύ 
www.sunsmart.com.au or www.bom.gov.au/announcements/uv/ 
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Child Protection Policy (Policy Number 6) 

National Quality Standard 2.3, 7.1   Regulation 168 (2) (h)      Related Key Regulations: 84   

Confidentiality will be respected at all times. Throughout all phases of the child protection 
process, confidentiality will be maintained and the matter will ONLY be discussed with other 
professionals who are responsible for ensuring the safety of all children. All staff at Kensington 
Gardens Preschool are Mandatory notifiers. Staff have a legal responsibility to contact CARL on 
131478 where they suspect abuse has occurred.   
 
The decision to report any suspected cases of child abuse or neglect will be seen as a fundamental 
professional responsibility of any person employed at the Centre. Please refer to the DECD Policy 
that guides the CentreΩs procedures. 
 
The fundamental professional responsibility of a caregiver to contact Families SA will take priority 
over the client/worker relationship considerations.  
 
¢ƘŜ /ŜƴǘǊŜΩǎ Ƴŀƛƴ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ƛƴ ǘƘƛǎ ŀǊŜŀ ƛǎ ǘƻ ŜƴǎǳǊŜ ǘƘŜ ǎŀŦŜǘȅ ƻŦ ŜŀŎƘ ŀƴŘ ŜǾŜǊȅ ŎƘƛƭŘ ŀƴŘ 
ǎǳǇǇƻǊǘ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ǊƛƎƘǘ ǘƻ ŦŜŜƭ ǎŀŦŜ ŀƴŘ ǎŜŎǳǊŜ ƛƴ ǘƘŜƛǊ ŜƴǾƛǊƻƴƳŜƴǘΦ tŀǊŜƴǘǎ ŀǊŜ ƛƴŦƻrmed of 
the ideas and concepts being introduced to their children. 
 
The contact person for child protection concerns in this site is the Director or other certified 
supervisor. This is the process for all volunteers and students. 
 
Sourced: Child Protection /ƻǳƴŎƛƭΣ ΨYŜŜǇƛƴƎ ǘƘŜƳ {ŀŦŜΩ ŘƻŎǳƳŜƴǘ ōȅ {! DƻǾŜǊƴƳŜƴǘ /ƘƛƭŘ 
Protection Reform Program, Child Protection Act, Centre Governing Council & Families, Centre 
Staff Team, Child Protection in schools, early childhood education and care services DECD Policy 
http://www.decd.sa.gov.au/docs/documents/1/ChildProtectioninSchoolsE.pdf 
 
http://www.decd.sa.gov.au/speced2/files/links/Mandatory_Notifications_R.doc 
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Permission to use photos/videos of Children Policy (Policy Number #15) 
 
National Quality Standard 6.1  Regulation 168 (2) (k)     Key Related Regulations: 160, 161, 162, 177 
 
At Kensington Gardens PǊŜǎŎƘƻƻƭ ǿŜ ǎŜŜƪ ǇŀǊŜƴǘǎΩ ǇŜǊƳƛǎǎƛƻƴ ǘƻ ǘŀƪŜ ŎƘƛƭŘǊŜƴΩǎ ǇƘƻǘƻǎ ŀƴŘ 
display them within the Centre and on our website. We are also committed to participating and 
supporting the professional development of staff. As part of this there may be times when 
ǎŀƳǇƭŜǎ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ǿƻǊƪ ŀƴŘ ǇƘƻǘƻǎκǾƛŘŜƻǎ ƻŦ ŎƘƛƭŘǊŜƴΣ ŦŀƳƛƭƛŜǎ ƻǊ ǎǘŀŦŦ ǿƛƭƭ ōŜ ǳǎŜŘ ƻǳǘǎƛŘŜ ǘƘŜ 
Centre. Whenever this occurs special signed permission will be obtained from parents and details 
of what they will be used for will be fully explained.  
 
http://www.decd.sa.gov.au/docs/documents/1/ConsentFormChild.pdf 
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Cyber Safety Policy (Policy Number #27) 
We acknowledge the work of Aldgate Preschool staff team in developing this policy   
 

At Kensington Gardens Preschool, we promote the safe use of Information & Communication Technologies (ICT) to 
support the learning environment for our children and to engage and communicate with our Kindergarten community.   
 

This policy is intended to support staff and families in the provision of good cyber safety practices.  It also covers our 
ǊŜǉǳƛǊŜƳŜƴǘǎ ǘƻ ƳƛƴƛƳƛǎŜ Ǌƛǎƪǎ ǘƻ ŎƘƛƭŘǊŜƴΩǎ ǎŀŦŜǘȅΦ  This policy is applicable to all DECD staff, volunteers and 
contractors, children and their parents and the kindergarten community. It applies to activities related to accessing 
online services either on Kindergarten premises, at an off-site location and/or out of school hours. 
 

In order to protect the children and respect the wishes of all members of our community, we ask that these security 
guidelines be followed by all staff, parents and Kindergarten community members when using personal social media 
such as Facebook, Flickr, Twitter and others. 
 

Guidelines for families: 

¶ You are most welcome to photograph or record your child while at Kindergarten or after-hours Kindergarten 
coordinated events (eg their first day of Kindergarten, end of year graduation, family nights, or excursions)  

HOWEVER!!!! 

¶ If your photographs or video-recordings contain the image of children other than your own these must not 
be uploaded to any websites eg Facebook, emailed to third parties or reproduced/printed and used outside 
of your home (note: at times there may be children enrolled whose parents have not granted permission for 
ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƛƳŀƎŜ ǘƻ ōŜ ǊŜŎƻǊŘŜŘ ƻǊ ǇǳōƭƛǎƘŜŘ ƻǳǘǎƛŘŜ ƻŦ YƛƴŘŜǊƎŀǊǘŜƴύ  

¶ Please do ǎƘƻǿ ƻǘƘŜǊǎ ǘƘŜ ƭŜŀǊƴƛƴƎ ŜȄǇŜǊƛŜƴŎŜǎ ŘƻŎǳƳŜƴǘŜŘ ǿƛǘƘƛƴ ȅƻǳǊ ŎƘƛƭŘΩǎ [earning Journals, however 
please do not photocopy/scan and share with third parties any photographs containing the image of children 
other than your own 

¶ Please! No online posting of details (eg dates, times and locations) of events organised by the Kindergarten 
(such as excursions) 

¶ If the parent group wishes to create a closed-group social networking page as a communication tool or to 
organise outside of Kindergarten social events, the Kindergarten or its staff must not be named and the 
above dot points apply 

 
If you require further information or are concerned about any aspects of this policy please speak to the Director.   

 
Guidelines for Kindergarten staff: 

¶ Communicate with families using paper based and electrical media (digital content); this includes cƘƛƭŘǊŜƴΩǎ 
learning journals, newsletters, displays, emails, website and blog  

¶ To support the privacy of parental email addresses, all emails will be sent as Bcc (blind copy)  Any email 
contact from other parties will only be with addressees written permission 

¶ Staff will provide families with links to websites 

¶ hōǘŀƛƴ ǿǊƛǘǘŜƴ ǇŜǊƳƛǎǎƛƻƴ ŦǊƻƳ ŦŀƳƛƭƛŜǎ ōŜŦƻǊŜ ŘƛǎǇƭŀȅƛƴƎ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǇƘƻǘƻƎǊŀǇƘ ŀǘ YƛƴŘŜǊƎŀǊǘŜƴ ƻǊ ǳǎƛƴƎ ƛƴ 
any advertising brochures, and before publishing in any printed media including The Courier and The 
Advertiser  

¶ Personal mobile devices or cameras may not be used to photograph or video children at Kindergarten or 
Kindergarten events 

¶ Children will be closely supervised when using ICT devices. Internet sites will be only used for learning related 
activities and will be thoroughly supervised by staff.  Websites will be previewed to ensure the content is age-
appropriate and does not contain inappropriate material 
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Cyber safety and the Kindergarten website:   

¶ Private information which could be used to identify or locate our children will not be accessible on any 
publicly available website e.g. locations of excursions 

¶ Images of children will not be posted without written permission 

¶ Geo-tagging will be removed from all images prior to posting 

¶ Kensington Gardens Preschool will maintain a DECD approved website.  All content to this website will be 
posted with the permission of the Director to ensure it meets the requirements of this policy. 

 
 

1. DEFINITIONS 
Ψ/ƘƛƭŘǊŜƴΩ denotes all learners enrolled in DECD preschools who are minors 
ΨtŀǊŜƴǘΩ refers to natural parents, legal guardians and caregivers 
Ψ/ȅōŜǊ-ǎŀŦŜǘȅΩ refers to the safe use of the Internet and Information & Communication Technologies (ICT) equipment/devices, including mobile 
phones 
ΨDŜƻ-ǘŀƎƎƛƴƎΩ refers to the process of adding geographical (location) information to various media eg photographs  
ΨLƴŦƻǊƳŀǘƛƻƴ ϧ /ƻƳƳǳƴƛŎŀǘƛƻƴ ¢ŜŎƘƴƻƭƻƎƛŜǎ L/¢Ω ǊŜŦŜǊǎ ǘƻ ǘƘŜ YƛƴŘŜǊƎŀǊǘŜƴΩǎ ŎƻƳǇǳǘŜǊ ƴŜǘǿƻǊƪΣ LƴǘŜǊƴŜǘ ŀŎŎŜǎǎ ŦŀŎƛƭƛǘƛŜǎΣ ŎƻƳǇǳǘŜǊǎΣ ŀƴŘ ƻǘƘŜǊ 
ICT equipment/devices 
ΨL/¢ ŜǉǳƛǇƳŜƴǘκŘŜǾƛŎŜǎΩ includes, but is not limited to, computers (such as desktops, laptops, PDAs), storage devices (such as USB and flash 
memory devices, CDs, DVDs, floppy disks, iPods, MP3 players), cameras (such as video and digital cameras and webcams), all types of mobile 
phones, gaming consoles, video and audio players/receivers (such as portable CD and DVD players), and any other, similar, technologies 
Ψ5ƛƎƛǘŀƭ ŎƻƴǘŜƴǘΩ ǊŜŦŜǊǎ ǘƻ ǾƛŘŜƻΣ ǇƘƻǘƻƎǊŀǇƘǎΣ ŀǳŘƛƻ ƻǊ ǿǊƛǘǘŜƴ ŎƻƳƳŜƴǘǎ ƻǊ ŎƘƛƭŘǊŜƴΩǎ ǿƻǊk samples 
Ψ{ƻŎƛŀƭ ƳŜŘƛŀΩ όŀƭǎƻ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ΨǎƻŎƛŀƭ ƴŜǘǿƻǊƪƛƴƎΩύ ŀǊŜ ƻƴƭƛƴŜ ǎŜǊǾƛŎŜǎ ŀƴŘ ǘƻƻƭǎΣ ŀŎŎŜǎǎŜŘ ǘƘǊƻǳƎƘ ǘƘŜ ƛƴǘŜǊƴŜǘ ƻǊ ƳƻōƛƭŜ ǇƘƻƴŜǎΣ ŀƴŘ used for 
publishing, sharing and discussing information.  The list of social media types is extensive with new and innovative social media sites being 
developed almost every day.  Includes: 
Å Social networking sites (eg. Facebook, MySpace, LinkedIn), 
Å Video, audio & photosharing websites (eg. Flickr, YouTube, iTunesU, Vimeo) 
Å Blogs (eg. WordPress, Blogger) 
Å Microblogging Apps (eg. Twitter, Yammer, Tumblr) 
Å Location-based Apps (also known as Geolocation) 
Å Wikis (eg. Wikipedia, Wikispaces) 
Å Online gaming (eg. Steam) 
Å News aggregation (eg. Digg) 
Å Forums or message boards 
Å Interactive gaming όaathwtΩǎ aŀǎǎƛǾŜƭȅ aǳƭǘƛ tƭŀȅŜǊ hnline Role Playing Games eg.  Runescape or Second Life) 
ΨLƴŀǇǇǊƻǇǊƛŀǘŜ ƳŀǘŜǊƛŀƭΩ means material that deals with matters such as sex, cruelty or violence in a manner that is likely to be injurious to children 
or incompatible with a preschool environment. 

