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The Childcare Provider 
 

Although I'm not their mother,  
I care for them each day.  

I cuddle, sing, and read to them, 
And watch them as they play. 

I see each new accomplishment, 
and help them grow and learn,  

I understand their language, 
and I listen with concern. 

They come to me for comfort, 
And I kiss away their tears.  

They proudly show their work to me, 
I give the loudest cheers!  

No, I am not their mother, 
But my role is just as strong.  

I nurture them and keep them safe, 
Though maybe not for long.  

I know someday the time may come, 
When we will have to part,  

But I know each child I've cared for 
Is forever in my heart!!!!!!!  

Always be 
nice to your 
children 
because 
they are 
the ones 
who will 
choose your 
rest home. 
Phyllis 
Diller 

 



 
 

    5 

 

  
 
Centre Information 
 

    Office:  9725 - 0403 
    After Hours: 0413 216 188 
    Website: www.poohbearshouse.com 
    Email:   pooh_bears_house@bigpond.com 

 

Address 
323 Maroondah Hwy,  
Croydon North, 3136 

 

Business Hours 
Mondays to Fridays 

 

6.30 am – 6:30 pm   
 
 
Pooh Bear’s House is the registered business 

name of the company Quadunite Pty Ltd  
(ACN 6189930)          

 

Centre licensee is  
 Ms Kim Russell. 

http://www.poohbearshouse.com/
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Welcome to Pooh Bear’s House, thank you for entrusting your children 
in our care. This centre incorporates the highest quality child Care with 
a fully registered government Kindergarten.  
 
We hope this handbook will serve as an introduction to our Centre and 
acquaint you with information and ideas that we feel are important for 
your child’s development and well being. We also encourage you to 
reference our Centre Policies and Practices. Feel free to ask Pooh Bear’s 
House management and our staff any questions you may have. In the 
meantime, please keep this handbook as a reference throughout the 
year.  
 
 
 
Ms Kim Russell is a qualified early childhood professional with a 
Graduate Certificate in Early Childhood and a Bachelor in Education.  
She has been working in the teaching field for 32 years. 
  
Over these years she has been a teacher at four local government 
schools and previously owned a successfully run Child Care Centre for 6 
½ years in the local area.  
 
    
 
 

We make every effort to recruit and retain the best possible early 

childhood staff, to care for and educate your child.  All our educators 

are either fully qualified or are working towards an Early Childhood 

Degree or Diploma in Children’s Services 

At Pooh Bear’s House we pride ourselves on the length of service of 

many of our staff members.  

 
 

 

If you can give 
your son or 

daughter only 
one gift, let it 
be enthusiasm.

 

 

 

 Welcome 

Director 

   Our       
Team                                 
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Pooh Bear’s House provides supreme quality childcare by employing 
professional, highly trained staff within our amazing facility, which reflects our 
commitment to caring for children. Our staff are trained to respect the self-
esteem and individuality of each child, by catering for their interests, needs 
and abilities. Through play-based learning experiences, children will confidently 
explore, investigate and be curious about the world around them, encouraging 
lifelong learning.   
 
We believe, families are the most important influence in a child’s life and are 
the primary source of information. Therefore, we encourage parents to be 
actively involved in the Centre, contributing ideas, and taking an interest in 
their child’s development and growth. Together we can achieve the highest 
level of childcare. 
                           Kim Russell 

 
Orientation 
 
We recommend that parents follow a settling in procedure before your 
child commences care at Pooh Bear’s House. The settling of a parent and 
child into childcare is a very important process. Both the parents and the 
child should be given time to settle into the new environment. The 
number of orientation sessions will depend on yours and your child’s 
needs. Some children may take longer to settle into a new environment 
than others. We will arrange 3 sessions lasting, which grow in duration 
with each visit. On the first session, we ask you stay and liaise with staff 
going through your child’s needs, routines and development. During 
sessions 2 and 3 you may stay as long as you like but we do recommend 
time out of the room to give staff the opportunity to bond with your child. 
Parents are welcome to stay in the building and have a drink and chat 
with management during this time, knowing you are close by if your child 
needs you. Ideally one of the visits should be timed to allow the child to 
experience lunch with us, and a sleep at rest time if they still do so.  
In your Pooh Bear Package there is a handout titled, ‘The Orientation 
Process’ please read through the leaflet to gain further knowledge of the 
process. 
 

Introduction 

What is  
a home  
without 

children? 
Quiet. 
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Relationships 

Relationships are at the heart of what we do.  The best relationships occur through nurturing and responsive 

interactions where listening and hearing each other build trust so that a strong sense of belonging becomes 

our foundation.  Relationships are responsive which means in any given moment or day our approach will 

always be guided by individual cues of children. 

