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PHILOSOPHY 

The Outback Mobile Resource Unit Inc is a mobile children’s 

service that is based in Broken Hill. The service provides a 

caring, learning environment for children aged from 0 to 12 

years and an opportunity for parents to share ideas and 

experiences and to learn from the many resources available.
MOBILES’ GOALS AND OBJECTIVES.

The goals and objectives of the Outback Mobile Resource Unit Inc. are:

a) To provide a mobile resource and toy library

b) To provide a early childhood program

c) To provide after-school activities

d) To provide referral, support and resource services for families

e) To provide activities, resources and information to outback families that will develop more enriching adult and child relationships and relieve the isolation suffered by children and their families.

1.  MANAGEMENT OF A MOBILE CHILDREN’S SERVICE

Philosophy: To provide a mobile children’s service to rural and remote areas around Broken Hill.

Aim: To assist and advise the Co-ordinator and Assistants on issues concerning the management of the mobile service.

Procedure:
In accordance with the Department's policy, the service will be community based i.e., operated by a Management Committee with local representation of members elected at a public meeting.

Where the mobile provides services in more than one area, as far as possible  there should be a representative  of each community area or cultural group on the management  committee.

Objectives of the Management Committee.
a)
To over-see a mobile children’s service that will provide both Child Care sessions and Play Group sessions in various communities/properties around Broken Hill.

b) 
To co-ordinate skilled and experienced staff to travel with the service.

c) 
To ensure a range of equipment which allows staff to develop activities designed to stimulate children and families is provided.
d) 
To ensure a range of equipment is made available for the operation of a Toy  Library

e) 
To formulate a policy from which staff or other resource persons can operate from

     
time to time.

f)
To encourage parents and local communities to participate in decision making and operation of the service.

.
The Role of Management Committee

a)
To act as Licensee
b) 
To oversee the administration of the service 

c)
 To apply for funds/re-funding as required.  

d)  
The Management committee employ staff according to the appropriate award and    conditions.

e)
To hold regular meetings.

f)  
To support staff in planning, evaluating and developing the service.

g)  
To publicise services and to liaise with the community to assist staff in determining the needs of the area.
h)  
To comply with conditions of funding.

I)   
To provide reports and written records, as required by the Department and 




j)  
To regularly liaise with Departmental officers in respect of planning, development and evaluation of the service.
k)  
To provide each employee with a Job Description and conditions of employment.

The Management Committee meets bi-monthly - Dates and times to be flexible. The Annual General Meeting will be held no later than April and should be advertised in the local newspaper two weeks prior to the meeting date.

Agenda and recommendations are set by the President and Coordinator in consultation    

with staff and management committee members.
Confidentiality Guidelines: The discussion of any matters concerning the committee and their families and or staff and their families in relation to the service is to be dealt with in the strictest confidence.

Committee and staff are to ensure the confidentiality of all information and records obtained concerning the children and their families enrolled with the service.

Aims and Objectives of service are to be reviewed annually - refer to constitution.

Management Responsibilities and Roles.  (Appendix)

Responsibilities and Staff Members Roles refer to Position Descriptions.(Appendix)

Responsibilities of Licensees.  (refer to Regulations & Licensing Guidelines for Mobile Childcare Services 2004 - NSW Department of Community Services or Appendix)
Annual Reports are presented by the President, Treasurer and Coordinator.

In all these issues, refer to Country Children’s Service Association of NSW Member’s Handbook for further information.
Budget:

The Treasurer, President and Coordinator will formulate a budget each November to be presented at the A.G.M. meeting and sent to the Department in April.

Petty Cash is maintained by the General Assistant.

Management Committee liaise with Government Department of  Family and Community Services and Indigenous Services.

The Treasurer will invest the Management Committee's money at the highest possible percentage available at that time

At each Committee Meeting, committee members will review the bank statements and reconciliation reports

Legal Issues:

As a member of the Broken Hill Chamber of Commerce, we would refer to their support services.

Vehicle Replacement:
In accordance with our funding agreement with the Family and Community Services and Indigenous Affairs, the Outback Mobile Resource Unit is to be financially responsible for the purchase of each new vehicle.

The annual budget will allow for a sum of $15,000.00 per annum (as at 2007) to be placed in reserve, with the objective of the vehicle being replaced every three years.
Amounts set aside in reserve will be reconsidered with each annual budget.

2. SERVICE DELIVERY

Philosophy:
To provide children and parents/carers with an opportunity to access a high quality children’s service in their local area.

Aim:
To provide a multi-functional service that includes Child Care, Play Sessions and a Toy Library Service to meet the needs of children, their families and the community.

Procedure:

All children using the mobile service must be registered by enrolment (these are to be renewed every year.  

Fees will be charged at $25.00 per family per year. Fees are to be reviewed every Annual General Meeting.

A newsletter will be created each term with an update of the service, itinerary and items of interest. The newsletter will be either delivered to families or posted on our Website.

Parents will have to sign a release form, granting permission for the use of any photographs in the newsletter or website. Any photograph that in any way can revel the identity of the child must be digitally altered.

Hours of Operation:  

Hours of operation vary according to venue. Full-time staff are paid for a 38 hour week, with options of time in lieu or paid overtime, according to Broken Hill Commerce and Industry Consent Award, 2001.

Planning of service delivery  and venue location to be reviewed annually with respect to the communities needs. e.g.:  After school, Early Education, Parent Education, Vacation Activities etc..

As part of the Department of Community Services licensing requirements, a maximum number of 20 children may attend each timetable venue for service delivery unless prior arrangements are made for extra staff.

At any licensed venue, where the Mobile Service cannot completely comply with the Licensing Regulations, a ‘Venue Management Plan’ for that venue must be prepared and submitted to the Committee.

The ‘Venue Management Plan’ should describe how the service intends to ensure the safety and well-being of the children at the premises (see Appendix)

The Management Committee is responsible for ensuring the guidelines in a Venue Management Plan are being adhered to. 

3. PROGRAMMING

Philosophy: 
To provide a developmentally appropriate program based on the skills and knowledge of the staff for children to reach their full potential in all areas of development.

Aim: 
Staff will provide activities and resources that will enhance children’s development specific to their individual and group needs.

Procedure:

The program is the responsibility of the Coordinator in conjunction with the Assistant, done approximately every three weeks, to provide developmentally appropriate activities. Program may vary from venue to venue in order to cater to children’s individual needs. Parents are encouraged to make comments and have a say in the program, and suggestions are always welcomed.

The program will seek to facilitate the development in all areas (physical, social, emotional, cognitive & language) thus supporting the ‘whole’ child to reach its full potential. 

Referrals for children with special needs will be the responsibility of the Coordinator in consultation with the parents.

The individual and group needs and interests of the children will be met through a program that reflects an anti-bias perspective across all areas taking into consideration the cultural needs of the children and families, while providing a stimulating environment which is flexible and spontaneous.

Developmental Records of each child are to be maintained continually by staff members. These include developmental checklists, school readiness assessments and ongoing anecdotal observations. These can be viewed by parents at any time.

Description of Programming – Cyclic Method:

Observations: Children are observed by staff in a non obtrusive manner while children are playing/interacting and socialising with others.

Programming: Activities and experiences are planned based on staff observations taking into account the individual and group needs and interests of the children.


Evaluation: 
Activities and experiences are evaluated and recorded by staff.


Follow up:
Follow up activities and experiences are then planned (as above)
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4. STAFFING

Philosophy: 
To provide the guidelines for staffing levels and requirements for the Outback Mobile Resource Unit Inc. to operate efficiently.
Aim: 
To satisfy various requirements imposed on the Outback Mobile Resource Unit Inc. by organisations such as Management Committee and Department of Community Services. Also to inform staff of their responsibilities to the Outback Mobile Resource Unit Inc.