RESOURCES AND DECD POLICIES 
This policy has been informed by the DECD document Cyber-Safety: Keeping children safe in a connected world: guidelines for schools and 
preschools and aims to apply these guidelines in an age-appropriate manner that is relevant to our Kindergarten.  

www.decd.sa.gov.au/docs/documents/1/CyberSafetyKeepingChildre.pdf  
The Cyber-Safety guideline provides information about the policies and advice to be observed by schools and preschools under four sections:  

1) Access and Security, 2) User Identification and Passwords, 3) Appropriate Behaviour and Use and 4) Acceptable Use 
Agreement 

Please note that children enrolled at KGPS will only be using ICTs under direct supervision and do not have individual access privileges. The User 
Identification and Passwords and Acceptable Use Agreement guidelines are currently deemed not applicable, but should be revisited if ICT access 
privileges are provided to Kindergarten children.   
Relevant useful websites:  

hŦŦƛŎŜ ŦƻǊ ǘƘŜ /ƘƛƭŘǊŜƴΩǎ Ŝ{ŀŦŜǘȅ /ƻƳƳƛǎǎƛƻƴŜǊ https://www.esafety.gov.au/ 

The Alannah and Madeline Foundation http://www.amf.org.au/ 
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Site Behaviour Code (Policy Number #17)          

National Quality Standard 5.1, 5.2    Regulation 168 (2) (j)  Related Key Regulations: 155, 156 
 
Guidelines regarding behaviour and guidance for children help ensure that children, families and 
staff have a safe environment, and consistency and clarity around acceptable behaviour and 
guidance measures that will be implemented. 
 
As a staff team we believe: 
 

¶ All children have the right to feel secure and to learn and develop in a psychologically and 
physically safe environment. 

¶ Children have a right to express their feelings and to be supported to develop positive  
behaviours that underpin the development of relationships with peers and adults. 

¶ Effective communication and learning occurs when families and educators work together to 
ŘŜǾŜƭƻǇ ŎƻƳƳƻƴ Ǝƻŀƭǎ ŦƻǊ ŀ ŎƘƛƭŘΩǎ well-being, learning and development. 

¶ That the ŎƻƴǎƛŘŜǊŀǘƛƻƴ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƛƴŘƛǾƛdual and contextual needs are crucial to successful 
learning and the development of positive behaviours. 

¶ That family consultation is valued and their individual perspectives respected. 

¶ Children have the right to be supported by educators who model appropriate behaviours and 
ensure consistent limits are set. 

¶ No child should be made to feel rejected, insecure, embarrassed or ashamed. 
 
As a staff team we promote positive behaviour and interactions by: 
 

¶ Planning for and providing an environment that promotes a sense of belonging, being and 
becoming and provides enhanced opportunities for learning through play. 

¶ Ensuring that limits set are reasonable and understood by all children and adults. 

¶ Providing an enriching and engaging program that enables each child to experience success, a 
sense of well-being and gives opportunities to express feelings through sensory and other 
forms of play. 

¶ Using positive verbal and non-verbal guidance. 

¶ Demonstrate empathy and sensitivity to each child being mindful of the variety of factors that 
influence behaviour. 

¶ Planning enabling opportunities for the development of skills including resilience, agency, 
entry and exit skills when playing, appropriate risk taking, conflict resolution, independence, 
leadership, respect for others and communication. 

¶ Interacting positively, using positive language and acknowledging and modelling respectful 
behaviour. 

¶ Valuing children as individuals within their family and cultural context. 
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¶ Involving children in goal setting, developing group norms and the development of behavioural 
expectations and consequences. 

¶ Intentional teaching of ŀǇǇǊƻǇǊƛŀǘŜ ōŜƘŀǾƛƻǳǊǎ ŀƴŘ Ǉƭŀȅ ǎƪƛƭƭǎΣ ōǳƛƭŘƛƴƎ ƻƴ ŜŀŎƘ ŎƘƛƭŘΩǎ 
strengths and achievements and providing choices when possible. 

¶ 9ƴŎƻǳǊŀƎƛƴƎ ƻǇŜƴ ǘǿƻ ǿŀȅ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǿƛǘƘ ŦŀƳƛƭƛŜǎ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ŜŀŎƘ ŎƘƛƭŘΩǎ ǊƛƎƘǘǎ ŀǊŜ 
met. 

¶ LƳǇƭŜƳŜƴǘƛƴƎ ŀǎǇŜŎǘǎ ²ƘŀǘΩǎ ǘƘe Buzz- social skills foundation course. 

 
 

We will respond to challenging behaviours by: 
 

¶ Reminding children of expectations and limits and the reasons for these. 

¶ Supporting children to problem solve, negotiate, find resolutions and manage emotions 
appropriately. 

¶ Using Restorative Justice Practices that support children to empathise with others and restore 
relationships. 

¶ Communicating with and involving families at the earliest opportunity to work together 
positiǾŜƭȅ ǘƻ ŀǎǎƛǎǘ ǘƘŜ ŎƘƛƭŘΩǎ ǿŜƭƭ-being and learning. 

¶ !ǎǎŜǎǎƛƴƎ ƛƴŘƛǾƛŘǳŀƭ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ǊŜŦƭŜŎǘƛƴƎ ƻƴ ŀƴŘ ǊŜǾƛŜǿƛƴƎ ƻǳǊ 
planned program and how the active learning environment supports positive behaviours. 

¶ Planning, implementing, monitoring and reviewing individual behaviour plans in partnership 
with families and support services. 

¶ Being aware of our limitations and seeking assistance when required. 
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Excursion Policy (Policy Number #8)  
National Quality Standard 2.3     Regulation 168 (2) (g)        Related Key Regulations: 100, 101, 102 

 
¢ƘŜ /ŜƴǘǊŜΩǎ ōŜƭƛŜŦ ƛǎ ǘƘŀǘ ŜȄŎǳǊǎƛƻƴǎ ŀƴŘ ƻǳǘƛƴƎǎ ŀǊŜ ŀƴ ƛƳǇƻǊǘŀƴǘ ǇŀǊǘ ƻŦ ŜǾŜǊȅ ŎƘƛƭŘΩǎ ƭŜŀǊƴƛƴƎ 
journey. 
 
A Risk Assessment will be carried out before each excursion by the centre Director. (Please refer to 
DECD Risk Management Policy No07/4385 and attachment to WHS Policy No 46). 
 
Parents will be informed of all programmed excursions for their child/ren. Detailed written 
consent forms will be issued to parents. The form needs to be signed and returned to staff before 
their child can participate. 
 
Staff are ultimately responsible for the planning and implementing of all excursions. Ratios for 
children and staff will be according to the regulations. The age range of the children involved and 
the destination will also be taken into consideration. Staff are responsible for all activities 
occurring on excursions or outings.  They are the ultimate decision-makers.  
 
Other adult people (over 18 years of age) involved in the excursion or outing will be considered as 
volunteers and cannot be counted in child/adult ratios. They will be responsible to staff and under 
direction at all times. Staff will inform all other adult people of their role and responsibilities while 
participating in a Centre excursion.  They will be asked to encourage the children to listen to staff 
for instructions, procedures and direction.  
 
Staff will carry a First Aid bag ŀƴŘ ƛƴŘƛǾƛŘǳŀƭ ŎƘƛƭŘǊŜƴΩǎ ƳŜŘƛŎŀǘƛƻƴ with them on all occasions.  
Staff will use their common sense with regard to unsuitable weather conditions.  Weather that is 
too hot or too wet may determine the need to cancel or postpone a planned excursion. 
 
!ƭƭ ŎƘƛƭŘǊŜƴ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ƻƴ ŀ /ŜƴǘǊŜ ŜȄŎǳǊǎƛƻƴ ǿƛƭƭ ǿŜŀǊ ŀ ōŀŘƎŜ ǿƛǘƘ ǘƘŜ /ŜƴǘǊŜΩǎ ƴŀƳŜ ŀƴŘ 
telephone number. Only educators (DCSI screened) will be responsible of toileting children whilst 
on excursion. 
 
The consent form and the risk management plan are available via the following links 
http://www.decd.sa.gov.au/childrensservices/files/links/Ed170CampsandExcursionsCon.doc 
http://www.decd.sa.gov.au/childrensservices/files/links/Excursion_Risk_Management.doc 
 
 
REVIEWED : June 2017 
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Arrival & Departure Policy (Policy Number #7) 
National Quality Standard 2.3     Regulation 168 (2) (g)        Related Key Regulations: 99 
 
Parent or guardian must bring their child into Kindergarten and report arrival to staff member (or 
have staff member acknowledge arrival of child).  
 
hƴ ŀǊǊƛǾŀƭΣ ǇŀǊŜƴǘ ǘƻ ŎƻƴŦƛǊƳ ŎƘƛƭŘΩǎ ŀǘǘŜƴŘŀƴŎŜ ōȅ ǎƛƎƴƛƴƎ ǘƘŜ ά5ŀƛƭȅ !ǘǘŜƴŘŀƴŎŜ {ƘŜŜǘέΦ 
!ǘ ŘŜǇŀǊǘǳǊŜΣ ǇŀǊŜƴǘ ǘƻ ŎƻƴŦƛǊƳ ŎƻƭƭŜŎǘƛƻƴ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘ ōȅ ǎƛƎƴƛƴƎ ǘƘŜ ά5ŀƛƭȅ !ǘǘŜƴŘŀƴŎŜ {ƘŜŜǘέΦ 
Parent to indicate time, if dropping off or collecting child at a time other than 8:15 am or 3:45 pm. 
 
/ƘƛƭŘ όƻǊ tŀǊŜƴǘύ ǘƻ άǎƛƎƴ ƛƴέ ƻƴ ǘƘŜ Green or Orange Attendance Sheets. 
 
If someone other than the regular pick up person is to collect a child: 

¶ parent or guardian to write down detaƛƭǎ ƛƴ ǘƘŜ άtŀǊŜƴǘ 5ƛŀǊȅέΤ ƻǊ 

¶ parent or guardian to telephone the Kindergarten to given details of who is to collect child. 
{ǘŀŦŦ ƳŜƳōŜǊ ǘƻ ǊŜŎƻǊŘ ƛƴ ǘƘŜ άtŀǊŜƴǘ 5ƛŀǊȅέΦ 

 
Child will not be handed over to anyone unless prior notification is given ς staff to phone parent or 
guardian for confirmation before allowing child to go. 
 
 
REVIEWED : June 2017 
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Nappy Changing and Toileting Procedure (Policy Number #13) 
Regulations 77, 106,109,112 
 

Nappy changing and toileting of children will always be carried out in a positive and supportive 
ƳŀƴƴŜǊΦ  Lǘ ǿƛƭƭ ǘŀƪŜ ǇƭŀŎŜ ŀǎ ǇŀǊǘ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ƛƴ Ŏƻƴǎǳƭǘŀǘƛƻƴ ŀƴŘ 
partnership with families. The policy and procedures for nappy changing will follow the 
recommended guidelines from the current eŘƛǘƛƻƴ ƻŦ ά{ǘŀȅƛƴƎ IŜŀƭǘƘȅ ƛƴ /ƘƛƭŘ /ŀǊŜέΦ 
 
Nappy changing and toileting routines will be displayed on the walls in appropriate areas. 
 
Staff will use strict, consistent hygiene routines to maintain a high standard of recommended 
health and hygiene procedures. This centre will be consistent in the following areas-: 
 

¶ Washing hands before and after every nappy change and toileting experience. 

¶ Staff will wear protective gloves for each nappy change and toileting accident.  

¶ Staff use nappy wipes ǘƻ ŎƭŜŀƴ ǘƘŜ ŎƘƛƭŘΩǎ ōƻǘǘƻƳ ŀǊŜŀΦ 

¶ The change mat will be cleaned with a detergent/ disinfectant after the completion of each 
nappy change. 

¶ The nappy and the cleaning cloth will be discarded immediately. 

¶ Toilet seats will be cleaned with a disinfectant/sanitizer routinely. Toilets will be flushed 
throughout the day when necessary. 

¶ Soiled (used) nappies will be placed in a sealed and lined bin which is not accessible to 
children. 

¶ Soiled clothes will be placed in double plastic bags and sent home with the chiƭŘΩǎ 
belongings each day.  

 
{ƻǳǊŎŜŘΥ Ψ{ǘŀȅƛƴƎ IŜŀƭǘƘȅ ƛƴ /ƘƛƭŘ /ŀǊŜΩ www.nhmrc.gov.au/guidelines/publications/ch43 
 
 
Procedure  
 
Staff to encourage children to change own clothing. 
If staff helps children to change clothing ς ensure another adult is nearby. 
Spare clothing kept in bathroom/locker room on shelf in Spare Clothes containers. 
Put soiled clothing in plastic bag ς ǘƛŜŘ ǘƻ ǎŜŀƭ ǘƘŜ ōŀƎ ŀƴŘ Ǉǳǘ ƛƴ ŎƘƛƭŘΩǎ ōŀƎΦ 
Record changing of clothes on appropriate form (kept with spare clothes). 
Staff to attempt to notify parents/care provider about change of clothing e.g. verbally or by note. 
 