 

Children + Families 

Children are connected first to their families and we therefore view children in the context of their families.  

This means we listen to families and to children and respectfully include everyone’s perspectives when 

making decisions. Being united is an important part of moving forward with the same goals and our regular 

‘chat nights’ support this. 

 

Learning Environments 

We aspire to create spaces that nurture and embrace children’s wellbeing in addition to our learning 

environments being a home away from home. Our learning environments reflect the identity of children and 

the diversity of our community.  The climate for learning can be seen through relationships, transitions and 

the physical spaces. 

 

Community Engagement 

Part of being in a community means connecting with that community. We all do that in different ways and 

here at PBH we do it often. The experience of community makes a measurable difference in our overall 

feeling of belonging, wellbeing and health. Being part of community deepens and refines our sense of place, 

brings out the best in us and help us recognise how we belong.  

Love of Learning  

We whole heartedly embrace a play-based approach towards our educational programs which includes all 

aspects of the Early Years Learning Framework (EYLF). We create context for children to pursue their 

curiosity, sense of adventure and interests. Creating spaces for investigation, testing, problem solving, and 

researching are central to a well-designed environment.  We believe in fostering children’s learning through 

an integrated approach*, where adult-led, child directed, and guided play all work harmoniously together. 

 

Diversity & Inclusion 

We respectfully honor and acknowledge the contributions of the past and present owners of our land by 

providing opportunities for children to learn about Aboriginal and Torres Strait Islander culture.  We 

acknowledge the Convention on the Rights of the Child and recognize the important role we play in 

partnering with families and children to advocate for rights and ensure a fair and equitable approach for all. 

 

*taken from VEYLDF, pg14-15 

 

Reviewed based on: 

 

 

Our Philosophy 
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Policies and Procedures: 
Pooh Bear’s House’s policies and procedures reflect the philosophy 
and goals of our centre. This document is available to read and is 
located in the office or we can email a copy to you. 
To see all our Policies and Procedures in full detail, please refer to 
the policy folder. We evaluate our policies annually and parent input 
is valued as part of our review process. 

 
Priority of Access Guidelines  
The Commonwealth Government requires Child Care Providers to 
provide access to the service according to the following priorities. 
Each scheme is only licensed to provide a specific number of hours 
of care. This means that when this number is reached families who 
are third priority may be asked to alter their care arrangements to 
allow a family with higher priority to access the service.  
 
First Priority:  
A child at risk of serious abuse or neglect.  
Second Priority:  
A child of a single parent who satisfies, or parents who both satisfy, 
the work/training/study test under section 14 of the Family 
Assistance Act 1999.  
Third Priority:  
Any other child.  
Within each category the following children are to be given priority:  
• Children in Aboriginal and Torres Strait Islander families.  
• Children in families, which include a disabled person.  
• Children in families with a non-English speaking background.  
• Children in socially isolated families.  
• Children of single parents.  
 
According to the legislation,services are to follow the guidelines 
when they are filling vacancies (unless they are a work based service 
in which case children of employees can be given top priority) and, 
when there are no vacancies, they may require a child who is third 
priority to leave the child care service, or alter their days, in order to 
provide a place for a higher priority child.  
 
This provision however only applies if:  
The person liable to pay childcare fees for that child was notified on 
enrolment that the service followed this policy; and  
The service gives that person at least 14 days notice of the 
requirement for the child to leave the childcare service 

Enrolment 
and 

Orientation 
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Privacy 
In order to provide high quality service at our centre we are required to 
collect personal information from you about your child before and during 
the course of a child’s enrolment in our service. We are committed to 
protecting your privacy and we abide by the National Privacy Principles 
contained within the Privacy Act.  
Privacy of your personal information is important to us and we conduct our 
business with respect and integrity.  
 

Court Orders   
A copy of any Court Orders and/or Restraining Orders must be given to 
management on enrolment or when approved by the court should the 
child/children already be enrolled.  
It is also the responsibility of parents to inform the Directors of any family 
separation issues where Court Orders are not in place. The details of any 
Court Orders shared with the Directors and staff of the Centre will remain 
confidential.  
The family situation can in this instance mean changes to who parents wish 
to collect their child/children. Without Court/ Restraining Orders we legally 
have to release children to either parent. However, if we are informed of 
circumstances, we may be able to put procedures in place to assist parents 
in separation situations.  
 

Collection of Your Child 

 On enrolment, parent/s and/or guardian must provide a list of adults 
authorised to collect their child from care. Staff members strictly adhere to 
this list. 
  