Procedure:

Staff for the Mobile consists of:-

· Coordinator

· Assistant

· Administration Assistant

All staff are recruited and employed in accordance with the most appropriate section of the Broken Hill Commerce and Industry Consent Award 2001. However, if the pay rate of the Miscellaneous Workers Kindergarten and Child Care Centres (State) Award is higher than the Broken Hill Award, staff will be paid at the higher rate, as approved by the OMRU Committee of Management. This is to maintain an attractive package for staff.
All staff are to receive a job description/specification. (Appendix)

All staff and Committee to undergo a Woking with Children Check as per Regulations. (Appendix)

New workers must be allocated an agreed time for orientation into the position and it should include:

· Time for reading current reports/files etc.

· Familiarisation with office equipment computer, fax, photocopier etc.

· Orientation of Base & Contents.

· Familiarisation with educational equipment.

· 4WD Training course in local conditions ( if available)

· Familiarisation of town/people and session procedures.

· Safety practices - Lifting/Bending.

The staffing ratios are determined as per Department of Community Services Regulations.

Staff are to sign a Code of Conduct as within the Department regulations. Code of Conduct - copy attached to Policies. (Appendix)

In the event of illness of permanent staff, relief staff will be employed to maintain staff ratios.

The mobile must have a minimum of two staff members present for all sessions.

Holidays:  Holidays are taken at the end of the year, during school summer holidays. Public holidays are taken during the year.

Staff are accountable to the management committee.

Leave is at the management committee's discretion. e.g. maternity, special leave etc.

Out of normal working hours: The ability to adapt to flexible working hours is a requirement. There is an expectation that staff, by mutual agreement, will be away from home over a number of nights and will have to work some weekends. Staff are paid an overnight allowance for each night away from home. If the need arises for staff to work out of normal working hours they are entitled to a fresh choice of payment or time off in lieu for each occasion overtime is worked.
Qualification Requirements:  See job description.

Staff Evaluation Procedures:  Day by day evaluations are carried out informally between staff.  A once yearly appraisal takes place between staff and the staff liaison officer (member of committee) to evaluate their performance individually and as a team.

In the event that a staff member is unable to supervise children due to a medical emergency, the venue representative or another nominated adult will be asked by the Authorised Supervisor to supervise the children until such time as the staff member is able to return.

5. INSERVICE – (STAFF TRAINING PLAN)

Philosophy: 
To provide staff and management the opportunity to further their skills through training.

Aim: 
To ensure that the Outback Mobile Resource Unit Inc. has highly trained staff and confident management committee members to run and maintain a quality service.

Procedure:

Staff are able to attend training programs related to the mobile service to allow an exchange of face to face experience and educational updating.  If committee or council require staff to attend in-service or training, funding must come from the budget or be raised by the committee for staff attendance.

Staff are to avail themselves of opportunities to update and extend their professional knowledge as appropriate and as long as it is in keeping within the budget and monthly itinerary.  A travelling & accommodation allowance is available provided it is in keeping with the budget.

In-service forms to be completed before meetings (if possible).

Coordinator to inform staff of any in-service training that may be coming up.

Coordinator to ensure that all staff have the opportunities to attend various in-services and to cover for absent staff member appropriate within regulations.

Coordinator to keep records of all staff trainings in employee files.

6. PARENT'S RIGHTS AND RESPONSIBILITIES

Philosophy: 
We believe that family involvement and support is essential for the running of a high quality service.

It is important that the parents feel confident in taking an active role in the service to the degree that they are able.

Aim: 
The Outback Mobile Resource Unit Inc. strives to keep communication channels open, as communication is the basis for a happy centre.  We encourage parents to participate in the mobile’s programs according to their and their children’s needs, Interests and opportunities.

Procedure:

Licensed Venues: (Child Care)

The Outback Mobile Resource Unit Inc. provides Child Care sessions at White Cliffs and Tibooburra. 

Child Care can also be offered at “Special Events” e.g. Agfair and School of the Air Mini-Schools, through prior arrangement. Staff are to notify the Department of Community Services and provide all necessary information pertaining to the event.

Parents or Guardians are required to sign in their children on the daily attendance sheet (sign in/sign out). The only person who can sign a child in is the parent/guardian and/or authorised contact on enrolment form.

Mobile staff are to be aware of who the child is being collected by, if other than the custodial parent, before releasing that child.

Parents have the right to discuss developmental records for their own child/children on request with full time staff.

Parents should inform staff on any areas of their child's health which may affect the child’s participation in the session.

Parents or Guardians are permitted to remain during Child Care Sessions and are encouraged to participate in the activities presented for their children.

Any Parent or Guardian intending to stay for any length of time must sign the Staff and Visitors attendance sheet.

After-School Arrangements: (White Cliffs, Tibooburra)

Parents of School-Aged children must complete a School-Aged Authority Form. This form grants permission for the child/children to attend after-school/vocational care activities and to walk to and from the venue unaccompanied. (see Appendix)

Upon arrival at the venue, school children must be registered on the daily attendance sheet.

School Children are not permitted to leave the venue during session times, unless staff have been notified by a parent that they have permission.

Unlicensed Venues: (Play Group Sessions)

These care arrangements are appropriate for Play Sessions at properties and various community venues.

The daily attendance sheet is the responsibility of the Mobile staff. This is for safety purposes, ensuring all children are accounted for, and to maintain records.

Parents are present at Play Sessions and must be in the immediate vicinity (defined as being contactable within 1 minute). 

Parents are responsible for the ‘care’ of their children and the staff of the Outback Mobile Resource Unit Inc. provide supervision.

Parents/carers are to advise Staff through prior arrangement any changes to the person caring for their child during sessions. The nominated care must be listed on the child’s enrolment form as an Authorised Person.

Parents/guardian are encouraged to participate with the activities presented for their children.

Parents have the right to discuss developmental records for their own child/children on request with full time staff.

Parents should inform staff on any areas of their child's health which may affect the child’s participation in the session.

Gymkhanas, Sports Days:

On days such as these, Mobile Staff do not provide ‘care’ for the children, but will provide a safe, supervised area.
Parents of younger children (pre-school aged) must notify staff of their location before leaving a child.

Attendance sheets will not be kept.

Special Event Days (Agfair, School of the Air)

A notification of the Event must be forwarded to the Department of Community Services (Children’s Services Adviser) indicating the venue, operation times, number of staff, limit of children, if any fees are to be charged and if there are any restrictions on ages.

Any special circumstances i.e. toilets away from venue shall be included as part of a venue management plan.

There should also be a Venue Safety Check, prior to the event, and evacuation plans organised.

Copies of all documents are to be kept in the filing cabinet for future reference and insurance purposes.

Parents who wish their child to be cared for during these special events and are not usual members of the service must complete a Special Event Registration Form. (See Appendix)

On Special Event Days, parents are charged $2.00 per hour per child.

Where a parent has 3 or more children, they will be charged $5.00 per hour per family.

7. OFFICE

Philosophy: To provide a base for the staff

Aim: To do all office duties

Procedure:

The office provides the workplace for the base team.

General cleaning and upkeep of the office, store rooms and shed are the responsibility of the staff.

Any maintenance required for the building is to be noted and the information passed on to the committee to discuss repairs.

8. EQUIPMENT

Philosophy: 
To ensure the health and safety of the children, families and staff using the service.

Aim: 
To enable the Outback Mobile Resource Unit Inc. to meet the Children’s Services Regulations by the Department of Community Services.

Procedure:

All new equipment must be labelled.
Breakages & Damages must be noted and dealt with according to degree of damage. i.e.:  fixed or replaced where necessary.

The mobile staff are responsible for the cleaning and care of equipment (educational resources and office equipment.)  

Equipment will be wiped with a clean cloth and mild detergent at the end of each session.

The staff will clean equipment when unloading the vehicle.  Smaller toys will be disinfected.  At all times equipment will be kept hygienically suitable for use by children. 

Once a term, all equipment will be given a thorough cleaning

Parents will be asked to clean all equipment before returning them to the Toy Library.

The Coordinator is responsible for organising the repair and maintenance of equipment.

Equipment will be purchased after discussions between Coordinator, Assistant and Committee of Management.

Equipment that is not considered by staff to be safe  for children to use will not be put out.