 

REVIEWED : June 2017 
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Nappy Changing Routine 
(for children with a Toilet Care and Learning Plan) 

 
Check to make sure that the supplies you need are ready, eg: nappy, 
wipesΣ ŎƭŜŀƴ ŎƭƻǘƘƛƴƎΣ ƎƭƻǾŜǎΣ ŘƛǎƛƴŦŜŎǘŀƴǘΣ ŎƘƛƭŘΩǎ ǇŜǊǎƻƴŀƭΣ ƭŀōŜƭŜŘ 
ointment (if provided by parents). 
 
Wash your hands. 
 
Assist children who can climb to move up onto the change area using the 
steps. For children who cannot climb, observe safe handling practices. 
Never leave a child unattended on the change table. 
 
Always wear gloves when changing a nappy. 
 
Place any soiled clothing into a sealed plastic bag for parents to take 
home at the end of the day. 
 
Remove nappy and cƭŜŀƴ ŎƘƛƭŘΩǎ ōƻǘǘƻƳ area with a nappy wipe.  
 
Remove gloves by peeling them back from your wrists over the nappy. Do 
not let your skin touch the outer contaminated surface of gloves. Dispose 
of nappy and gloves in sealed plastic bag. 
 
If cream needs to be applied, use a clean glove. 
 
Put on clean nappy and dress the child. 
 
Remove the child from the change area - encouraging a walking child to 
climb down the stairs. 
 
Clean the change mat with disinfectant and replace towel. 
 
²ŀǎƘ ǘƘŜ ŎƘƛƭŘΩǎ ƘŀƴŘǎ ŀƴŘ ǿŀǎƘ ȅƻǳǊ ƘŀƴŘǎΦ 
 
Record the time of change on the Toileting Record Sheet. 



 

Toileting Routine 
(for children with a Toilet Care and Learning Plan) 

 

 
Always wear gloves when assisting a child on the toilet. 
 
Assist the child in undoing clothing and getting on the 
toilet seat. 
 
Assist the child in wiping their bottom. 
 
Assist the child to flush the toilet. 
 
Remove gloves and dispose of them in the bin. 
 
Assist child in putting clothes back on. 
 
²ŀǎƘ ǘƘŜ ŎƘƛƭŘΩǎ ƘŀƴŘǎ 
 
Wash your own hands thoroughly. 
 
Record the toileting details on the Toileting Record Sheet. 
 
 
 
 
 
 
 
 



 

 
 
Parent Concerns and Complaints Policy and Procedure (Policy Number #14) 
National Quality Standard 7.3  Regulation 168 (2) (o) Related Key Regulations: 173 (2) (b), 176 (2) 
(b) 
 
At Kensington Gardens Preschool we believe parents are partners in the education of children. 
Regular two-way communication between parents/caregivers and the preschool is essential in 
helping children achieve their potential. 
 
Our preschool is committed to ensuring that anyone with parental responsibilities for a young 
person can raise a concern or complaint, with confidence that it will be heard and responded to in 
an appropriate and timely fashion. 
 
GUIDING PRINCIPLES  

Safety of children is always the first priority. Our procedures are underpinned by the following 
principles:  

1. All persons in the Kensington Gardens Preschool community including children, parents, 
staff and volunteers have the right to be treated with respect and courtesy in accordance 
ǿƛǘƘ ǘƘŜ ǇǊŜǎŎƘƻƻƭΩǎ ǾŀƭǳŜǎΦ  

2. Parents have the right to raise concerns and make enquiries or complaints about any 
aspect of preschool life.  

3. Information about how, where and to whom complaints can be made should be visible and 
accessible through Preschool procedures.  

4. Complaints will be acknowledged and addressed promptly within specified timelines.  
5. Individual complaints will be assessed objectively and without bias using principles of 

natural justice.  
6. The rights and responsibilities of all parties will be considered and balanced in attempting 

to find a mutually acceptable outcome to complaints.  
7. The confidentiality of all parties will be maintained wherever possible.  

 
¢Ƙƛǎ ǎƛǘŜ ŀŘƘŜǊŜǎ ǘƻ ǘƘŜ 59/5 ŎƻƳǇƭŀƛƴǘ ƳŀƴŀƎŜƳŜƴǘ ǊŜǉǳƛǊŜƳŜƴǘǎΦ ¢ƘŜ ōǊƻŎƘǳǊŜ άwŀƛǎƛƴƎ ! 
/ƻƳǇƭŀƛƴǘ ǿƛǘƘ 59/5έ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ tŀǊŜƴǘ LƴŦƻǊƳŀǘƛƻƴ ǘŀōƭŜ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 59/5 ƭƛƴƪΦ 
 
  
 

https://www.decd.sa.gov.au/department/about-department/contact-department/feedback-and-
complaints-about-school-or-preschool 
 
 
REVIEWED : August 2017 
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Volunteer Induction Policy  (Policy Number #21) 
 

National Quality Standard 4.2    Regulation 168 (2) (i)   Related Key Regulations: 149, 77, 85, 90, 97, 
145, 156, 170, 171 
 

This site adheres to the DECD requirements outlined in the DECD Volunteer Policy of 2016. 
tƭŜŀǎŜ Ǝƻ ǘƻ ǘƘŜ ƘŀǊŘ ŎƻǇȅ ƛƴ ǘƘŜ ǇŀǊŜƴǘ CƻƭŘŜǊ ƴŜŀǊ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ pockets  
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Staff Grievance Policy (Policy Number #22)    

National Regulation 4 and 7   

As a Preschool we are committed to working together to meet the educational needs of our 
students. 

This occurs most effectively when staff, students and parents are working towards the same ends, 
which can only happen if there is trust, and open and effective communication between the 
people who make up the school community. 

Staff members who work well together, treat each other with respect and integrity, and act to 
resolve concerns and conflicts promptly and effectively, promote a productive and happy work 
environment and the psychological health of the Preschool. 

What to do if you have a concern 
 

¶ In the first instance, discuss the question or concern directly with the person involved, stating 
the problem clearly and objectively.  Seek to resolve it in ways that respect the needs of those 
involved. 

¶ LŦ ȅƻǳ ŘƻƴΩǘ ŦŜŜƭ ŎƻƴŦƛŘŜƴǘ ƛƴ ƎƻƛƴƎ ŘƛǊŜŎǘƭȅ ǘƻ ǘƘŜ ǇŜǊǎƻƴ ŎƻƴŎŜǊƴŜŘΣ ǎǇŜŀƪ ǘƻ ǘƘŜ [ƛƴŜ 
Manager, District Director, AEU Branch Secretary, or any other staff member you feel 
confident with, and seek their assistance in resolving the concern. 

¶ If your concern is not resolved to your satisfaction, discuss it with the Director, and seek their 
assistance in resolving it. 

¶ If you are still not happy after action has been taken, inform the Director that your concern still 
exists. 

¶ If satisfactory resolution at the Preschool level still does not occur you may contact the 
Education  Director ό ƛŦ ƛǘ ǊŜƭŀǘŜǎ ǘƻ ǘƘŜ tǊŜǎŎƘƻƻƭΩǎ  5ƛǊŜŎǘƻǊύ or the AEU rep for this area. 

You can assist resolution of your problem by: 
 

¶ Confronting the issue, rather than trying to ignore it. 

¶ Stating it clearly and objectively, giving specific instances where appropriate. 

¶ {ŜŜƪƛƴƎ ŀ ά²ƛƴ-²ƛƴέ ǎƻƭǳǘƛƻƴ ǘƘŀǘ ŀǘǘŜƳǇǘǎ ǘƻ ƳŜŜǘ ǘƘŜ ƴŜŜŘǎ ƻŦ ǘƘƻǎŜ ŎƻƴŎŜǊƴŜŘΦ 

Our mutual commitment when someone raises a concern: 
 

¶ We will listen to concerns with an open mind and seek to understand them. 

¶ We will maintain confidentiality. 

¶ We will treat each other decently. 

¶ We will investigate any relevant issues carefully. 
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¶ We will be committed to resolving any problems in ways that respect individuals and attempt 
to meet the needs of all concerned as fairly as possible. 

¶ We will attempt to communicate clearly, sensitively and objectively. 
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First Aid Policy, Accident Procedure & Infection Control Procedure, including Injury Incident 
Reporting Procedure (Policy Number #10) 
 
National Standards 2 and 4 Regulations 4, 85-89, 90, 92-96,168,177-178,181-184 

 
FIRST AID PROCEDURE 
The First Aid cupboard is located on the wall of the kitchen. 
Use the following emergency first aid procedures:  

¶ do not move child or pick up child until injury has been assessed. 

¶ use Personal Protective Equipment with all bodily fluids (dispose of gloves & clothes used 
to mop up in a tied double layer plastic bag). 

¶ seek staff support for first aid if necessary. 
 
If a child needs First Aid 

¶ Staff member assists child 

¶ Assess injury  

¶ Treat injury 

¶ Notify parent immediately, if necessary 

¶ If injury is beyond staff help and is an emergency ς call ambulance and then call parent 

¶ Record on (site) Injury or Illness Report form or (DECD) Incident, injury, trauma and illness 
Record form.   
 

If staff member needs First Aid 

¶ Staff to seek medical attention. 

¶ If necessary, staff member to call for ambulance.  
 
On first day of duty, give details of next of kin and any vital medical information to Director (this 
information is confidential in the Employee Details Folder). 
N.B. Remember to conduct accident investigation and complete accident and injury report when 
this is necessary. Director will use the IRMS website to notify department when staff are injured. 
 
ACCIDENT PROCEDURE 
Report any accident or near miss for children or adults to the Director.   
All accidents must be recorded on the (site) Injury or Illness Report form or (DECD) Incident, injury, 
trauma and illness Record form located in kitchen storeroom. 
Staff will contact an ambulance in an emergency.  
Staff will contact parents, and follow normal medical procedures. 
Children on a health care plan ς staff will follow medical procedures. 
 

INFECTION CONTROL PROCEDURE 
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The DECD Infection Control Procedure provides strategies for infection control and management 
of biological hazards to eliminate or minimise the level of risk to DECD workers or other persons. A 
copy is includŜŘ ƛƴ ǘƘŜ ǎƛǘŜΩǎ IŜŀƭǘƘ CƻƭŘŜǊ ŀƴŘ Ƙŀǎ ōŜŜƴ ŎƛǊŎǳƭŀǘŜŘ ǘƻ ǎǘŀŦŦΦ 5ǳǘƛŜǎ ŀƴŘ 
responsibilities of the Director and staff are detailed in the Staff Induction Handbook. 
 
Standard Precautions and Routine Cleaning guidelines are displayed in poster form on the kitchen 
noticeboard for staff reference and must be followed. 
A sharps box is located in the adult toilet. 
Personal Protective Equipment packs are located in the adult toilet. 
Gloves, masks, absorbent granules, vomit bags are also available for use, as required. 
 
Infectious diseases are illness caused by the spread of microorganisms (eg bacteria, viruses, fungi, 
parasites or prions) to humans, animals or the environment such as food, soil and water. Schools 
and DECD workplaces are common sites for transmission of infectious diseases where DECD 
workers and other persons are at risk of exposure. The Director is to identify all potential sources 
of infectious disease exposure through operational and curriculum activities in consultation with 
the DECD workers. The Director is to assess the risk of infection using the Infection Control Risk 
Assessment. 
 
Families to note: 

¶ Children are not to attend kindergarten when unwell, e.g. fresh cold, raised temperature, 
gastro, pale, lethargic or cough. 

¶ Parents are to notify the kindergarten if their child is to be absent. 

¶ Parents are to keep their child at home until well or a Doctor has given the all clear to attend 
kindergarten. 

¶ When a child shows symptoms of illness whilst at kindergarten, staff will care for them and 
contact the parent or emergency contact number. 

¶ If there is an occurrence of an infectious disease at the Centre, Kensington Gardens Preschool 

will ensure that reasonable steps are taken to prevent the spread of the infectious disease at 

the service. 

¶ Infectious Disease notification signs are located in the Health Plan Folder and will be displayed 

to notify the Kindy community.  

¶ CǳǊǘƘŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ƛƴŦŜŎǘƛƻǳǎ ŘƛǎŜŀǎŜǎ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ ǘƘŜ ά{ǘŀȅƛƴƎ IŜŀƭǘƘȅ Lƴ /ƘƛƭŘ 

/ŀǊŜέ ǇǳōƭƛŎŀǘƛƻƴ 
{ƻǳǊŎŜŘΥ Ψ{ǘŀȅƛƴƎ IŜŀlthy in Child CareέΣ bv{, current information & training. 