Children will not be permitted to leave the centre with any person whose 
name does not appear on the Collection Authority in the Child Enrolment 
Form, or with a person under 16 years of age, or with anyone who appears 
to be under the influence of any substance. 
  
Prior arrangements must be made with the centre if somebody who is not 
authorised on the child’s Collection Authority in the Child Enrolment Form 
is to collect the child. Notice must be provided in writing and must include 
the recognised guardian’s signature and date. 
  
If the person collecting the child is not known to staff, but is authorised to 
pick up the child, photo identification must be provided (i.e. driver’s 
license, WWCC etc). If this is not possible, the child will not be permitted to 
leave the centre with that person. 
 
 

We worry 
about what a 
child will 
become 
tomorrow, yet 
we forget 
that he is 
someone today. 
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Tips for Saying Goodbye 
 

Despite your best preparations, your child might still find it difficult to 
separate from you and can at times still become upset and cry. You can 
help by acknowledging your child’s feelings, giving them words to help 
express themselves, and comforting them. 
 

You might also like to: 
❖Talk about an activity you and your child will do together when you 
get back home, such as playing in the garden, or reading a story.  
❖Establish a goodbye routine, such as three kisses and a bear hug, 
high-fives or some other special gesture meaningful to your child.  
❖Reassure your child that you or another familiar adult will be back to 
pick them up at a particular time, or after an event that your child 
understands, such as sleep or snack time.  
❖Keep the goodbye brief. After your goodbye routine, gently but firmly 
say goodbye to your child. Lingering to comfort your upset child can 
sometimes prolong his distress and even make it worse.   
❖Allow your child’s carer to gently lead them away to do something he 
enjoys, such as playing with a train or building a tower. 
❖If you are feeling distressed after seeing your child upset, call the 
centre about half an hour after your departure to see how your child is. 
Most children stop crying shortly after their parent departs. 
❖If your child is distracted when it’s time for you to leave, you might 
feel tempted to sneak out without her noticing. This can make children 
more upset. They realise you’ve gone and haven’t had a chance to say 
goodbye. It’s best to let your child know you’re going and that you’ll be 
back later. 

 
My Child isn’t settling  
Your child might settle happily into the centre within a few days or few 
weeks. Some children continue to be distressed beyond the first few 
weeks. Others might settle initially and then later become upset (often 
when the novelty of the new environment has worn off). 
In all cases, stay calm and allow your child to express his distress. Listen 
to what your child is saying. Is he showing signs of separation anxiety? If 
so, it’s worth persevering for a little while, to give your child time to 
adjust. It is also important to communicate with the centre’s staff – you 
can work together to develop settling strategies that you and the staff 
are comfortable with. The educators will be able to suggest some ideas 
that have helped other children in the past. As difficult as it might be, 
try to stay positive about your child’s transition to care. 

The pressures of 
being a parent are 
equal to any pressure 
on earth.  To be a 
parent, and really 
look to that little 
being’s mental and 
physical health, is a 
responsibility which 
most of us, including 
me, avoid most of the 
time because its too 
hard. 
John Lennon 
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The most 
interesting 
information 
comes from 
children, for 
they tell all 
they know 
and then 
stop.  
 
Mark Twain 
 

 

 
Payment of Fees:  
 

 Pooh Bear’s Fee Policy will be given, and explained, to parents at the time of 
enrolment, it will include the following:  
• Families will be invoiced every Friday.  

• You can choose to have your invoice emailed to you, or if you need a hard copy you 
can pick up a copy from the office.  

• Fees may be paid by Cash, EFTPOS, or Direct Transfer (Strictly NO CHEQUES).  

• . If paying by cash please insert the cash into an envelope and include your child’s 
name, date of payment and amount on the front of the envelope. Cash is to be 
placed in the fees box outside my office door.  

• Fees are to be paid for all days the child is enrolled, regardless of attendance.  

• It is the parent’s responsibility to apply for Child Care Subsidy. This needs to occur 
prior to the child’s commencement date to avoid full fees being charged. When there 
is a delay in receiving your CCS percentage rate from Family Assistance Office full fees 
are payable. DEEWR.  
 
 
Public Holidays, Days in Lieu, Discounted Fulltime Care  

• Full fees are charged for Public Holidays and sick days. However, you can use 
holiday rates for a Public Holiday, or you can elect to have a Day in Lieu (a day 
free of charge) in the future, subject to availability. This is not the available to 
families using fulltime care who have weekly discounted fees.  