If staff consider equipment ‘permanently fixed’ at a venue, e.g, high bars at a school to be unsafe the children attending the session will not be permitted to use the equipment.

Equipment when not in use will be stored in the Outback Mobile Resource Unit Inc. base.

Equipment will be used appropriately, keeping in mind its original purpose

9. INSURANCE

Philosophy: 
To ensure that the Outback Mobile Resource Init Inc. is adequately insured at all times to cover any liabilities that may arise and guarantee the continuity of provision of services with only a minimal interruption should anything unforseen occur.

Aim: 
To enable the Outback Mobile Resource Unit Inc to meet the requirements by the Department of Community Services and to guarantee the continuing provision of service.

Procedure:

· Worker’s Compensation – Gallagher Bassett Services Worker’s Compensation NSW
Policy Number: FC2017340050122

· Public Liability – with Professional Advice Endorsement – Altiora Insurance Solutions Pty Ltd.
Policy Number: CX3822306-280

· Property Insurance – Lloyds of London Via Universal Underwriting                                                       
Policy Number: P1 7161/90

· Australian Association Insurance – Altiora Insurance Solutions Pty Ltd
Policy Number: TBA
10. REPORT & DOCUMENTATION

Philosophy: To provide appropriate records in relation to children, families, staff and documentation on programs, attendances, developmental records, and daily routines. Confidentiality guidelines will be strictly adhered to in relation to all records (see Confidentiality Policy)

Aim: The Department of Community Services Regulations of Children Services requires records to be maintained by the licensee and/or authorised supervisor of any children’s service.

Procedure:

The Mobile Staff are responsible for the recording of all relevant information regarding programming, reports, child developmental records, and have input into 

other documentation relevant to the Mobile.

The Mobile staff and management committee are responsible for maintaining the confidentiality of all records. 

Staff are to ensure that parents update their child/children’s enrolment forms annually.

A file containing each staff members resume is to be kept and updated on completion of any conferences and courses etc. These are to be completed by staff, and this file is                                                                                                                                             to be reviewed by the Management Committee annually.   The file is also to contain a copy of the award, level, commencement date, sick leave forms, annual leave forms, etc.  This file is stored at the OMRU office.

Enrolment Forms should include: Date of Enrolment, Fee Paid, Child’s Name, Address, Date of Birth, Cultural Background, Names of Siblings & Ages, Mother’s & Father’s Name, Phone  Emergency Contact - Name, Address, Phone No., Relationship to Child, Custody info, Health - Family Doctor, Phone No., Address, Authorised people to bring children to session, Food allergies, other allergies, language, speech, physical problems or other health related problems and treatment required, immunisation, under any medication, fears, attend any other children’s services, any skills you would like to contribute, Parents authorisation  for staff  to seek medical /dental/ambulance/hospital treatment if required, Publicity authorisation.
Records are to be kept and archived in accordance with the Children’s Services Regulation 2004 (Part 7, Division 2, clauses 92-97)

11. CANCELLING A SESSION.

Philosophy: 
Sessions may need to be cancelled for various reasons.

Aim: 
Staff with appropriate qualifications are needed to run mobile sessions, as per regulations and licensing requirements. Wet Weather or recent rain and road closures may result in cancelled sessions.

Procedure:
The Mobile will operate a session for a child from the age of birth as per our service policy The mobile should be contacted by a parent from the venue before 8.00am on the day if the parents wish to cancel the session e.g. inaccessible due to road closures, lack of child numbers.  Staff can be contacted via Mobile CDMA Phone or a message can be left on the answering machine anytime.

If no-one has arrived at a Mobile venue within 40 minutes of the sessions starting time the Mobile will pack up and return to town.

If a session is cancelled due to the inability of families to attend or due to weather, attempts will be made to conduct the session at another time suitable to parents and the mobile timetable.

The Director/ Executive member of the committee may cancel a session due to lack of staff or qualified staff. The venue representative will be notified and it is their responsibility to notify the members of their session.

12. VEHICLE
Philosophy: 
The mobile vehicle provides the Outback Mobile Resource Unit Inc. with transport

Aim: 
The mobile vehicle needs appropriate care and attention for the safety of staff and to service rural and remote areas.

Procedure:

Garaging:  The vehicle will be garaged at the OMRU’s Base location, 66 Thomas Lane, Broken Hill, in the rear shed 

Log Book:  The Mobile team will keep a written record of the vehicle's mileage. The vehicles mileage and maintenance details will be included in the Coordinator’s report at the Bi-monthly committee meetings.

Maintenance & Repairs:  These will be carried out by Toyota Service Department, from where the vehicle was purchased. It is the responsibility of the Coordinator and Assistant to take note of any problems with the vehicle, and report them when the vehicle is due for its regular service.

The servicing (every 5000 kms) of the vehicle is the responsibility of the Director.

Essential Equipment to be carried:-

· Jack and other essential tyre changing equipment                            


· First Aid Kit

· Fan Belt                       


· Water

· Hammer 



· 2 Spare Tyres mounted on back doors
Replacement of Vehicle:

In accordance with our funding agreement with the Family and Community Services and Indigenous Affairs, the Outback Mobile Resource Unit is to be financially responsible for the purchase of each new vehicle.

The annual budget will allow for a sum of $15,000.00 per annum (as at 2007) to be placed in reserve, with the objective of the vehicle being replaced every three years.

Amounts set aside in reserve will be reconsidered with each annual budget.

Before proceeding with any decisions related to Vehicle Changeover, please refer to Vehicle Changeover Procedure and Requirements (see Appendix). Please also refer to current funding agreement in regards to purchase of assets.

Staff need to be familiar with the UHF radio and mobile phone operation.
Staff must be aware of and follow Emergency Vehicles Procedures in case of accident, vehicle difficulties or if staff are required to render assistance. (see Appendix).

Staff must be familiar with basic vehicle maintenance procedures. e.g.: change tyre, check water & fuel, engage 4WD and cleaning. 

Ensure that the following information is always in the vehicle.

· telephone / UHF numbers radio instructions

· NRMA & Insurance details

· general maps of relevant areas

· First Aid Book

The Outback Mobile Resource Unit will purchase RAA Premium Membership for full-time staff members.
Fines and infringements will be paid by the person committing the offence.

Agreement for use of Motor Vehicle (Appendix) must be signed by all employees of the mobile and kept in personal files at OMRU Office.

The vehicle is not to be used for personal use by Staff or Committee members and children are not to travel in the vehicle, except under extraordinary circumstances..

Other professional that visit mobile sessions can travel in the vehicle at their own risk.

There should be no smoking in the vehicle and no person is to be under the influence of alcohol at any time.

All Staff should have their driver’s licenses copies and placed on file.

The Mobile Vehicle is NOT permitted to travel on any CLOSED ROADS

13. HEALTH AND SAFETY.

Philosophy: 
To promote a well balanced lifestyle approach to educating young children and their families.

Aim:
To facilitate practices and knowledge about good eating and hygiene habits.

Procedure:

The Mobile Staff will promote healthy foods with families.

Handwashing is encouraged prior to morning tea and /or lunch other health and                          hygienic topics can be identified according to the needs of the child/group and may be introduced into the curriculum.

Disposable paper towels to be used for hand washing in accordance with the Department of  Health , Housing, Local Government and Community Services Regulations.

No Mobile Staff  are to smoke or consume drugs and alcohol during session times, or within the vehicle. Smoking or consumption of drugs and alcohol is to be discouraged by others within the view of the children.  Matches, cigarettes, lighters are to be kept out of  reach of children.  No alcohol or drugs are to taken to or kept on any venue premises.

There is to be no smoking in the office.

To prevent sun damage children and adults are encouraged to wear hats, protective clothing and sunscreen.  Staff to wear hats, sunscreen and sunglasses.

Staff are to have regular training in First Aid.

Parents are requested to dress children appropriately for sessions remembering that good clothing can be ruined by paints etc.

Occupational Health - Charts displaying the correct procedure for lifting bending and sitting  are to be displayed in the office.