 
 
INJURY INCIDENT REPORTING PROCEDURE 
The processes for the timely response and management of : 

¶ Injury incidents which occur at the site. 

¶ Statutory reporting requirements of serious and notifiable incidents to various regulatory 
authorities 

are in accordance with the DECD Injury Management Policy. The Policy can be found on the DECD 
website ŀƴŘ ŀ ŎƻǇȅ ƛǎ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ǎƛǘŜΩǎ IŜŀƭǘƘ CƻƭŘŜǊ ŀƴŘ Ƙŀǎ ōŜŜƴ ŎƛǊŎǳƭŀǘŜŘ ǘƻ ǎǘŀŦŦ. Duties 
and responsibilities of all staff are included in the Staff Induction Folder. 
 
Minor incidents, injuries or illnesses, not requiring the use of the DECD Incident, injury, trauma 
and illness form, are to be recorded on the (site) Injury or Illness Report form. All other incidents 



 

are to be reported via the IRMS following the DECD Injury Incident Reporting & Investigation 
Procedure. 

 
Notification 
A parent of a child will be notified as soon as practicable, but not later than 24 hours after the 
occurrence, if the child is involved in any incident, injury, trauma or illness while the child is being 
educated and cared for by the service  
 
Procedure inclusions: [from DECD Procedures]: 

¶ Injury or Illness Report Form 

¶ Infection Control Risk Assessment Form 
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Injury or Illness Report ï Kensington Gardens Preschool 
 

This form is designed to be used by Staff to record minor first aid treatment or illness. An Incident, injury, 
trauma and illness record should be completed where a child is hospitalized or for other complications which 
may arise. 
 

Name of Child : ééééééééééééééééééé.. 
 
Date and Time : ééééééééééééééééééé. 
 
Care and attention was given to your child today because of : 

ἦ  Injury  ἦ  Illness 

 
Description of Injury/Illness, cause (if known), action taken : 
éééééééééééééééééééééééé..éé 
éééééééééééééééééééééééé..éé 
éééééééééééééééééééééééé..éé 
éééééééééééééééééééééééééé.. 
éééééééééééééééééééééééé..éé 
éé......ééééééééééééééééééééééé 
éééééééééééééééééééééééé..éé 
éééééééééééééééééééééééééé.. 
 

Action Advised : 
(eg advised to seek medical advice) ééééééééééééééééééééé.éé.. 

IRMS Accident/Injury report completed?  YES / NO 
 

Name of person making entry : 
(printed & signature)ééééééééééééééééééééééééééééééé 

Acknowledged by parent : 
(printed & signature)ééééééééééééééééééééééééééééééé 
 (Once signed in acknowledgement by parent please file report in the childôs enrolment record folder.) 

Instructions for care following a minor head injury 

First aid agencies advise that, in the case of a minor head injury, a doctor should be contacted if a person: 

Á complains of a headache 

Á becomes dizzy or faints 

Á develops loss of coordination 

Á vomits 

Á becomes irritable or confused 

If the casualty appears well and does not develop any of the above symptoms or signs, it is unlikely that any serious injury has 

occurred. However, it is always wise to seek medical advice. 



 

 
 
Asthma Friendly Education & Care Services Policy (Policy Number #11) 
 
Policy Goal 
All children at the service who are known to have asthma are supported via Asthma Friendly 
policies and procedures and all children, staff and visitors can access Asthma First Aid in an 
emergency. 
 
Policy Commitments 
We are committed to being an Asthma Friendly service as outlined by Asthma Australia. This 
means: 

o The majority of staff have current training in Asthma First Aid and routine management, 
conducted or approved by the local Asthma Foundation. At least one staff member on duty 
at any time holds a current certificate for ACECQA approved competency assessed 
Emergency Asthma Management training. 

o Asthma Emergency Kits (AEKs) are accessible to staff and include in-date reliever 
medication, single person use spacers with masks for under 5 year olds. 

o Asthma First Aid posters are on display and information is available for staff and parents. 
o Policies are Asthma Friendly. 

 
Roles and responsibilities 
Children: 

o Are supported to self-manage their asthma in line with their age and stage of development 
(not applicable to Pre-School children) : we explain asthma and asthma care to the children 
and provide care with, not just to, them. 

 
Parents/carers: 

o Provide an Asthma Care Plan, signed by the treating doctor. 
o tǊƻǾƛŘŜ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƳŜŘƛŎŀǘƛƻƴΣ ŎƭŜŀǊƭȅ ŘŀǘŜŘ ŀƴŘ ƛƴ ǘƘŜ ƻǊƛƎƛƴŀƭ ƭŀōŜƭƭŜŘ Ŏƻntainer. A 

spacer, and mask as required, should also be supplied. 
o !ƭŜǊǘ ǎǘŀŦŦ ǘƻ ŀƴȅ ŎƘŀƴƎŜǎ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŀǎǘƘƳŀ ƳŀƴŀƎŜƳŜƴǘΦ 

 
Staff: 

o Document any asthma attack and advise parents/carers as a matter of priority. 
o Have a spacer ς and mask ς replacement policy. Name and give a spacer/mask used from 

the AEK to the child who used them for their own use in the future ς otherwise they need 
to be disposed of thoughtfully. 

o Review documentation regularly to ensure compliance with procedures. 
o Minimise exposure to known triggers. 

 
 
Management: 

o Meet requirements under the National Law and Regulations 
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ü Ensure at least one staff member on duty at any time has current competency assessed 
Emergency Asthma Management [Regulation 136]. 

ü Provide an appropriate number of first aid kits [Regulation 89, 168]. 
ü IŀǾŜ ŀ Ǉƭŀƴ ŀƴŘ Ǌƛǎƪ ƳŀƴŀƎŜ ŎƘƛƭŘǊŜƴΩǎ ƘŜŀƭǘƘ ŎŀǊŜ ƴŜŜŘǎ ώwŜƎǳƭŀǘƛƻƴ фл-91]. 
ü Have safe medication management in place [Regulation 92-96, 178, 181-184]. 

o aŀƛƴǘŀƛƴ ŀ ŎŜƴǘǊŀƭ ǊŜŎƻǊŘ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƘŜŀƭǘƘ ŎŀǊŜ ƴŜŜŘǎΣ ƛƴŎƭǳŘƛƴƎ ŀǎǘƘƳŀ, and review 
regularly. 

o Induct new staff in asthma policies and procedures including asthma training and 
information for all staff. 

o Review policies and practices. 
 
Monitoring and review 
This policy will be reviewed annually and earlier should a need arise to do so. 
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Administration of Medication Procedure (Policy Number #9) 
National Standards 2 and 4  Regulations 4,85-89, 90, 92-96,168,177-178,181-184 

 
The administration of medication to children at the request of their parents is a task that requires 
attention to detail, meticulous record keeping, teamwork and common sense. 

It is a responsibility that must be taken seriously, due to the potential health risks, and litigation 
issues that may arise as a result of incorrect administration. 

Lƴ ǘƘŜ ƛƴǘŜǊŜǎǘ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ǎŀŦŜǘȅ ŀƴŘ ǿŜƭƭōŜƛƴƎΣ YŜƴǎƛƴƎǘƻƴ DŀǊŘŜƴǎ tǊŜǎŎƘƻƻƭ ǿƛƭƭ ƻƴƭȅ 
administer medication if the medication is in its original container with the dispensing label 
attached listing the child as the prescribed person and the dosage to be given. This applies to all 
medications; regardless of whether they are non-prescribed (such as teething gels, nappy creams, 
cough medicines) or prescribed (antibiotics). Pharmacies can provide dispensing labels for non-
prescribed medication.  

A completed Medication Administration Permission form must accompany the medication. 
Administration of puffers, antihistamines, etc must be in accordance with Health Care plans as 
detail in our Medical Conditions policy and procedure. All forms are located in the Health folder in 
the kitchen storeroom. 

Responsibilities of Staff 

During orientation clearly explainΟto parents the centreΩs policy for administering medication. It is 
ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ǇŀǊŜƴǘǎ ǳƴŘŜǊǎǘŀƴŘ ōƻǘƘ ǘƘŜ ŎŜƴǘǊŜΩǎ ŜȄǇŜŎǘŀǘƛƻƴǎ ŀƴŘ ǘƘŜ ǇŀǊŜƴǘǎΩ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ 
prior to the child becoming ill.  

Explain to all parents the centreΟis unable to administer medication unless it is in its original 
container with the dispensing label attached listing the child as the prescribed person and the 
dosage to be given.  

Ensure parents fully complete the medication permission form.  

Ensure parents deliver medicationΟto a staff member, so that it can be stored securely (in the 

/ƘƛƭŘǊŜƴΩǎ aŜŘƛŎŀǘƛƻƴ ŎǳǇōƻŀǊŘ ƛƴ ǘƘŜ CƛǊǎǘ !ƛŘ ŎŀōƛƴŜǘ ƛƴ ǘhe bathroom) or at the recommended 
ǘŜƳǇŜǊŀǘǳǊŜ όƛƴ ǘƘŜ ŦǊƛŘƎŜύΦ Lǘ ƛǎ Ǿƛǘŀƭ ǘƘŀǘ ƳŜŘƛŎŀǘƛƻƴ ƛǎ ƴƻǘ ƭŜŦǘ ƛƴ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ōŀƎǎ ǿƘŜǊŜ 
children may gain access.  

Ensure medication is administered promptly at the prescribed intervals. Use timer to ensure 
administration of medication is given at correct time. 
 

Two staff members must check all medication before being Οadministered to children. The 
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medication permission form is to be signed by the staff member administering the medication and 
the staff member who has cross-checked that the correct medication and dose has been given to 
the correct person at the right time according to the Medication Permission Form. 

Advise parents that the centre is unable to administer a medication at a different dosage or 
frequency other than that recommended on the medication label, unless alternative written 
advice is received from a medical practitioner. 

Advise parents that the centre will not administer medication that is labelled for another person 
ƻǊ ǘƘŀǘ ƛǎ Ǉŀǎǘ ǘƘŜ ǊŜŎƻƳƳŜƴŘŜŘ ΨǳǎŜ ōȅΩ ŘŀǘŜΦ 

Use of nebulisers is permitted providing parents demonstrate their use to staff to ensure correct 
administration. 

Responsibilities of Parents 

Complete/review a medication permission form when the child attends and medication is 

required. These forms should include details such as the name of theΟchild, the name of the 

medication, dosage, storage requirements, howΟit is to be administered (eg ear drops, oral 

medicine, nebuliser) and how often it is to be administered.  

Hand the medication and the medication permission form to a staff member upon arrival at the 
centre. Parents must not leave mediŎŀǘƛƻƴ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ōŀƎΦ  

Collect medication on departure from the centre.  

Confirm the child was given the required medication by speaking with appropriate staff on 
collection of the child.  

 
 
REVIEWED : June 2017 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Medication Administrati on Permission Slip  

In the interest of childrÅÎȭÓ ÓÁÆÅÔÙ ÁÎÄ ×ÅÌÌ-being, Kensington Gardens Preschool shall only 
administer medication if it is in its original container with the dispensing label attached listing 
the child as the prescribed person, strength of drug and the frequency it is to be given. This 
applies to all medications, regardless of whether they are non-prescribed (such as teething 
gels, nappy creams, cough medicines, etc) or prescribed (antibiotics etc). 

#ÈÉÌÄȭÓ ÆÕÌÌ ÎÁÍÅȡ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ_______________________________________________________ 

Medical Practitioner/Chemist etc: ________________________________________________________ 

Medication:  

Name of medication ____________________________________________________________________ 

Date prescribed________________________________________________________________________ 

Expiry date of medication________________________________________________________________ 

Reason for medication __________________________________________________________________ 

Storage requirements ___________________________________________________________________ 

Time and date of last dose given__________________________________________________________ 

I request that the above medication be given in accordance with the instruction below: 

0ÁÒÅÎÔȭÓ ÆÕÌÌ ÎÁÍÅͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ_________Date: ____/____/_____  

Signature_____________________________________________________________________________ 

Instructions:  

Please complete table and list any detailed instructions in the box eg route (eg oral, inhaler), 
dose (eg thin layer, number of drops/mls/ number of tablets), before or after food. 