• Fulltime families will receive a weekly discount of $35 per week, which 
equates to $1,820 annually. This discount helps cover public holidays and 
illnesses throughout the year. *public holidays will be discounted if they fall 
during your holidays.  

• We also offer alternate days in cases where your child is absent due to illness 
(with a medical certificate).  

• ‘Days in lieu’ are not offered for family holidays.  

• Days in lieu must be used in the quarter the child was absent. No days in lieu 
are carried from one quarter to the next.  

• Days in lieu are not given if your account is in arrears.  

• If you choose to accept a placement as a make-up and fail to arrive that day, it 
will use your allocated day as other families were not able to take advantage 
of this day. This policy is to help minimise illness in the Service. If your child is 
sent home sick from the Service, no make-up day is allocated. 

• Parents applying for holiday fees must give a minimum of two-weeks’ notice 
for holidays. If your account is more than two weeks behind, holiday rates will 
NOT be given.  

• If a child is absent due to holidays, refer to the Reduced Holiday Fee option 
(see attached).  

• You cannot use holiday rates for illness or hospital stays.  

Admin 
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Fee Subsidies 
 

• Fees are charged daily and vary depending on the Child Care Subsidy (which 

replaced the current Child Care Benefit and Child Care Rebate from 2nd July 

2018). The Child Care Subsidy will be paid directly to the Service.  

• Basic requirements that must be satisfied for an individual to be eligible to 

receive Child Care Subsidy for a child include:  

1. The age of the child (must be 13 years or under and not attending 

secondary school) 

2. The child meeting immunization requirements 

3. The individual, or their partners, meeting the residency requirements  

• Families level of Child Care Subsidy will be determined by:  

1. Combined family income  

2. Activity level of parents 

3. Type of childcare Service  

• Fees must be kept in advance of a child’s attendance   

• Fees are to be paid either weekly, fortnightly or monthly depending what you 

have discussed with PBH management. However, if families wish to pay fees on 

a monthly basis, it is a requirement that the family pay in advance and are not 

in arrears.  

• Fees are charged at full days only (no matter what the attendance hours are) 

• Casual days may be offered to families if available within our service’s license 

• See Centrelink for further details. 
 

Preschool Program Subsidy 

This subsidy is only available if the child does not have approved CCS applied to the fee 
paid for the time spent in the funded preschool program at Pooh Bear’s House. Pooh 
Bear’s House is eligible to receive the kindergarten fee subsidy for each   child who meets 
the following criteria. 

 
The child 

• Is eligible to attend a funded kindergarten program, and 

• Individually holds or has a parent/guardian who holds a 
Commonwealth Health Care Card or a Commonwealth Pensioner 
card and does not have approved paid for the time spent 
Commonwealth Childcare Benefit applied to the fee in the 
preschool program. 
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Holiday Fee Reduction Entitlements – Four weeks of Half 
Fees 

 
 
 
The half fee holiday reduction is a service provided by Pooh Bear’s House. The PBH Holiday 

policy now states that each child is entitled to 4 weeks absences per year based on the 

number of days that the child attends per week – pro rata, at a 50% reduction.  

 

In order to be eligible for the ‘Holiday Reduction’ you need to fill in the Holiday Book or 

provide a written request at least two weeks in advance of the date you wish to have 

allocated for ½ fees. You are also required to have your ‘fees’ paid up to date in order to be 

eligible for the reduction. 

 

 

Please read the example below to help describe to you what your entitlements are: 

 

 E.g. 5 days per week x 4 weeks = 20 days 

        3 days per week x 4 weeks = 12 days 

 

The allocation operates in conjunction with the commencement of each year.  i.e. Jan 1st 

2019 – December 31st 2019. Management will keep a record of all allocated days in the 

Holiday Book held in the office. Please contact Kim for confirmation on your remaining holiday 

days during the year.  

 

Please be advised that Public Holidays are included in the Annual Entitlement of Holiday Days. 

If you do not wish any given Public Holiday to be subtracted from your entitlement, then 

simply do not sign the book. (This will obviously result in ‘full daily fee’ being charged for that day.) 

 

Kind Regards,  

 
Kim Russell       
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Childcare Subsidy 
 

Absences: Under the Child Care Subsidy System (CCSS) CCS is strictly monitored. A child can 
have 42 absences in a financial year for any reason, but a fee must be charged to gain CCS.  
Once 42 absences have been reached documented proof is required for any additional 
absences, for continued CCS entitlement.  A fee is still required to be charged to claim CCS. 

 

   Confidentiality 

Management will treat as confidential, information it receives relating to the 
parent/guardian’s financial situations and the payment and/or non-payment of fees. 