Workers to follow recommended procedures in regards to HIV/Hep B as stated in the  Department of Community  Services  Policy Statement for child care regarding 

A.I.D.S. (see Appendix)

INFECTIOUS DISEASES - The following infections and diseases are deemed excludable, as determined by the Department of Health (2001) 

Recommended minimum periods of exclusion from school, pre-school and child care centres for cases of and contact with infectious diseases
National Health and Medical Research Council - June 2001 

	Condition 
	Exclusion of cases
	Exclusion of contacts

	Amoebiasis
(Entamoeba histolytica)
	Exclude until diarrhoea ceases.
	Not excluded.

	Campylobacter
	Exclude until diarrhoea has ceased.
	Not excluded.

	Chicken pox 
	Exclude for at least 5 days AND until all blisters have dried 
	Any child with an immune deficiency (for example, leukaemia) or receiving chemotherapy should be excluded for their own protection. Otherwise not excluded.

	Conjunctivitis
	Exclude until discharge from eyes has ceased.
	Not excluded.

	Cytomegalovirus Infection
	Exclusion not necessary.
	Not excluded.

	Diarrhoea
	Exclude until diarrhoea has ceased.
	Not excluded.

	Diphtheria
	Exclude until medical certificate of recovery is received following at least two negative throat swabs, the first not less than 24 hours after finishing a course of antibiotics and the other 48 hours later.
	Exclude family/household contacts until cleared to return by an appropriate health authority.

	Glandular fever (mononucleosis)
	Exclusion is not necessary.
	Not excluded.

	Hand, Foot and Mouth disease
	Until all blisters have dried.
	Not excluded.

	Haemophilus type b (Hib) 
	Exclude until medical certificate of recovery is received.
	Not excluded.

	Hepatitis A
	Exclude until a medical certificate of recovery is received, but not before seven days after the onset of jaundice or illness.
	Not excluded.

	Hepatitis B
	Exclusion is not necessary.
	Not excluded.

	Hepatitis C
	Exclusion is not necessary.
	Not excluded.

	Herpes ("cold sores")
	Young children unable to comply with good hygiene practices should be excluded while the lesion is weeping. Lesions to be covered by dressing, where possible.
	Not excluded.

	Hookworm
	Exclusion not necessary.
	Not excluded.

	Human immun.-deficiency virus infection (HIV AIDS virus)
	Exclusion is not necessary unless the child has a secondary infection.
	Not excluded.

	Impetigo
	Exclude until appropriate treatment has commenced. Sores on exposed surfaces must be covered with a watertight dressing.
	Not excluded.

	Influenza and influenza like illnesses
	Exclusion is not necessary.
	Not excluded.

	Leprosy
	Exclude until approval to return has been given by an appropriate health authority.
	Not excluded.

	Measles
	Exclude for at least four days after onset of rash.
	Immunised contacts not excluded. Unimmunised contacts should be excluded until 14 days after the first day of appearance of rash in the last case. If unimmunised contacts are vaccinated within 72 hours of their first contact with the first case they may return to school.

	Meningitis (bacterial)
	Exclude until well.
	Not excluded.

	Meningococcal infection
	Exclude until adequate carrier eradication therapy has been completed.
	Not excluded if receiving rifampicin.

	Molluscum contagiosum
	Exclusion not necessary.
	Not excluded.

	Mumps
	Exclude for nine days or until swelling goes down (whichever is sooner).
	Not excluded.

	Parvovirus (erythema infectiousum fifth disease)
	Exclusion not necessary.
	Not excluded.

	Poliomyelitis
	Exclude for at least 14 days from onset. Re-admit after receiving medical certificate of recovery.
	Not excluded.

	Ringworm, scabies, pediculosis (lice), trachoma
	Re-admit the day after appropriate treatment has commenced.
	Not excluded.

	Rubella (german measles)
	Exclude until fully recovered or for at least four days after the onset of rash.
	Not excluded.

	Salmonella, Shigella
	Exclude until diarrhoea ceases.
	Not excluded.

	Streptococcal infection (including scarlet fever)
	Exclude until the child has received antibiotic treatment for at least 24 hours and the person feels well.
	Not excluded.

	Tuberculosis
	Exclude until a medical certificate from an appropriate health authority is received.
	Not excluded.

	Typhoid fever (including paratyphoid fever)
	Exclude until approval to return has been given by an appropriate health authority.
	Not excluded unless considered necessary by public health authorities.

	Whooping cough
	Exclude the child for five days after starting antibiotic treatment.
	Exclude unimmunised household contacts aged less than 7 years for 14 days after the last exposure to infection or until they have taken five days of a 10-day course of antibiotics. (Exclude close child care contacts until they have commenced antibiotics).

	Worms (intestinal)
	Exclude if diarrhoea present.
	Not excluded.


SICK CHILDREN ATTENDING SESSIONS –

For the benefit of the ill child and other children attending the session  parents are advised that it is mobile policy  that sick children remain at home to avoid the spread of the illness. If a child is thought to have an infectious disease, they will be sent home from the session.

If a child becomes ill during a Child Care session, every effort will be made to contact the parent or one of the Authorised contacts listed on the enrolment form.

Until the time the notification is made, every effort will be made to keep the child comfortable and isolated, without compromising the safety of the other children.

Staff may call upon other parents if they are nearby to assist with supervision until the parent/carer is contacted.
IMMUNISATION REGISTER 

In accordance with the Public Health (Amendment) Act 1992  the Coordinator is required to keep  an immunisation register which is an up to date  record of each enrolled child’s immunisation status. Immunisation status is listed on Enrolments Forms. Children who receive only homeopathic immunisation are considered unimmunised.

FIRE SAFETY 

The director will ensure that the fire extinguishers are checked once a year.


· 1 in vehicle

· 1 in office  

· 1 fire blanket in the vehicle, staff should be familiar with this equipment.

EVACUATION 

The Outback Mobile Resource Unit Inc. has a written Fire Evacuation plan, which is displayed in the Venue Register (see Appendix). The emergency evacuation plan must be practised with the children twice a year. A record of each practice is taken.

ANIMALS AT SESSIONS 

As stated in the department of community services regulations (1996) “The Authorised Supervisor of a service must ensure that every domestic pet or farm animal or other potentially dangerous animal kept on the premises of the service is made inaccessible to young children unless the child is under the supervision of primary contact staff.

CLEANING PRODUCTS
Cleaning products will be kept in the back of the vehicle or in a place that is inaccessible to children ie cupboard with childproof lock.

FOOD HANDLING PROCEDURES 
When preparing food, handlers ( staff / parents ) are encouraged to wash their hands and wear disposable gloves. Food is either distributed into individual bowls or is served to the children by an adult using tongs supplied.

ACCESS TO LIQUIDS
Drinking water is available to children at all times. Running water is available at each venue and the Mobile staff will carry a water bottle in the vehicle. This water will be refilled after each day.

TREATMENT OF BITING INJURY
If a child is bitten by another child, clean the wound with antiseptic cream and apply a dressing. Document injury and notify the parent of the child and the Authorised Supervisor of the Outback Mobile Resource Unit Inc.

RISK MANAGEMENT
Staff will conduct a safety check at each venue before the session commences. (see Appendix)

VENUE RISK
Assessments completed for each new venue are kept in the Venue Register and updated annually.

14. MEDICAL/ACCIDENT and INJURY
Philosophy: 
To provide a safe environment for children, parents and staff.

Aim: 
For the safety of children, parents and staff and comply with the Children’s Services Regulations (2004)

Procedure:    
Staff are encouraged to have appropriate immunisations. ie Hep B vaccinations

MEDICATION;

Staff are permitted to administer both non-prescription and prescription medication at Child Care sessions only. A Medication Authority Form (see Appendix) must  be completed by the Parent/Guardian. 

Medication at Play Groups will be the responsibility of the parent.

· A Medication Authority form must be completed and signed by a parent /Guardian indicating all relevant details. (i.e. Name of Medication, procedure dosage, time to be administered, any Doctor’s Instructions). The child’s name, parent’s name and Doctor’s name should also be included

· Any details listed on the medication form should not differ in any way from instructions on the medication package

· The staff member administering medication is to have First Aid qualifications

· The staff member administering the medication will nee to record the date, time and dosage administered and record the name of the person who checked the dosage.