 

Date 

 

 
Dosage 

 

 
Time to be given 

 
 

Time medication actually 
given 

 

SignatureΟ of staff 

administering medication 

 

Signature of staff cross- 
checking medication 

 
Comments 

 

 

 

 
 

 

 

 

 

 

 

 
 

 
 

 

 

 

 

 
 

 

 
 

 

 

 

 

 

 
 

 

 
 

 

 



 

 
 
 
Medical Conditions Policy and Procedure (Policy Number #12) 
National Standards 2 and 4  Regulations 4,85-89, 90, 92-96,168,177-178,181-184 

 
Kensington Gardens Preschool has developed this Medical Conditions Policy to establish practices 
in relation to the management of medical conditions, including asthma, diabetes or a diagnosis 
that a child is at risk of anaphylaxis. 
 
Plans are divided into two areas ς Personal Care Plans (for daily living support) and Health Care 
Plans (for emergency response/first aid, medication, health conditions and health related personal 
care issues. Before staff can assist, parents/care givers must provide written information from 
their Doctor/treating Health Professional that outlines specific care needs in the appropriate plan 
format. 
 
¢ƘŜǎŜ ά/ŀǊŜ tƭŀƴέ ŦƻǊƳǎ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ /ŜƴǘǊŜ Ƙŀǎ ƛƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ǘǊŜŀǘƛƴƎ ƘŜŀƭǘƘ 
professional relevant tƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƘŜŀƭǘƘΣ ǿŜƭƭōŜƛƴƎΣ ŀǘǘŜƴŘŀƴŎŜΣ ƭŜŀǊƴƛƴƎ ŀƴŘ ŎŀǊŜ ŀǘ 
preschool. These plans include medication, first aid, specific health information eg asthma, 
seizure/epilepsy plan, diabetes, anaphylaxis. Staff can work with families to plan support for 
students who require assistance in these areas. This support may be required as there are 
individual first aid requirements other than basic first aid response, or the child has a predictable 
need for additional support with daily living tasks, or there is additional need for supervision for 
health related safety.  
 
Other forms can also include Medical Information, for general health care or those without 
specific forms, and General Health Information. All forms will be kept in the Health folder in the 
KitcƘŜƴ ǎǘƻǊŜǊƻƻƳΦ /ƘƛƭŘǊŜƴΩǎ ǇƘƻǘƻǎ ŀƴŘ ŀ ōǊƛŜŦ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ǘƘŜƛǊ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴ ǿƛƭƭ ōŜ 
displayed on the fridge. 
 
Responsibilities of parents 
Complete the enrolment form with accurate health/medical information.  

Ensure the preschool has up-to-date information with parent/caregiver emergency contact details 
and at least 2 other people for back-up emergency contact.  

Request the relevant health care plan forms as needed for the child.  

Have the Health Care Plan forms completed and signed by the treating medical practitioner, sign 
them as parent/caregiver, and return to the preschool.  

Work with the Preschool Director to complete a health support plan for the child if Οnecessary.  

Ensure all medication is delivered to the Preschool as needed (in a container with an original 
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Pharmacy label), and that a medication plan is completed and signed by the doctor and signed by 
parent/caregiver.  

Update the medical information as necessary with forms completed and signed by the treating 
medical practitioner. Communicate any changes in health-related issues with staff immediately . 

tǊƻǾƛŘŜ ŀƴŘ Ƴŀƛƴǘŀƛƴ ȅƻǳǊ ŎƘƛƭŘΩǎ ƘŜŀƭǘƘ ŜǉǳƛǇƳŜƴǘ όŜƎ ǎǇŀŎŜǊύΦ 

Responsibilities of Staff 

Check that any child with a medical/health concern on enrolment form receives the appropriate 
Health Care Plan forms.  

Check Health Care Plan forms for doctor and parent signature.  

Ensure you understand the care required if different from usual first aid.  

Provide basic first aid in line with DECD training.  

Follow Health Support Plans, Health Care Plans and Medication Plans as necessary.  

Complete the Injury or Illness report  each time first aid is given.  

Complete the Medication Record each time medication is given.  

Health Care Plan forms, Medication Plans and Health Support Plans are located in the Health 
folder in the Kitchen storeroom.  

Teachers are responsible for keeping First Aid Training and Medication Management Training up 
to date.  

Responsibilities of the Preschool Director 

Ensure families are informed about and supported to understand and participate in the Health 
Support Planning process. 

Check any health issues at enrolment discussion.  

Ensure correct forms are given and policy explained.  

Complete Health Care Plans with parent/caregivers as necessary.  

Involve all staff in health support planning. 

Ensure Health Support Plans are developed, implemented, monitored and routinely reviewed. 

Identify and ensure access to the training required to meet the routine and emergency health 
support needs of children.  

Ensure Work Health Safety processes are inclusive of Health Support Planning requirements. 

Ensure Governing Council remains informed about this policy and its implementation 



 

All staff will : 

Follow worksite procedures. 

Follow Health care plans, Medication plans and Health support plans.  

Complete the Injury or Illness report each time first aid is given.  

Complete the medication log each time medication is given.  

Familiarise self with students throughout the Preschool with severe health concerns. 

Participate in training in line with health support planning responsibilities.  

Contribute to and follow Health Support Plans.  

Maintain confidentiality.  

Develop programs that are inclusive of health support plan requirements.  

Communicate any health-related issues with parents.  

 
DECD Health Care and Planning Forms 
The following Health Care forms for Health Professionals are available on the DECD website. They 
should be written by a health professional and be agreed to, signed and released to staff by a 
parent or guardian. The preschool will use heaƭǘƘ ŎŀǊŜ Ǉƭŀƴǎ ǘƻ Ǉƭŀƴ ŀ ŎƘƛƭŘΩǎ ƘŜŀƭǘƘ ǎǳǇǇƻǊǘ ŀƴŘ 
identify staff training needs. 
 
Condition specific forms: 

Acquired brain injury (ABI) 
Allergy & Anaphylaxis  
Asthma care plan 
Cancer 
Children with high blood glucose 
Children with low blood glucose 
Continence  
Cystic fibrosis  
Diabetes  
Eating & drinking care 
Epilepsy & seizures 
Heart Health 
Hydrocephalus 
Infestation, including head lice 
Medication Management 
Osteogenesis imperfect  
Spina Bifida  
Transfer and positioning  
 

General forms for physical and mental health care (if not using one of the condition specific care 
plans listed above): 



 

General health information 
Individual first aid plan 
Medical Information 

 
Medication forms: 

Medication authority (not to be used for Intranasal Midazolam or Adrenaline via an auto-
injector) 
Multiple Medication authority (for use when a child is prescribed four or more medications 
[excluding Intranasal Midazolam or Adrenaline via an auto-injector]) 
Medication Log 
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Assessment and Reporting (Policy Number #5)                                          National Standard 1,4,5,6,7 
 
мΦ /ƘƛƭŘǊŜƴΩǎ ǾƻƛŎŜ ŀƴŘ ŎƻƴǘǊƛōǳǘƛƻƴ ǘƻ ǘƘŜ ƭŜŀǊƴƛƴƎ ǇǊƻƎǊŀƳ ŀǊŜ ŘƻŎǳƳŜƴǘŜŘΦ 

нΦ hƴƎƻƛƴƎ [ŜŀǊƴƛƴƎ {ǘƻǊƛŜǎ ŀƴŘ hōǎŜǊǾŀǘƛƻƴǎ ŀǊŜ ǿǊƛǘǘŜƴ ŀƴŘ ǳǎŜŘ ǘƻ ǇǊƻƎǊŀƳ ŦƻǊ ŎƘƛƭŘǊŜƴΩǎ 

ƛƴǘŜǊŜǎǘǎ ŀƴŘ ǊŜŦƭŜŎǘ ƻǳǘŎƻƳŜǎ ŦǊƻƳ ǘƘŜ 9ŀǊƭȅ ¸ŜŀǊǎ [ŜŀǊƴƛƴƎ CǊŀƳŜǿƻǊƪ ƻŦ !ǳǎǘǊŀƭƛŀΦ 

/ƘƛƭŘǊŜƴΩǎ ǾƻƛŎŜ ƛǎ ŀŘŘŜŘ ǘƻ ŜŀŎƘ ƭŜŀǊƴƛƴƎ ǎǘƻǊȅ ŀƴŘ ǿƘŀǘ ŎƘƛƭŘǊŜƴ ŘŜƳƻƴǎǘǊŀǘŜ ƛǎ ǳǎŜŘ ƛƴ 

ǘƘŜƛǊ [ŜŀǊƴƛƴƎ {ǘŀǘŜƳŜƴǘΦ 

оΦ .ƻƻƪ ƳŀƪƛƴƎ ŀƴŘ ŎƘƛƭŘǊŜƴΩǎ ǎǘƻǊȅ ǘŜƭƭƛƴƎ ǇǊƻǾƛŘŜ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŦƻǊ ƭƛǘŜǊŀŎȅ ŘŜǾŜƭƻǇƳŜƴǘ ǘƻ 

ōŜ ƳƻƴƛǘƻǊŜŘ ŀƴŘ ŘŜǾŜƭƻǇŜŘΦ .ƻƻƪ ǊŜŀŘƛƴƎ ǇǊƻǾƛŘŜǎ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ǘƻ ƻōǎŜǊǾŜ ŎƘƛƭŘǊŜƴΩǎ 

ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ŎƻƴŎŜǇǘǎ ƻŦ ǇǊƛƴǘΦ 

пΦ tƘƻƴƻƭƻƎƛŎŀƭ !ǿŀǊŜƴŜǎǎ ƛǎ ŀǎǎŜǎǎŜŘΣ ƳƻƴƛǘƻǊŜŘ ŀƴŘ ŜƳōŜŘŘŜŘ ƛƴ ǘƘŜ ǇǊƻƎǊŀƳΦ 

!ǎǎŜǎǎƳŜƴǘ ƛǎ ŎŀǊǊƛŜŘ ƻǳǘ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ŀƴŘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ǇǊŜǎŎƘƻƻƭ ȅŜŀǊΦ 

рΦ 9ŘǳŎŀǘƻǊǎ ƳƻƴƛǘƻǊ ƭƛǘŜǊŀŎȅ ŀƴŘ ƴǳƳŜǊŀŎȅ ŘŜǾŜƭƻǇƳŜƴǘ ŀǎ ƛǘ ϥŜǾƻƭǾŜǎΩ ŀƴŘ ΨŦƻǊƳǎΩΦ ²Ŝ Ŏŀƭƭ 

ǘƘƛǎ ŦƻǊƳŀǘƛǾŜ ŀǎǎŜǎǎƳŜƴǘΦ /ƘƛƭŘǊŜƴ ŜƴƎŀƎŜ ƛƴ ŀ ǊŀƴƎŜ ƻŦ ƛƴŘƛǾƛŘǳŀƭΣ ǎƳŀƭƭ ŀƴŘ ƭŀǊƎŜ ƎǊƻǳǇǎΦ 

9ŘǳŎŀǘƻǊǎ ŘƻŎǳƳŜƴǘ ŀǎ ǿŜƭƭ ŀǎ ƳŀƪŜ ƧǳŘƎŜƳŜƴǘǎ ŀǘ ǘƘŜǎŜ ǘƛƳŜǎΦ tŀǊŜƴǘǎ ǿƛƭƭ ǎŜŜ ŜǾƛŘŜƴŎŜ 

ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƛƴ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǇƻǊǘŦƻƭƛƻ ŀƴŘ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ǿŜŜƪƭȅ tƻǿŜǊtƻƛƴǘΦ 

tŀǊŜƴǘǎ Ŏŀƴ ǘŀƭƪ ǘƻ ŜŘǳŎŀǘƻǊǎ ŀǘ ŀƴȅ ǘƛƳŜ ŀōƻǳǘ ǘƘŜƛǊ ŎƘƛƭŘϥǎ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ǿƛƭƭ ōŜ 

ǊŜƳƛƴŘŜŘ ƻŦ ǘƘƛǎ ŀǘ ǊŜƎǳƭŀǊ ƛƴǘŜǊǾŀƭǎΦ 

сΦ !ǘ ǘƘŜ ŜƴŘ ƻŦ ŜŀŎƘ ǘŜǊƳ ŎƘƛƭŘǊŜƴΩǎ ŦƻƭŘŜǊǎ Ǝƻ ƘƻƳŜ ŦƻǊ ŦŀƳƛƭƛŜǎ ǘƻ ŎƻƳƳŜƴǘ ƻƴ ǘƘŜƛǊ 

ŎƘƛƭŘǊŜƴΩǎ ƭŜŀǊƴƛƴƎΦ 

тΦ tŀǊŜƴǘǎ ŀǊŜ ŀŎǘƛǾŜƭȅ ŜƴŎƻǳǊŀƎŜŘ ǘƻ ǇǊƻǾƛŘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƛƴǘŜǊŜǎǘǎΣ 

ŘƛǎǇƻǎƛǘƛƻƴǎ ŀƴŘ ŀōƛƭƛǘƛŜǎ ŀƴŘ ƘŀǾŜ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ǘƻ ǘŀƭƪ ƻƴŜ ƻƴ ƻƴŜ ǿƛǘƘ ŜŘǳŎŀǘƻǊǎΦ 

tŀǊŜƴǘǎΩ ƛƴǇǳǘ ƛƴǘƻ ǘƘŜ ǇǊƻƎǊŀƳ ƛǎ ŀŎǘƛǾŜƭȅ ǎƻǳƎƘǘΦ 

уΦ !ǎ ŜŘǳŎŀǘƻǊǎ Ǝŀƛƴ ŀƴ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƴǳƳŜǊŀŎȅ ŀƴŘ ƭƛǘŜǊŀŎȅ ŘŜǾŜƭƻǇƳŜƴǘ ǘƘŜȅ 

a!¸Σ ǿƘŜǊŜ ƴŜŎŜǎǎŀǊȅΣ ǳǎŜ ŀǎǎŜǎǎƳŜƴǘǎ ƻǊ ŎƘŜŎƪƭƛǎǘǎΦ 

фΦ 9ŘǳŎŀǘƻǊǎ ǿƻǊƪ ǿƛǘƘ ǇŀǊŜƴǘǎ ǘƻ ƛŘŜƴǘƛŦȅ ŀ ŎƘƛƭŘ ǿƛǘƘ ŀŘŘƛǘƛƻƴŀƭ ƴŜŜŘǎ ŀƴŘ ǊŜŦŜǊ ǘƻ ǘƘŜ 

{ǇŜŜŎƘ ¢ƘŜǊŀǇƛǎǘΣ hŎŎǳǇŀǘƛƻƴŀƭ ǘƘŜǊŀǇƛǎǘ ƻǊ ŀǇǇǊƻǇǊƛŀǘŜ ŀƎŜƴŎȅΦ  

млΦ 9ŘǳŎŀǘƻǊǎ ǿǊƛǘŜ [ƛǘŜǊŀŎȅ ǊŜǇƻǊǘǎ ŦƻǊ ŎƘƛƭŘǊŜƴ ƘŀǾƛƴƎ ǎǳǇǇƻǊǘ ƛƴ [ƛǘŜǊŀŎȅΦ 

ммΦ .ȅ ǘƘŜ ŜƴŘ ƻŦ мн ƳƻƴǘƘǎ ƻŦ tǊŜǎŎƘƻƻƭ ŜŀŎƘ ŎƘƛƭŘΩǎ {ǘŀǘŜƳŜƴǘ ƻŦ [ŜŀǊƴƛƴƎ ƛǎ ǿǊƛǘǘŜƴΣ ǎƘŀǊŜŘ 

ǿƛǘƘ ǘƘŜ ŎƘƛƭŘΩǎ ǊŜŎŜǇǘƛƻƴ ǘŜŀŎƘŜǊ ŀƴŘ ŎƘƛƭŘǊŜƴ ōŜƎƛƴ ǘǊŀƴǎƛǘƛƻƴ ǘƻ ǎŎƘƻƻƭΦ  ²ƘŜǊŜ ǇƻǎǎƛōƭŜ 

ǇǊŜǎŎƘƻƻƭ ǘŜŀŎƘŜǊǎ ŀƴŘ ǊŜŎŜǇǘƛƻƴ ǘŜŀŎƘŜǊǎ ǿƛƭƭ ƳŜŜǘ ǘƻ ŘƛǎŎǳǎǎ ŎƘƛƭŘǊŜƴΩǎ ǘǊŀƴǎƛǘƛƻƴ ƴŜŜŘǎΦ 
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Emergency Policy  (Policy Number #20) 
 
National Quality Standard 2    Regulations 97, 98, 68  
  
Our Centre has a duty of care to provide all persons with a safe and healthy environment. 
Generally, an emergency is an unplanned, sudden or unexpected event or situation that requires 
ƛƳƳŜŘƛŀǘŜ ŀŎǘƛƻƴ ǘƻ ǇǊŜǾŜƴǘ ƘŀǊƳΣ ƛƴƧǳǊȅ ƻǊ ƛƭƭƴŜǎǎ ǘƻ ǇŜǊǎƻƴǎ ƻǊ ŘŀƳŀƎŜ ǘƻ ǘƘŜ ǎŜǊǾƛŎŜΩǎ 
environment. Iǘ ƛǎ ŀ Ǌƛǎƪ ǘƻ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ƘŜŀƭǘƘ ŀƴŘ ǎŀŦŜǘȅΦ 
 

¶ ¢ƘŜ ŜƳŜǊƎŜƴŎȅ ŜǾŜƴǘǎ ƻǊ ǎƛǘǳŀǘƛƻƴǎ ǘƘŜ ǎŜǊǾƛŎŜΩǎ 9ƳŜǊƎŜƴŎȅ tƻƭƛŎȅ ƛŘŜƴǘƛŦƛŜǎ ŀƴŘ ǊŜǎǇƻƴŘǎ 
to are:  
 

o Fires; 
o bomb threats;  
o missing child;  
o intruders (animal or human);  
o power failures or electrocution;  
o the involvement of firearms or other weapons;  
o structural damage;  
o burglary; or  
o natural disasters, such as a floods, cyclone, thunderstorm or earthquake.  

 
The Centre has procedures and practices that will assist services to either administer first 
aid, evacuate the service or remain in the service until further notice. 

 

¶ It is understood that there is a shared legal responsibility and accountability between, and 
a commitment by, all persons to implement the seǊǾƛŎŜΩǎ 9ƳŜǊƎŜƴŎȅ Ǉolicy, procedures 
and practices.  

 

¶ The service also complies with WHS Standards, codes of practice, Australian Standards and 
best practice recommendations from recognised authorities.  

 

¶ The procedures relating to the Emergency Policy are laminated, clearly labelled and 
displayed in the service for all stakeholders to read in all areas. 

 

¶ The service also complies with South Australian EECSRS and reflect additional health and 
safety requirements.  
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Strategies and practices 

 
Our emergency plans and evacuation strategies, consider the: 
 

¶ location of the site and practices Off-Site and On-Site Evacuation procedures each term; 

¶ location of the service in relation to emergency services, such as fire departments, police 
stations and hospitals; 

¶ location and condition of tƘŜ ōǳƛƭŘƛƴƎǎΩ ŜƴǘǊƛŜǎ ŀƴŘ exits; 

¶ mobility and capability of adults in the service to assist in an emergency; 

¶ skills and knowledge of staff/carers and their responsibilities in an emergency; 

¶ age range of children needing to be evacuated; 

¶ the documentation required by staff/carers once the service has been evacuated, such as 
ǘƘŜ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ŦŀƳƛƭƛŜǎΤ  

¶ contingency plans when regular staff/carers are on leave (all staff are required to become 
familiar with the Emergency Plan on Induction); 

¶ the implications of two or more emergencies occurring at the same time, such as a fire and 
people requiring first aid. TelepƘƻƴŜǎΣ ŎƘƛƭŘǊŜƴΩǎ ŜƳŜǊƎŜƴŎȅ ŘŜǘŀƛƭǎΣ ǎǘŀŦŦ ŜƳŜǊƎŜƴŎȅ 
details and first aid kits make up part of the emergency plan.  

 
Risk management strategies 
 
Emergencies that require first aid 

Centre procedures are to be followed where reasonably possible during all emergencies. 
 
Emergencies that require persons to remain inside the service until further notice 

In case of flood, storms, and other external threats the Centre will contact: 

¶ And remain in constant contact with Emergency Services such as the Police or SES, and the 
District Director. 

¶ Families who have left children or who are due to arrive and inform them of decisions to 
remain inside the service or not to attend. 

¶ Staff will remain with children inside until the emergency is over. 
 

Emergencies that require immediate evacuation 

¶ The Centre will minimise the risk of fire by maintaining all electrical equipment and the 
surroundings of the building. 

¶ The Centre has a Preventative Maintenance program in place through DECD with Spotless 
to maintain fire blankets and extinguishers, fire detectors, security alarms, exit lights, 
access and egress, security lighting and gutters. 

¶ The Centre has electrical testing and tagging carried out annually by an accredited 
electrician. 

¶ In case of a bomb threat the evacuation process will be implemented. 

¶ At induction all staff, students and volunteers are informed of emergency procedures and 
plans. 

 
 
 
 
 



 

 
Evacuation drills 

The Centre practices its Emergency Drill at least 4 times a year.  All drills are evaluated and 
discussed at staff meeting and changes made as required. Evidence of the evacuation drill is 
located in the WHS Folder, the staff meeting notes and the diary.  

 
Dealing with the emotional and psychological impact of an emergency 

¶ Where necessary the Centre will access DECD support services if there is an emotional and 
psychological impact on people which could affect individuals for an extended period after 
the emergency.  

¶ The effect ƻŦ ŀƴ ŜƳŜǊƎŜƴŎȅ ƻƴ ŎƘƛƭŘǊŜƴΩǎ ŀōƛƭƛǘȅ ǘƻ ŦŜŜƭ ǎŜŎǳǊŜ ŀƴŘ ǎŀŦŜ ǿƛƭƭ ōŜ ŎƻƴǎƛŘŜǊŜŘ 
and staff will complement with curriculum responses where necessary. Play and learning 
experiences will be planned which encourage children to express their thoughts, feelings 
and emotions regarding an emergency.  

¶ Support networks and counselling services will be sought for children, families and 
staff/carers following an emergency.  

 
Dealing with the media 

¶ Any media issues will be handled by the DECD Publicity Department. 

SITE REQUIREMENTS 

It is CRITICAL to notify Police in a timely manner and to provide FACTUAL information about what 
has or what might occur (i.e. a fight is in progress or about to take place, weapons are present or 
Lock Down procedures have been activated, etc). 
 
This will enable police to assess the seriousness and urgency of the incident, and therefore the 
appropriate response which may include patrol attendance, referral to a police station or provide 
some other information and advice.  In some instances this could involve referral to the Crime 
Prevention Section or another appropriate service. 
 
Please note:  Police may not attend at all incidents and could ask for the matter to be reported to 
a police station.  In this case, obtain the name and/or ID number of the operator for your records. 

SITE PROCESSES 

× IMMEDIATE TIME CRITICAL POLICE ATTENDANCE calls to 000 are the responsibility of ALL 
staff to make.  The identified site contact person should be informed as soon as practicable 
after this notification. 

× For POLICE ASSISTANCE calls to 131 444 there must be an identified site contact person (e.g. 
Preschool Director) who determines the severity of the incident and contacts SAPOL. 

× Sites will have a proxy(s) who must be in place should the primary contact person be 
unavailable or away from the site. 

× Sites need to ensure that any crime scene is protected and no person is allowed into that 
area (eg a classroom or an area of the yard, etc).  Sites need to appoint a 'Crime Scene 
Guard'. 

× The identified site contact person is to phone the Regional Director and provide details of 
the incident as soon as practicable. 

× The identified site contact person is to complete a Critical Incident notification (including 
Operator Name and/or Identification Number obtained from SAPOL Call Centre) as soon as 
practicable. 



 

Sources 

¶ Fire Protection Association Australia (FPAA). (n.d.). Retrieved June 29, 2007, from 
http://www.fpaa.com.au  

¶ McLeod, P. (2005). Health and safety information on the internet. Putting Children First, 15, 12-13.  

¶ Tansey, S. (2006). hǳǘǎƛŘŜ {ŎƘƻƻƭ IƻǳǊǎ /ŀǊŜ vǳŀƭƛǘȅ !ǎǎǳǊŀƴŎŜ CŀŎǘǎƘŜŜǘ ІоΥ {ŀŦŜǘȅ ƛƴ ŎƘƛƭŘǊŜƴΩǎ 
services. NSW: National Childcare Accreditation Council Inc.  

¶ Tansey, S. (2006). vǳŀƭƛǘȅ LƳǇǊƻǾŜƳŜƴǘ ŀƴŘ !ŎŎǊŜŘƛǘŀǘƛƻƴ {ȅǎǘŜƳ CŀŎǘǎƘŜŜǘ ІнΥ {ŀŦŜǘȅ ƛƴ ŎƘƛƭŘǊŜƴΩǎ 
services. NSW: National Childcare Accreditation Council Inc.  

¶ ¢ŀǊǊΣ YΦ όнллсύΦ 9ƭŜŎǘǊƛŎŀƭ ǎŀŦŜǘȅ ƛƴ ŎƘƛƭŘǊŜƴΩǎ ǎŜǊǾƛŎŜǎΦ Putting Children First, 18, 7.  
 