· It is preferable that a witness be a member of staff, but if that is impractical, a responsible parent can act as a witness

· Staff members are responsible for completing all necessary sections of the Medication Authority Form at the time of the medication being administered and ensuring that the parent/guardian completes the appropriate sections

· Any prescription Medication should display the Chemists label, stating child’s name, dosage, date and time to be administered

· In the case of Non-Prescription Medication e.g. Panadol, cough syrup, the dosage recommended on the packaging should not be exceeded in any way.

· Medication should be given to a staff member on arrival and stored according to label (e.g. refrigerated out of reach of children or locked in a cupboard)

· All Medication Authority Forms and details of Administration of Medications are subject to Confidentiality and forms are to be stored in the office of the Outback Mobile Resource Unit Inc.
ACCIDENT/INJURY:

· The Coordinator and Assistant will both hold current First Aid Certificates in accordance with Department requirements. The Mobile Management Committee will ensure that these qualifications are maintained as part of the Staff Training Policy.   

· In the case of injury, the staff reserves the right to call in medical advice, and an ambulance if necessary and available

· Staff will endeavour to follow these precautions within the circumstances of the incident:

a) use disposable gloves when giving First Aid

b) wash hands, lower arms and other body parts in contact with blood, urine and faeces thoroughly with soap and water.

c) Thoroughly clean area/toys/other children etc. of blood etc.

d) Sterilise all First Aid instruments used at the scene of the accident and replenish the First Aid kit.

e) At all times, staff must ensure that the safety of the other children is not compromised whilst they are treating an injured child

· a record of any accidents occurring during a session will be made on the "Childcare Injury Form" with the following details; Name of person/s involved: Venue: Details of Accident: Time: Action Taken: Name and Signature of staff members present and a witness. (See Appendix)

a) The Parent/Guardian will be notified of the accident and the procedure taken.

· The Outback Mobile Resource Unit Inc. will not be liable for any Medical or ambulance transport costs

· In the situation where the injury is serious, requiring hospitalisation or when the injury causes death, it is the responsibility of the Coordinator/Authorised Supervisor to immediately contact

b) a parent of the child, and

c) a police officer, and

d) the Director-General, and

e) the licensee of the service (as per Children’s Services Regulations, Part 6, Division 4, clause 5-6) 

NB: Any accidents requiring medical attention are to be reported to the Regional Adviser (DoCS) within 24 hours.

EMERGENCY ROUTINE 
Licensed Child Care Sessions:

a) Remain calm at all times

b) Coordinator to assess damage/situation- sound the alarm for fire by blowing whistle (2 short bursts) and collect Attendance Sheets.

c) Remove persons in immediate danger – administer First Aid if necessary

d) Staff or Caregiver to ring Emergency services, 000 or the Flying Doctor

e) Nominated Caregiver/staff member to follow all children leaving venue and ensure all children are safe

f) Staff member to call roll from Attendance Sheet

g) Contact relief staff in area, or responsible parent to assist with supervision

h) Inform parents/Emergency contact numbers

i) All persons to remain in ‘Safe Area’ until all clear.

j) REMEMBER – the welfare and safety of the children in your care is your primary concern. NEVER return to a building once it has been evacuated

k) Attack fire with appropriate extinguishers, only if safe to do so.

l) All staff must be familiar with the location of Fire Extinguishers and types stored at locations 

m) Emergency evacuation procedures (see Appendix) are displayed prominently near the Daily Attendance Sheet
FIRST AID KIT - A First Aid Kit will be carried in the vehicle at ALL times.  The Coordinator is responsible for the upkeep, ie. Restocking and replacing expired items The First Aid Kit is found in the glove box.

First aid kit and medication are to be kept out of children’s reach.


15. ENVIRONMENT
Philosophy: 
To provide a safe and comfortable environment for children, families and staff.

Aim: 
All venues will undergo stringent environmental safety checks. (See Appendix)

Procedure:
In Summer months venues are chosen where maximum  amount of shade is available, or where portable shade  can be easily erected. Field workers are to survey the safety of the environment prior to the session - checking for snakes, spiders, glass etc . Also consider potentially  dangerous water areas: ponds, nearby dams, water in containers. 

Ensure permanent playground equipment is safe.

All poisonous & hazardous materials are to be stored out of reach of children.

Staff are to supervise all water play experiences and ensure that hand washing water is stored in a container with a secure lid.

A safety checklist is to be completed by staff members prior to a session commencing.

Water in hand-washing buckets will be kept secure at all times.

16. CHILD PROTECTION/CHILD ABUSE.
Philosophy: 
All children have the right to a safe and secure environment. Staff work towards the prevention of child abuse and neglect and ensure that all children’s rights are protected.

Aim:
All primary contact staff at the Mobile are Mandatory Reporters. This includes all paid persons working directly with the children. The following four areas are guidelines to follow to ensure this policy is upheld:-

· Recruitment of Primary Contact Staff, Management Committee Members and Administration Staff

· Mandatory Reporting

· Interagency work

· Allegations of abuse against Staff/Management Committee

The confidentiality Policy is strictly adhered to at all times.

Staff and Committee Members are to attend all accessible Child Abuse/Protection training.

Procedure:


Recruitment of Primary Contact Staff, Management Committee Members 





and  Administration Staff.

1. When advertising employment positions in newspapers, the appropriate  
statement outlining “Prohibited Person” should be contained in the Advertisement. (see Appendix)

2. Make prospective employees and volunteers aware that they will be subject to a Working with Children Check prior to their commencement with the Outback Mobile Resource Unit Inc.

3. Prospective applications will have structured referee checks, as per The Working with Children Check - see Appendix.

4. Prospective employees, including casual positions and regular volunteers, must sign the ‘Prohibited Person’ declaration (see Appendix’). A prohibited person is a person convicted of a serious sex offence. A serious sex offence is defined as an offence involving sexual activity or acts of indecency that was punishable by penal servitude or imprisonment for 12 months or more.

5. Attachment 3 of ‘The Working with Children Check’ must be read and completed by the prospective employee, or regular volunteers. (this is kept on file). The Authorised Supervisor is to transfer the information to Attachment 6 and send away to the appropriate screening agency prior to commencement of employment and subsequent checks are to be carried out at the Authorised Supervisors or Management Committees’ discretion.

6. Prospective applicants for employment, including casual positions, and regular volunteers who refuse to sign the ‘Prohibited Person’ declaration, will not be considered for the position.

* At the commencement of each new year, Staff and Regular Volunteers are to complete Attachment 4 of ‘The Working with Children Check’ and it is to be kept on file at the mobile office.

* Executive Committee Members must complete the ‘Personal Details Form: Re Application for a Child Care Service License’ and ‘Section A of the Screening Consent/Request Form’ at the commencement of each year.


*Authorised and Temporary Authorised Supervisors are to complete the
‘Application for Authorised/Temporary Authorised Supervisor’ as required.






Mandatory Reporting
Mandatory reporters are Primary contact staff at the Mobile

When a Mandatory Reporter has a reason to suspect that a child is ‘at risk of harm’ (see Attachments for definitions of  “Child or Young Person as Risk Of Harm” Children and Young Person (Care and Protection) Act 1998 No 157) they:-


1. Observe and document (See Appendix)


2. Discuss observation with staff/Coordinator

3. Complete and follow procedure of Report Checklist Attachment (see Appendix)         
     



4. Notify DoCS helpline 133627

            5. Follow recommendations from DoCS Helpline Child Protection Case Worker

Ensure that throughout the entire process, Mandatory Reporters document, with detail, all communications.

The “Children’s and Young Person’s (Care and Protection) Act 1998   list the 5 grounds for which a child or young person (a ‘child’ being anyone under the age of 16, and a ‘young person’ being aged between 16 and 17)  is at risk of harm as the following:

s.23(a) Basic physical or psychological needs not met

This is described as a child or young person not receiving the elemental necessities of life. Physical or emotional needs are being ignored or neglected repeatedly.