 
Sourced: SA Police Department, DECD- EECSRS current information & training 
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EMERGENCY INFORMATION 
VISUAL PLAN OF SITE 

 

 
 

Marked on this plan are the locations of gas, electrical, water, smoke detectors, 
fire extinguishers, and fire blankets. 

Muster Points:  

Off -Site Evacuation ð Gate  

On -Site Evacuation  ð Orange 

Room  

Gate  

Exit 

Orange Room  



 

é EMERGENCY PROCEDURE é  
 

Emergency Response Team:  

Director, Teacher a nd Early Childhood Workers.  

Director is trained as Fire Warden & teacher carries 

mobile phone.  
 

PRIORITY 1 : CHILDRENõS SAFETY ð the first responsibility of staff is the safety of 

children.  

PRIORITY 2 : RING EMERGENCY - 000.  

PRIORITY 3 : IF INCIDENT RELATES TO FIRE, ATTEMPT TO EXTINGUISH FIRE ONLY IF SAFE 

TO DO SO. 

 

WHOEVER SIGHTS EMERGENCY    

¶ OFF- SITE EVACUATION - Blows horn (as required) until all staff & children are 

mustered at the gate (horn is located on top of the meter box).  

¶ ON-SITE EVACUATION ð Rings the handbell (as required) then supports 

mustering children to the carpet area in the Orange Room  (handbell is located 

on top of the meter box) . 

 

OFF-SITE EVACUATION Assembly Point: For inside threat  ð 
Assemble outside at the gate to proceed to the li ght post in the park. Check off 

children with the Attendance Record. Then move to the Cricket Club Grandstand.  

ON-SITE EVACUATION Assembly Point:  For outside threat  ð 
Assemble inside in the Orange Room on the carpet area. Close blinds. Check off 

children w ith the Attendance Record.  

INSIDE TEACHER 
¶ Check all rooms for children, closing doors behind them.  

¶ Get portable First Aid kit, Asthma Kit, a portable phone & keys.  

¶ Ring emergency - 000.  

¶ Go to gate or carpet area in the Orange Room.  

¶ If safe to do so  - acti vate Security System panic button and/or alarm kindy 

gate, as required . 

¶ Gather handbags (LOW priority and only if safe to do so ). 

OUTSIDE TEACHER 
¶ Collect Parentõs Sign In Folder with Contacts List. 

¶ Muster children to gate or carpet area in the Orange Room.   

¶ Check off children from the Attendance Record.  

OTHER STAFF / VOLUNTEERS 
¶ Assist in directing all children to muster point - gate or carpet area in Orange 

Room.  
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Manual Handling Policy (Policy Number #23) 
 
 

1.  Policy Statement 
Kensington Gardens Preschool is committed to providing a safe workplace and systems of work for all of 
its staff, contractors, clients and visitors.  It recognises that the manual handling of materials, 
equipment, furniture, people and animals within the workplace is potentially hazardous to health and 
safety. 
 
It is the policy of this preschool to establish an effective Manual Handling program aimed at preventing 
the occurrence of injuries resulting from workplace manual handling tasks and that all of the tasks 
performed are identified, assessed, controls developed and appropriate operator training provided. 
 
2.   Definitions  
άaŀƴǳŀƭ IŀƴŘƭƛƴƎέ - is any activity requiring the use of force exerted by a person to lift, lower, push, 
pull, carry, assemble or otherwise move, hold or restrain any person, animal or object. 
 
3.   Procedures  

1.1 Roles and Responsibilities 
 
The Director has ultimate responsibility for the effective implementation of this policy and the 
5ŜǇŀǊǘƳŜƴǘΩǎ aŀƴǳŀƭ IŀƴŘƭƛƴƎ tǊƻƎǊŀƳ ŀƴŘ ǿƛƭƭ ŜƴǎǳǊŜ ǘƘŀǘΥ 

¶ adequate resources are made available for implementation;   

¶ all levels of staff are given the necessary responsibility and authority to enable successful 
implementation of the policy; 

¶ the implementation of this policy is regularly monitored and its effectiveness reviewed; 

¶ the policy itself is reviewed and updated at least annually. 
 

The Director ǿƛƭƭ ƻǾŜǊǎŜŜ ŀƴŘ ƳƻƴƛǘƻǊ ǘƘŜ ǇƻƭƛŎȅΩǎ ƛƳǇƭŜƳŜƴǘŀǘƛƻƴ ƛƴ ƪŜŜǇƛƴƎ ǿƛǘƘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ 
the SA Work Health Safety Act & Regulations 2012 and the Approved Code of Practice for Manual 
Handling. 
 
The Director has direct responsibility for: 

· ƛƳǇƭŜƳŜƴǘƛƴƎ ǘƘŜ ǇƻƭƛŎȅΩǎ ǎǘǊŀǘŜƎƛŜǎΤ 
· providing appropriate and adequate supervision; 
· ensuring appropriate training and staff development is provided; 
· consultation with employees; and 
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· maintaining appropriate records. 
 
Staff are responsible for: 

· following safe and healthy work practices consistent with this policy; 
· participating in the implementation of this policy through the consultation process; 
· complying with reasonable changes and instructions which may be given by their supervisors 

in relation to the implementation of this policy; 
· taking care to avoid adversely affecting their own or another persons health and safety; and 
· providing appropriate and adequate supervision. 

 
3.2 Management of Manual Handling Hazards 

 
3.2.1 At least annually, staff will be re-trained about manual handling techniques and 

responsibilities.  They will be reminded at this time of the necessity to identify any manual 
handling tasks that are likely to be hazardous.  

3.2.2 Where a manual handling task is perceived by a staff member as being hazardous, the staff 
member will conduct a risk assessment in accordance with the procedures outlined on the 
attached flow chart (spare copies kept with the WHS files), and award a priority.  

3.2.3 Where a risk has been identified the manual handling task will be added to the Action Plan, 
and appropriate control measures indicated on the Action Plan and then actioned in 
accordance with the pre-ǎŎƘƻƻƭΩǎ ƘŀȊŀǊŘ ƳŀƴŀƎŜƳŜƴǘ ǇǊƻŎŜŘǳǊŜǎΦ 

3.2.4 Items need to be purchased for a control measure for a manual handling task, must be 
included on yearly budget. eg. Sack Trucks, Trolleys, Block & Tackle. 

 
4.  Strategies 

4.1 Manual handling will be a consideration in, and a specification for: 

¶ the design and redesign of work places, work practices, plant and equipment; 

¶ the review of existing work places, work practices, plant and equipment; 

¶ the maintenance of work places, work practices, plant and equipment; and 

¶ the purchase of all goods and services. 

4.2 Staff training in manual handling procedures will be updated annually. 
 

4.3 The implementation and effectiveness of this Policy will be monitored and regularly 
reviewed to ensure the objectives are being achieved. 

 
5.   Review  
This policy will be kept under review by all staff on an annual basis and revised as necessary. 
 
 

REVIEWED : JUNE 2017 
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Purchasing Policy and Procedures (Policy Number #24) 
 
POLICY STATEMENT 
Kensington Gardens Preschool is committed to purchasing and equipment hiring procedures designed 
to ensure that all purchases and equipment hire, to the extent practicable, are as safe as possible. 

PROCEDURES 
1. All purchase orders will be written in the Purchase Order Book located with the catalogues. After 

placing order by telephone, fax or online, the top white copy is to be placed in the Finance desk tray 
for the bookkeeper to attach to the invoice (if the white copy is needed by the supplier, please 
remove the next copy for attaching to the invoice). 

2. The risk assessment needs to be done for items at the time of filling in the Purchase Order Form.  A 
Risk Assessment Flow Chart (attached) is found in the neighbouring pocket for your convenience. 
Use the Risk Assessment Matrix as necessary to determine hazard level.  (See Hazard Management 
policy for more detailed process for risk assessment). 

Risk Assessment matrix:  

HOW SEVERELY COULD IT HURT SOMEONE?  

kill or disable several days off 

work  

first aid  

 

 

 

very likely 

could happen frequently 

 

 

likely  

could happen occasionally 

 

 

 

unlikely   

could happen, but only rarely 

 

 

 

very unlikely   

could happen, but probably never will  

 

 

H  

 

H-M  

 

M  

H  

 

M  

 

M-L  

 

H-M  

 

M-L  

 

L  

 

M  

 

 

L  

 

L  
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H  =  High risk 
H-M  =  High to medium 
M  =  Medium 
M-L =  Medium to low 
L  =  Low 
Use the hierarchy of controls to control risk: 

¶ Eliminate: If the substance/item/equipment is not necessary, do not purchase.  This removes the 
hazard completely.   

¶ Substitute: Replace with a less hazardous option. (Eg. Purchase metal bins instead of plastic bins 
because plastic bins emit toxic fumes if the bin catches fire.)   

¶ Engineer: Modify or apply another suitable engineering control such as using a trolley, fume 
hood, guarding etc.   

¶ Administration: Change work procedures to reduce exposure to the hazard.   

¶ Personal Protective Equipment: Use gloves, apron, safety glasses, mask etc when appropriate. 

3. It is important that a purchase order form is filled out for each item ordered.  You need to include 
company name and enough information eg fax no. or address to send the order. 
 

4. The purchase order form must be authorised.  Signing the form certifies that you have conducted 
the risk assessment. 

 
5. Where a purchase or hire, either through school system or DAIS, will result in a workplace change, 

adequate consultation of those affected by the change should occur before the final decision is 
made. 

 
PURCHASE OF CHEMICALS [Extracted from the DECD Hazardous Chemicals Procedure] 
6. PROCEDURE DETAIL 
6.1 Consultation, Representation and Participation 
6.1.1 Officers, site managers and delegated workers who have management and control responsibilities 
regarding the purchase, storage, handling and disposal of hazardous chemicals must ensure consultation 
occurs with workers and other persons who are required to use the hazardous chemical, the health and 
safety representative (HSR) and Health and Safety (HS) Committee. In the absence of a HSR or HS 
Committee, workers must be consulted through other mechanisms such as team meetings, one-on- 
one briefings, information sessions and/or email notifications. 
6.2 Purchase of New Chemicals 
6.2.1 Officers, site managers and delegated workers responsible for initiating or approving the purchase 
of a new chemical must ensure that: 
(a) A pre-purchase assessment is conducted following the process outlined in Guide to the Purchasing of 
Chemicals  to determine whether the chemical is hazardous. Additional information can be obtained 
from the ƳŀƴǳŦŀŎǘǳǊŜǊκƛƳǇƻǊǘŜǊκǎǳǇǇƭƛŜǊΩǎ {5{Σ /ƘŜƳ²ŀǘŎƘΣ Managing Risks of Hazardous Chemicals 
in the Workplace Code of Practice, the Standard for the Uniform Scheduling of Medicines and Poisons 
(SUSMP) and DECD Approved Chemicals List. 
(b) Consultation occurs with workers and other persons who are required to use the hazardous 
chemical, the HSR and the HS Committee. 
(c) The hazardous chemical under consideration is approved for use by referring to DECD Approved 
Chemicals List. 
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(d) If the chemical is not on the approved chemicals list, an application can be forwarded to Health and 
Safety Services by completing Hazardous Chemical Approval Request Application. Approval of the 
hazardous chemical will depend on the presence of GHS signal words, pictograms and specified hazard 
statements described in approval criteria outlined in Hazardous Chemical Approval Request Application. 
(e) Any potential health and safety issues relating to storage, labelling, use, handling and disposal are 
identified and controlled prior to purchase. 
(f) Emergency management systems in consultation with workers, other persons, the HSR and HS 
Committee are developed, reviewed and monitored. 
(g) PPE as prescribed in the SDS is available. 
(h) Only the minimum quantities of the hazardous chemical required are purchased. 
6.3 Prohibited and Restricted Hazardous Chemicals 
6.3.1 Only approved chemicals contained in the DECD Approved Chemicals List are to be used at DECD 
workplaces. Under no circumstances are prohibited carcinogens contained in Schedule 10 ς Prohibited 
carcinogens, restricted carcinogens and restricted hazardous chemicals of the WHS Regulations are to 
be approved for purchase, storage and use within DECD. 
 