Neglected physical needs may include lack of food, poor personal hygiene, unhygienic or unsuitable living situations, inappropriate clothing (i.e. not suitable for the current weather conditions or maybe in poor condition)  

Neglected emotional needs could mean a child being left alone for long periods, ignored (e.g. not being comforted when they need it, not offering the child any encouragement, affection, or physical contact), made to perform various tasks by themselves that are beyond their capabilities (e.g. walking long distances to school, preparing lunches) or favoring one child for another and constantly placing blame on that one child.

s.23(b) Parents unwilling or unable to arrange necessary medical attention

Necessary medical care could include untreated breaks, burns, serious injuries or illness or signs of poor physical condition for which the parents/caregivers have not sought medical assistance. This would be regardless of the child’s/parent’s cultural or religious beliefs.

s.23(c)  Physical or sexual abuse, or ill-treatment

Physical abuse includes any form of injuries caused through non-accidental and deliberate contact; punching, beating, shaking, forceful punishment, burns, choking or using tools such as sticks or bats on a child to name a few. This area also covers Female Genital Mutilation.

Sexual abuse of a child includes inappropriate touching, fondling, sexual threats against a child, performing sexual acts (e.g. masturbation) in front of a child, showing a child inappropriate material (e.g. sex magazines or movies) forcing a child to touch the genital area, touching a child intimately and actual penetration.

s.23(d)  Living with domestic violence, (consequence is being at risk of serious physical or psychological harm)

Covers circumstances where a child is living in a situation where there is violence, physical or verbal abuse being carried out by one partner in a relationship against another, whether they are together or separated. Also includes threatening behaviour.

The child is at risk of being psychologically damaged by witnessing continued violence in the home, and is also in physical danger if the violence escalates to include hurting the child.

s.23(e)  Parent’s behaviour resulting in or risk of serious psychological harm

Includes a parent/caregiver criticizing or verbally demoralizing a child, refraining from providing love and affection, physically harming the child, expecting too much from a child, name calling, constant hostility, using isolation as a form of punishment or rejecting a child.

Interagency Work
Interagency Work is providing the opportunity to exchange information between the Coordinator and other services who provide any form of care or come into contact with (in the course of their work) a specific child and/or family. Refer to the New South Wales Interagency Guidelines for Child Protection 2000 Edition

Procedure to follow:



1. Observe and document



2. Contact relevant agencies child/family accesses or is associated with



3. Collaborate information



4. Complete and follow procedure of ‘Report Checklist’ Attachment



5. Notify DoCS helpline 133627

6. Follow recommendation from DoCS Helpline Child Protection Case Worker

Ensure that throughout the entire process, Mandatory Reporters document, with detail, all communications.

Allegations of Abuse Against Staff/ Management Committee
If a staff member feels another staff member is causing a child to be ‘at risk of harm’ they are to follow the procedures as previously noted in ‘Mandatory Reporting’ except to change step 2 to:-


2. Discuss observations with director;


or if the allegations are against the Director:


2. Discuss observations with licensee.

It is the responsibility of the licensee to oversee all reporting of allegations of staff and management committee to the Ombudsman. The licensee in consultation with the Authorised Supervisor, may delegate this role to the Public Officer. Public Officer is a Management Committee member who is nominated by the staff at the Annual General Meeting of the Mobile Service.

In addition to reporting the incident/s it is the licensee’ duty to report to the Ombudsman. See attachment

It is the licensees’ duty to report any allegations of abuse against Management Committee Members, to the Ombudsman, unless the allegation is against the licensee, and in that case it is then the responsibility of the Authorised Supervisor to notify the Ombudsman.

17. SPECIAL NEEDS

Philosophy: 
To encourage all children aged from birth to 6 years and their parents/carers to access the mobile service.

Aim: 
To integrate all children and parents/carers regardless of the type of special need. Staff will provide developmentally appropriate, unbiased care for all children and families. Staff will provide a program and supportive environment that enables children to participate in the most valued way. 

Procedure:
Children’s services advisers need to be aware of the number of children with a disability attending the Mobile.

The Coordinator/ Authorised Supervisor is required to note any developmental delays observed in children and to program and advise parents accordingly. In consultation with parents, staff may recommend referral to appropriate professional agency eg Early Intervention.

The following areas need to be considered when a child with a disability is enrolling at the Mobile. 

Physical environment ~ where children with a disability are integrated into the Mobile consideration should be given to:

· Accessibility of playground

· Ground level and surface

· Floor coverings

· Suitable toilet facilities.

Individual program ~ It will be the Coordinator’s responsibility to oversee the design and implementation of individual programs for the child with a disability. This will be done so with the assistance of parents, mobile staff  and referring agencies or resource persons eg Early Intervention. Close contact and liaison with parents is extremely important if the integration is to be beneficial.

Equipment ~ Although children with a disability will able to use existing equipment in some cases it may be necessary to provide supplementary materials.

Staff will be aware and sensitive to needs of all children and their families.

All children will be treated equally, with equal access to interaction with the staff.

Staff dealing with a child who has a special need will have access to professional support and advice from community agencies where necessary.

Confidentiality will be respected at all times.

Staff are encouraged to communicate openly and offer support to families and referral to other services (remembering to be sensitive to family needs as well).

In consultation with their parents, staff will devise a program of learning experiences that are developmentally and educationally relevant to a child with special needs.

Staff will not display any preference or bias towards any child with a special need.

Careful attention will ensure that any child with a physical special need will not be restricted in his/her ability to access facilities.  Centre Management will follow up funding if needed eg. Wheelchair access, support staff.

Staff are to document all observations and developmental assessments conducted on a child.  If a developmental delay is observed over a period of time staff are to relate their concerns to parents and provide relevant information and support.  For instance, staff may recommend parents seek assistance from an early childhood health professional eg. Child health nurse, flying doctor, speech therapist.

18. ANTI - BIAS PRINCIPALS
Philosophy: 
Everyone has the right to be treated equally and without bias.  Diversity should be accepted and encouraged as it enriches our life and widens our horizons.  An anti-bias policy that is implemented successfully is the framework by which a service’s whole philosophy can be based.

Aim: 
To treat everyone equally and with respect regardless of religion, culture, age, socio-economic background, gender, ability, family structure or values.
Procedure
Staff in their dealing with children, parents and other staff are to maintain an attitude of empathy and fairness in relation to individual differences.

The mobile will aim to provide an anti-racist program which is suited to each individual child, and which compliments their ethnic and racial backgrounds and promotes a positive self image of all children. 

Staff will aim to develop an awareness in young children of diversity in gender, race, ethnicity, different physical abilities etc.

Staff will aim to provide each child with an opportunity to share, to express his/her thoughts and feelings, co-operate and involve themselves in activities.

19. DISCIPLINE/BEHAVIOUR MODIFICATIONS.

Philosophy: 
The staff will endeavour to model appropriate behaviours in line with the Australian Early Childhood Code of Ethics (see Appendix)

Aim: 
To guide children’s behaviour in a supportive and non threatening manner, by respecting each child in their own right, while facilitating children’s social and emotional development.


Procedure:

At Play Group Sessions, Parents and caregivers are responsible for the safety and discipline of their own children and children in their care at mobile sessions; however, staff are available to help parents when needed.

Staff will attempt to modify Behaviour where necessary, using the following guidelines:-

· Try to show by example e.g.. the type of  behaviour you expect. Staff should refrain from swearing,  any inappropriate behaviours in front of the children

· Treat ALL children with respect

· Praise  more than  censure 

· Avoid battles you cannot win 

· Help children express their feelings

· Divert, distract, ignore when possible

· Provide reasons/consequences where possible.

· Age appropriateness

Staff will work closely with parents/carers whose children may require extra assistance in behaviour modification strategies.

20. NETWORKING.

Philosophy: 
Regular networking with other services and agencies is required to provide a high quality service.

Aim: 
The Outback Mobile Resource Unit Inc. will promote networking between other remote area mobile services and organisations to alleviate the feeling of isolation and to keep abreast of current early childhood knowledge and practises.

Procedure
Promote networking between remote area Mobile services in Australia; the western region of NSW and within the local community ie. Health nurse, preschool, and School of the Air.
Staff will regularly liaise with Government and Community Service organisations who service the area. (e.g. interagency meetings)

Negotiation of Boundaries with other services; other services are to be contacted before any action is taken and are to be kept informed of our timetable.

21. GRIEVANCE POLICY/COMPLAINTS PROCEDURE

Philosophy: 
Staff and parents need to be able to express their grievances in an environment free from judgments.
Aim: 
The service can only improve its service when it listens to and takes appropriate action while respecting the needs and opinions of the staff and parents.

Procedure:
Staff Grievances: 

Staff are to follow the Grievance and Dispute Procedures as outlined in the Local Government (State) Award 2000. Which is as follows:

· At any stage of the procedure, the employee/s may be represented by their union or its local representative and the council represented by the Association.

· A grievance or dispute shall be dealt with as follows:
1. The employee/s shall notify the supervisor of any grievance or dispute and the remedy sought in writing.
2. A meeting shall be held between the employee/s and the supervisor to discuss the grievance or dispute and the remedy sought within two working days of notification. 
3. If the matter remains unresolved, the employee/s may request the matter be referred to the President or other authorised officer for discussion. A further meeting between all parties will be held as soon as practicable.
4. If the matter remains unresolved the President of the Management Committee  shall provide the employee/s with a written response. The response shall include the reasons for not implementing any proposed remedy
5. Where the matter remains unresolved, it may be referred to the Broken Hill Chamber of Commerce, who may provide independent representatives for conciliation between the parties.

c) The industrial registrar may be advised of the existence of a dispute at any stage of this procedure.

d) During this procedure and while the matter is in the course of negotiation, conciliation and/or arbitration, the work practices existing prior to the dispute shall as far as practicable proceed as normal.
Parent Complaints:
The Mobile service encourages parents to raise any issues of concern they have, however small, with the staff. Parents are encouraged to raise such matters as soon as possible so that the concern can be dealt with early, rather than letting it build up into a bigger problem.

When handling complaints the Outback Mobile Resource Unit Inc. aims to:

· Ensure that all stakeholders know how to make a suggestion or complaint and are aware of the process.

· maintain confidentiality and privacy

· respond promptly, fairly and honestly to complaints.

· Notify the licensee – 
Complaints Procedure:

When a parent makes a complaint to mobile staff, the staff  will endeavour to resolve the issue if possible.  If the issue is of greater concern Staff  or parents  will  notify the Complaints Officer/ Venue Representative. Staff  and venue representatives will ensure the complainant is aware of the complaints process, by providing a copy of the complaints policy. If parents feel inhibited to notify staff directly they can notify their  venue representative (who becomes the complaints officer in that particular claim) or any member of the executive management committee. 

1. Complaints to be in writing forwarded to the complaints officer (venue Representative) (See Appendix)

2. Complaints officer will notify the management committee, who will respond to the complainant in writing within one week, and notify the licensee.
3. The President will organise a meeting of Executive members within two weeks to discuss the claim.

4. The complainant will be advised of the committee’s decision and reasons as soon as possible in writing and by phone - (2-3 days).

5. The decision/plan of action of the committee should be implemented as soon as possible (within one week) after decision has been made.

6. The complaints officer will follow up on the implemented plan of action and report to the management committee within two weeks.


7. If complainant is not satisfied - steps 3, 4, 5 & 6 will be repeated.


8. When complainant is satisfied the complaint will be assessed as finalised.

22. FUND RAISING

Philosophy: Fund raising events will endeavour to increase the public’s awareness of the mobile service while being financially beneficial.

Aim: Fund raising ventures are needed to support the mobile to reach a high level of quality for the children and families by providing resources, while also increasing the public’s perception and knowledge about the mobile.

Procedure:
Any fund-raising ventures must be approved initially by the committee then referred to venues before being held.

All fundraising activities need the approval of the licensee before commencement.

All displays remain the responsibility of the exhibitor.

23. EXCURSIONS.
The Outback Mobile Resource Unit Inc. will not hold organised excursions due to venue isolation, age variations of children and public liability.

In a situation where the children have to cross a road or shift to a different venue, permission notes must be signed by an Authorised carer of the child.

The form should include:
· Date of Excursion

· Approximate Time

· Proposed Destination

· Phone number of Proposed Destination

· Parents to be provided with OMRU’s Mobile phone number and Staff member 

· Activities

· Adult/Child Ratios

· Name of a qualified FIRST AID person.

Parental assistance may be required to make up Adult/Child ratios

Mobile Staff must ensure Adult/Child Ratios are maintained according to Regulations
24. STAFF/CHILD INTERACTIONS

Philosophy:
We believe that childhood is a unique and valuable stage of life.  We are committed to the care and overall development of each and every child.  That development can only happen if the child has self-reliance and self esteem.

Aim:
The Outback Mobile Resource Unit Inc. aims to build and foster each child’s self esteem by developing strong feelings of self worth.  Children learn through direct experiences and by selection, as each child is an individual with his/her strengths, needs and interests.

The Outback Mobile Resource Unit Inc. aims for children to be aware of their local community and the facilities that exist, so they feel confident and at ease when venturing forth.

Procedure:

All children will be treated equally in a warm and friendly manner that accommodates their individual needs and diversity of backgrounds. Staff will respect children’s developing competence, fostering their self esteem and independence through positive reinforcement and encouragement.

Staff will initiate and maintain communication at an age appropriated level. Stimulation of curiosity and thinking will be achieved through the employment of opened questions.  Staff will assist children to verbalise feelings.

Through play the Outback Mobile Resource Unit Inc. encourages cooperation, consideration, self-motivation and unbiased attitudes.  We encourage children to express themselves, communicate and listen to others and to make decisions and accept the consequences.

25. TRANSITIONS and REFERRALS

Philosophy: Provide help and information on appropriate schools and other services.

Aim: Children and families will be assisted in the transition to other organisations that are appropriate to their needs. To make it easy on both the child and parents, when it is time for school, and to make sure any problems are attended to early.
Procedure: 
Staff will provide contact names, numbers and information from the following organisations:

Broken Hill Interagency Group, Pre-schools and schools within the serviced area, Baby Health and Community Health Centres, Dubbo School of Distance Education, Royal Far West, Early Intervention Clinics, School-of-the-Air

Information can be communicated to parents via the Parent Notice board or directly during consultations.

Children and Families will be assisted in the Transition to school. Staff will provide relevant information about schools including contact names and phone numbers.

Where the Mobile venue is in school grounds, the mobile service will network with the 
school to provide joint ventures that are appropriate to the age and stage of development of the children.

Mobile staff will seek to assist families about school readiness issues.

Parents will be given a developmentally appropriate skills checklist for children starting school the following year. After completing the checklist, parents can work with mobile staff to consolidate school readiness skills.

26. CONFIDENTIALITY
Philosophy:  To ensure that all forms of information are treated in a confidential manner.

Aim: To adhere to the guidelines set in place by the Privacy of Information Act. Also to promote a feeling of trust between parents and the Outback Mobile Resource Unit Inc

Procedure:
Staff members will engage in appropriate behaviours and implement strategies to ensure that confidentiality and privacy of all the organisations stakeholders are preserved at all times.
The parent management committee will maintain the confidentiality and privacy of all the organisational stakeholders.

Staff and committee members will be asked to sign a Confidentiality Agreement (see Appendix)

Records of any form will be kept secured and locked at all times.

Staff records are only to be made available to the Cooordinator/Director, the Licensee and the individual staff member unless written permission is given by the staff member involved.

Children’s records will only be made generally available to the parent/guardian, staff working with that child and an authorised officer from the Department of Community Services.
A child’s records may be made available to others (e.g specialists) with the written consent of the parent/guardian.

Staff must also obtain written consent from a parent/guardian before verbally disclosing any relevant information about a child to any interested party. (This may include students on practicum).