 
PURCHASE OF PLANT [Extracted from the DECD Plant Management Procedure] 
6. PROCEDURE DETAIL  
6.1 Consultation, Representation and Participation  
6.1.1 Officers, site managers and delegated workers who have management and control responsibilities 
regarding the purchase, installation, commissioning, use, modification, maintenance, storage, transfer 
and disposal of plant must ensure consultation occurs with workers and other persons who are required 
to use the plant, the health and safety representative (HSR) and Health and Safety Committee (HS 
Committee). In the absence of a HSR or HS Committee, workers must be consulted through other 
mechanisms such as team meetings, one-on-one briefings, information sessions and/or email 
notifications.  
6.2 Purchase or Acquisition of New and / or Second Hand Plant  
6.2.1 Officers, site managers and delegated workers responsible for initiating or approving the purchase 
or acquisition of new or used plant must ensure:  
(a) The Plant Pre-Purchase Checklist is completed prior to the plant being purchased. The Plant Pre-
Purchase Checklist will assist in the identification of reasonably foreseeable hazards and determine 
whether a risk assessment and implementation of control measures are required before approval of the 
purchase is given. Consideration must be given to safe system of work associated with the plant, the 
layout and condition of the work environment where the plant is to be used, the capability, skill and 
experience of the people who will be using the plant and any reasonably foreseeable hazards. Further 
information can be obtained from the DECD Guidelines for the Safe Use of Machinery.  
(b) The item of plant under consideration:  
ƛΦ Iŀǎ ƻǇŜǊŀǘƻǊ ŎƻƴǘǊƻƭ ŘŜǾƛŎŜǎ ǘƘŀǘ ŀǊŜ ŘŜǎƛƎƴŜŘ ǘƻ ōŜ ΨŦŀƛƭ ǎŀŦŜΩ ŜƎΦ 9 stops.  
ii. Is designed so that interruption, re-establishment or fluctuation of an energy source such as 
electricity, pneumatic, hydraulic or other sources does not lead to a dangerous situation.  
iii. Does not start unexpectedly and it must not be prevented from stopping if the command to stop has 
already been given.  
v. Does not have moving parts or pieces held by the plant that can unintentionally fall or be ejected.  
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vi. Has parts that can be stopped unimpeded, either automatically or manually and that any protective 
devices must remain fully effective and be regularly inspected for correct operation.  
(c) The designer, manufacturer, importer or supplier must provide operating or user manuals and/or 
instructions as well as documented construction / installation / erection / commissioning plans in 
English, when required.  
(d) Approval complies with government and DECD procurement guidelines.  
6.3 Construction, Erection, Installation and Commissioning of Plant  
6.3.1 Officers, site managers and delegated workers responsible for the construction, erection, 
installation and / or commissioning of plant must ensure:  
(a) Any item of plant contained in Schedule 5 of the WHS Regulations  is registered with WHS Regulator, 
before it is commissioned into use. This may include powered mobile plant, plant that lifts or suspend 
loads, industrial robots, lasers, pressure equipment and scaffolds.  
(b) Documented designer, manufacturer, importer or supplier provided construction / installation / 
erection / commissioning plans are in place prior to the commencement of any work.  
(c) Where practicable, all reasonably foreseeable hazards are identified and assessed and control 
measures are implemented using the hierarchy of controls and the Plant Risk Assessment Form before 
the plant is commissioned into use. This information is to be recorded on the Site Plant Register.  
(d) Installation is conducted by a competent person and / or approved / licensed contractor consistent 
with a Safe Work Method Statement and that the WHS Regulations and any applicable Australian 
Standards are complied with at all times.  
(e) The location must be suitable for the type of plant with sufficient clear space for the plant to be 
stored, operated, tested, inspected, maintained and safely repaired.  
(f) A documented inspection, testing and maintenance schedule is developed in accordance with DECD 
records management processes.  
6.6 Hire, Lease or Loan of Plant  
6.6.1 Officers, site managers and delegated workers who hires, leases or is given plant from an external 
supplier must ensure the following documentation is provided with the plant:  
(a) A current risk assessment eg. within five (5) years. If one is out of date or does not exist as hazards 
have not been identified, use the Plant Pre-Purchase Checklist  to determine whether a risk assessment 
and implementation of control measures is required prior to delivery.  
(b) Safety records containing inspection reports, maintenance, repair and any modification made to the 
plant.  
(c) Any relevant information prepared by the designer, manufacturer, importer or supplier of the plant 
eg. operator / user manuals and instructions, construction / installation / erection / commissioning 
plans.  
(d) Any records kept by previous owners.  
 
 
Kensington Gardens Preschool will take into consideration protecting the environment through sound 
environmental management practices in the procurement of goods and services.  
 
We aim to: 

¶ reduce energy use and greenhouse gas emissions in our operations through the procurement of 
equipment with lower energy consumption and through the effective utilisation of energy 
efficient office equipment; 
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¶ reduce resource consumption, waste, greenhouse gas emissions, and minimise environmental, 
health and financial risks, and costs; and 

¶ be environmentally, socially and economically sustainable. 
 

Procedure inclusions: [from DECD Procedures]: 

¶ Guide to Purchasing Chemicals 

¶ Hazardous Chemical Approval Request Application 

¶ Risk Assessment Tool for Practical Activities 

¶ Risk Assessment Matrix for General Work Health & Safety Risks 

¶ Plant Pre-Purchase Checklist 

¶ Plant Risk Assessment Form including Risk Assessment Matrix for Plant 
 
REVIEWED : JUNE 2017 
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Psychological Health Policy (Policy Number #25) 
 
At Kensington Gardens Pre-School we believe that: 
 
× The psychological health and well being of staff is paramount. 
× A safe, caring, purposeful, responsive environment that supports staff psychological health is central 

to learning and continuous improvement. 
 
At Kensington Gardens Pre-School we promote the continued psychological health and well being of 
staff by: 
 

¶ Identifying, exploring and addressing major psychological health risk factors. 

¶ Including Psychological Health in our WHS Action Plan. 

¶ Ensuring staff are informed about and accessing relevant psychological health, training and learning 
opportunities. 

¶ Supporting staff in times of psychological vulnerability or personal difficulty. 

¶ Ensuring all staff have a regularly reviewed, documented performance discussion and performance 
management plan in place, which enhances psychological health. 

¶ Staff being aware of employee initiatives, contacts and processes (eg: OCAR Counselling). 

¶ Having effective induction processes in place for new staff, including induction into the psychological 
health policy. 

¶ Staff being aware of their right and obligation to report psychological health hazards and injuries in 
the same way as other work site hazards and injuries.  

¶ Promoting a positive, safe work environment, with effective conflict management and grievance 
procedures in place. 

¶ Having a site that values learning for all and celebrates success. 
 
For further information see: 
DETE Psychological Health Policy (1999), Psychological Health Management Resource Package 2002 
(incl: self monitoring guide and checklists), DETE & OHS Injury Management Action Plan, OCAR pamplets. 
 

REVIEWED : JUNE 2017 
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Performance and Development Policy (Policy Number #26) 
National Quality Standards 1,4,6,7 
 
The Kensington gardens Performance and Development Policy promotes and supports a culture in which 
educators experience success and are encouraged and supported to engage in a continuous cycle of planning, 
professional learning, feedback, recognition and accountability.  
The Performance and Development Policy is underpinned by:  

¶ fairness, equity and trust  

¶ mutual respect, understanding and responsibility  

¶ openness to learning and change  

¶ accountability through professional conversations and authentic feedback  

¶ recognition and reward  

¶ workςlife balance  

¶ supportive and safe working environments  

¶ access to effective and relevant professional development  

¶ commitment to improve outcomes for children and families  
 
Our Centre aims to engage in: 

¶ identifying performance objectives through reflection and planning  

¶ supporting achievement of performance objectives through professional learning  

¶ reviewing distance travelled  

¶ building on strengths and supporting development  

¶ recognising contributions and achievements  

¶ providing guidance, encouragement and regular feedback.  
 
The Director 

¶ works collaboratively with employees to support their performance and development programs  

¶ leads a safe and supportive working environment  

¶ knows the work of all employees  

¶ acknowledge the contribution of all employees and provide regular encouragement and authentic 
feedback  

¶ incoǊǇƻǊŀǘŜ ŜƳǇƭƻȅŜŜǎΩ ǊŜƭŜǾŀƴǘ ŎŀǊŜŜǊ ŀǎǇƛǊŀǘƛƻƴǎ ƛƴǘƻ ǘƘŜƛǊ ǇŜǊŦƻǊƳŀƴŎŜ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ǇǊƻƎǊŀƳǎ  

¶ ensure appropriate training and support is provided to employees  
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Employees  

¶ critically reflect on their own performance and identify relevant learning goals  

¶ be accountable for the performance expectations  

¶ establish and maintain meaningful professional relationships and collaborative networks  

¶ share learning and practice with others  

¶ seek and receive authentic feedback openly and respectfully with colleagues  

¶ maintain confidentiality where it is necessary to ensure the rights and reputation of other employees  

¶ contribute to a safe and supportive working environment.  
 
PERFORMANCE EXPECTATIONS  
Performance expectations are established standards of performance including ethical and behavioural standards. 
Sources of performance expectations include:  

¶ Code of Ethics for the South Australian Public Sector  

¶ Protective Practices for Teachers  

¶ National Professional Standards for Teachers  

¶ National Professional Standard for Principals  

¶ Teachers Work 2001  

¶ Departmental policies, procedures or guidelines  

¶ job and person specifications/role descriptions (and similar)  

¶ relevant strategic plans, improvement plans or values statements etc  

¶ previously established Performance and Development Plans  

¶ policies, procedures or agreements that apply to relevant workplace operations.  
 
Performance and development planning is a cycle of individual performance planning, professional learning and 
performance review that supports individual performance improvement. At Kensington gardens Preschool 
educators may ; 

1. Develop a plan ƛŘŜƴǘƛŦȅƛƴƎ ǎǘǊŜƴƎǘƘǎ ŀƴŘ ΨǿƘŀǘ ƴŜȄǘΩ planning steps for the year. 
2. Review progress made at regular intervals over the year 
3. Receive written feedback and support from the Director and or peers.  

In order to create and sustain a performance culture educators will do this in the spirit of: 

¶ sharing learning and practice  

¶ exchanging authentic feedback among colleagues  

¶ critically reflecting on performance 

¶ engaging in professional development  

¶ recognising and celebrating contributions and achievements.  
 

Reviewed November 2012 New review date November 2013 
 
Sources  RELEVANT LEGISLATION  

¶ Education Act 1972  

¶ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ !Ŏǘ мфур  

¶ Public Sector Act 2009  

¶ Teachers Registration and Standards Act 2004  

¶ Code of Ethics for the South Australian Public Sector*  

¶ Public Sector (Honesty and Accountability) Act 1994  

¶ Fair Work Act 1994  

¶ SA Work Health Safety Act & Regulations 2012 

¶ Disability Discrimination Act 1992  
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¶ Commissioner for Public Sector Guideline: Management of Unsatisfactory Performance (including 
Misconduct)  

¶ Education Regulations 1997  

¶ Protective practices for staff in their interactions with students  

¶ National Professional Standards for Teachers  

¶ National Professional Standard for Principals  

¶ Teachers Work 2001  

¶ South Australian Executive Service (SAES) Competency Framework  

¶ Relevant industrial instruments  

 
REVIEWED : June 2017 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

June 2017  Page 76 
 

  



 

June 2017  Page 77 
 

 

 
 

 

 

 

ASBESTOS MANAGEMENT PLAN 
 
 
 
 
 
 
 
 
 

KENSINGTON GARDENS PRE-SCHOOL 
 
 
 
 
 
 
 

 
DOCUMENT CONTROL 
 

 Date  Site Manager  

Version   2nd  Draft  November 2015  C. Honeychurch  

Version   Final November 2015  C. Honeychurch  

   

Scheduled review date  Term 4 2015 C. Honeychurch  

Actual review date  November 2015  C. Honeychurch  

 
 
 
 



 

June 2017  Page 78 
 

CONTENTS 

 
CONTENTS ............................................................................................................................ 78 
FOREWORD .......................................................................................................................... 79 

Legislative Requirement ..................................................................................................... 79 
DECD Asbestos Management Procedure Objectives ............................................................... 79 

IDENTIFICATION OF ASBESTOS OR ACM HAZARDS..................................................................... 80 
RISK ASSESSMENT ................................................................................................................. 80 
CONTROL MEASURES............................................................................................................. 80 

Category 1 Risk Ranking items ............................................................................................. 80 
Category 2 Risk Ranking items ............................................................................................. 81 
Category 3 Risk Ranking items ............................................................................................. 81 
Category 4 Risk Ranking items ............................................................................................. 81 
Category 5 Risk Ranking items ............................................................................................. 81 

Recording Work on Asbestos or ACM ............................................................................... 81 
Access to Asbestos Register ............................................................................................. 81 
Incident Management Procedure ..................................................................................... 81 

CONSULTATION, INFORMATION AND TRAINING ....................................................................... 82 
REVIEW ................................................................................................................................ 82 

 