Initial communication regarding issues concerning a particular child will be made verbally and directly to the parents/guardians.

Issues discussed at staff meetings or committee meetings will not be discussed outside the service, and issues will de ‘De Identified’ (names not used)

On election onto the management committee, new members will be made aware of this policy and thus their responsibilities regarding confidentiality.

Information given verbally by a parent/guardian to a member of staff regarding their child should be recorded in that particular child’s file as soon as possible.

Management committee members do not have access to any records.

27. SUPERVISION
Philosophy: 
To provide for the protection, safety and welfare of children and families attending the service.

Aim:
To protect children against risks of injury to them and others within the service and protect children from sexual, physical, emotional abuse and neglect.

Procedure:

The authorised supervisor of a mobile child care service must ensure that children for whom the service is provided are adequately supervised, having regard to their ages and physical and intellectual development, by adults or members of staff of the service. Regular head checks will be performed by staff during the session.

The authorised supervisor of a mobile child care service must insure that no member of staff who is supervising children both supervises children and performs other duties at the same time if those other duties would adversely affect the quality of supervision.

Staff will carry out and document the Venue Safety Checklist before children arrive at each venue.

Venue safety factors (such as fencing) and physical factors (the environment) are to be documented in the Venue Safety Register.

During Play Group sessions, child toileting and nappy changing is the responsibility of the parent/carer

In case of staff illness – the venue representative will be called upon to supervise children.

Activities that have small pieces (ie construction) will be constantly supervised by staff members, and not left unattended and placed on tables out of the reach of younger children.

Gross Motor equipment that is higher than 50cm (ie slide) will be constantly supervised by staff at all times and the equipment placed on soft fall mat.

NB: see also Child Protection Policy (16)

28. OCCUPATIONAL HEALTH AND SAFETY – MANUAL HANDLING
Philosophy: To promote and maintain a safe work environment.

Aim: Ensure manual handling guidelines, under the Act, are understood and implemented by staff.

Procedure

Manual Handling: refers to “any activity requiring the use of force exerted by a person to lift, lower, push, pull, carry, move, hold or restrain any animate or inanimate object”. 

The Outback Mobile Resource Unit Inc. is committed to providing and maintaining a safe and healthy environment for the employees and other in the workplace. We are committed to preventing and reducing injuries associated with manual handling and ensuring that the Company complies with OHS Regulation 2001, Chapter 4, Part 4.4

This will be achieved by:

Wherever practicable designing out problems with equipment, procedure and the workplace surroundings.

Promoting and supporting a consultative process between supervisors and staff.

Ensuring that all manual handling tasks likely to be a risk to health and safety are assessed, and control measures are implemented to eliminate or reduce the risk.

The Management Committee and Staff will be accountable for ensuring that the Manual Handling Regulation is implemented within their area of responsibility, and that employees of the OMRU receive adequate training to safely perform tasks.

The Mobile staff is responsible to cooperate and comply with work procedures put in place to protect them from injury and/or ill health.

Staff are encouraged to raise and discuss any issues of concern, so that we can continuously improve our health and safety performance.

Manual Handling Procedure.

The purpose of this procedure is to clearly define the way in which The Outback Mobile Resource Unit Inc. will comply with their legal responsibilities under the OHS Regulation 2001, Chapter 4, Part 4.4.

The Management Committee carries ultimate responsibility for the Manual Handling program. A manual handling action plan developed by the Coordinator with input from employees will form the basis of a program to reduce Manual Handling risks in the workplace. The management Committee will consider the draft plan, amend if necessary, and approve the plan or the amended plan.

The Coordinator will be responsible for:


# scheduling and coordinating the manual handling risk management process. That is the identification, assessment and control of all manual risks with input of employees.


# Drafting an action plan, including a schedule for addressing identified manual handling risks.


# Reviewing progress against an approved Manual Handling Action Plan at six month intervals, and providing a progress report to Bogan Shire Council.


# Filing assessments so that they can be easily located and identified for an audit of the Manual Handling Program, or if requested by Workcover. 
(see Appendix)

Employees who have been provided with appropriate training in manual handling techniques will be responsible for carrying out their duties in accordance with the training they have received.
Training

Training in the application of the Manual Handling regulation and the use of the National Manual Handling Standard and Code of Practice will be provided to all employees of the Outback Mobile Resource Unit Inc. when required.
Risk Assessments.
Manual Handling Risk Assessments will be carried out as follows:

a. Make a list of tasks which may involve a manual handling risk

b. Complete the form “Risk Identification Checklist” (Appendix) for each task identified above. Completing this checklist for each task will help decide which tasks are most risky and should be investigated further.

c. When the Hazard Identification Checklists are completed, compare the tasks and decide which tasks should be subjected to a risk assessment.

d. Do a risk assessment using the “Risk Assessment Checklist” (Appendix) for each task nominated above.

e. When the risk assessments are completed decide which manual handling tasks require attention in priority order.

f. Work through the priority list and complete the “Risk Control Plan” (Appendix) form for the identified tasks. Work on high risk/priority tasks first. Complete the Action Plan sections of “Risk Control Plan” forms.
Accidents and Incidents
If an injury or near miss occurs as a result of manual handling, the task involved will immediately by subjected to a risk assessment.

The assessment of risk for tasks that have resulted in injuries or near misses will take priority over other tasks.

If the assessments reveal a high level of risk, proceed immediately for developing a risk control plan.

Design and Purchasing
When designing or purchasing any new equipment or processes the person responsible shall ensure that any potential manual handling risks are identified and assessed for their potential to cause manual handling injuries. Risks must be either eliminated or controlled prior to the purchase or prior to the commencement of the use of the process or equipment.

In regard to consultation related to the purchasing of new equipment the following provisions of the OHS Act (2001) and Code of Practice should be noted.

“The OHS Act requires that consultation be undertaken in the following circumstance:[Act 15]

· When changes that may effect the health, safety or welfare are proposed to the:

· Premises where persons work

· Systems or methods of work

· Plant used for work

· Substance used for work

· When risks to health and safety arising from work are assessed or when the assessment of those risks is reviewed.

· When decisions are made about the measures to be taken to eliminate or control risks

· When introducing or altering the procedures for monitoring risks (including health surveillance procedures)

· When decisions are made about the adequacy of facilities for the welfare of employees.

Employers are required to consult their employees in relation to these matters to enable the employees to contribute to the making of decisions affecting their health, safety and welfare. [Act 13]

29. CHILDREN WITH FOOD ALLERGIES
Philosophy: The Outback Mobile Resource Unit Inc. aims to provide a service that respects individuality/uniqueness of all families and their right to access a quality children’s service.

Aim: Staff will provide developmentally appropriate, unbiased care for all children and families enrolled at the Outback Mobile Resource Unit Inc. regardless of the type of special need.  Staff will provide a program and supportive environment that enables children to participate in the most valued way.

Children with special needs are welcomed into our service.  Each child will be given equal opportunity to reach his/her full potential.

Needs of both staff and users will be met.

Procedure

The Outback Mobile Resource Unit Inc. will monitor and manage children with an allergy and incorporate their needs into the program.

Staff will be made fully aware of a child’s medical condition in regards to allergies, reactions and treatment.

Staff will incorporate the needs of the child with an allergy into the program and will be aware of the trigger factors when planning experiences.

Children will be encouraged to be aware of their medical needs and for the child to discuss their concerns with staff.


The Coordinator will discuss with parents additional information in regard to severity, management plans, medication and trigger factors.


Staff will consult all parents/families attending the venue/session about any special needs a child has in regards to allergies.


Management of food allergies will depend on the severity of the reaction. This may include totally banning the food/s from session/venue.


Staff/Parents will make an Allergy Medical Alert notice that will be kept in Safety Book and displayed at the appropriate session with the sign in book. This notice will include the following information – name; allergies, treatment, reactions, photo of child, emergency procedure.


If the child requires medication, refer to Medical Policy 14.


All staff are to be aware of practices in allergy management and each child’s reaction and are encouraged to seek information and training in allergy issues.
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