 

Procedures for overdue fees are as follows: 
In the case of fees falling in the rears of one month, a reminder statement will be issued. If 
there is no response the Licensee, Ms Kim Russell, will approach the parents personally 
with the concern of payment. If the parents are unable to pay the full amount an 
agreement will be made for payment until the account is up to date. 
If the full amount is not paid before or on the date agreed upon, the child’s place in the 
centre will be forfeited immediately.  
If an account is a month in arrears, we will terminate the child’s place at Pooh Bear’s 
House. 
If fees have not been recouped the account will then be directed to the Debt Collector – 
Prushka.  Any costs incurred by the centre for retrieval of outstanding debts will be added 
to the outstanding account.    

            In circumstances of genuine hardship, cases may be assisted. 
 

              Late Fees 
Management reserves the right to implement a late collection of children charge when 
parents/guardians are frequently late in collecting child/ren. In these situations, the 
following will apply: 

 An initial late fee of $10 will be applied if parent/guardian are late to pick up their child. 
$1 per minute will apply for anytime between 11-20 minutes and/ 
$3 per minute will apply for anytime following 20 minutes. 

            Late fees will be recorded on your next invoice. 
 

Debt recovery 
 

Management reserves the right to take action to recover debts owing to the service. This 
may include the engagement of a debt collector. The cost of this service will be paid for by 
the parents/guardians in arrears. Where a family owes a substantial amount of money to 
Pooh Bear’s House, no further placements will be provided to any child in the family, until 
all outstanding monies are paid or both parties agree to a payment plan. 

 
      Cessation of care 
 

Two full weeks’ notice is required in the event of leaving Pooh Bear’s House or dropping 
booked days.  

 
      Absences from care 
 

Families are requested to inform POOH BEAR’S HOUSE in advance, or by 9am on the day, 
if their child is going to be absent. If families provide notification before 9am and provide a 
medical certificate, a day in lieu will be provided. 
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Change of Contact Information 
In the unlikely event of an emergency or if your child becomes unwell during 
the day, it is essential we are kept updated with the following information: 
·         Current home address and telephone numbers. 
·         Current work address and telephone numbers. 
·         Current addresses and telephone numbers of at least two people you 

have nominated as emergency. 
 
 

Communication 
At Pooh Bear’s House we know the importance of communicating with our 
families.  You will be updated with Centre information through regular notices, 
our newsletter ‘Pooh’s News’ which is distributed fortnightly, our digital 
programming App Educa, our closed Pooh Bears House Community Facebook 
page and Instagram.   
Remember our doors are always open and appointments can be made with our 
staff when the need arises, our staff can be timetabled. 
 

 
Provisions for Dealing with Complaints:  
 
Informal Complaints Resolution 
Many complaints can be resolved informally and effectively by discussing the 
issue directly with the person(s) involved. If you have a complaint, you should 
contact the person with whom you have a complaint against. If you believe that 
the person that you first dealt with is unable to assist you, you can approach a 
Primary Nominee or other nominee in the centre who will be able to assist you 
directly or advise you to approach Management.  
Discuss the grievance with the Directors’ of the Centre. 
 

 Formal Complaints Resolution 

If you are not satisfied with the outcome of discussing the complaint informally, 
you may lodge a formal complaint. A formal complaint must: 
Be lodged in writing via mail or email clearly identifying that it is a formal 
complaint. 
Clearly identify the yourself as lodging the complaint including return address, 
email and contact phone numbers. 
Clearly outline the details and nature of the complaint. 
Complaints can be sent by email or mail to Pooh Bear’s House to the attention 
of ‘Management.’ 
Licensees:  Mrs Kim Russell   
The Director will investigate the problem or complaint by questioning those 
involved, discussing issues with staff, and those who may have any input into 
the situation. The time frame will be as short as possible but will depend on the 
seriousness of the problem or complaint. 
The Director will then report back to the complainant. 
 As a final step, if not resolved to your satisfaction, you should take your 
complaint or problem to the:  
Department of Education and Early Childhood Development 
at the following address; 

 

The 
world  
is as 
many 
times  
new as 
there 
are 

children  
in our 
lives. 
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Staffing 
 
 

 
 
 

 

Glen Waverley office 

Phone: 03 8392 9300 
Fax: 03 8392 9333 
Location: Level 3, 295 Springvale Road, Glen Waverley, 
Victoria 3150 

Ratios: 
❖ 1 staff member to 4 children under 3, including a qualified staff 

member for each group of 12 children; and 
 

❖ 1 staff member to 15 children over 3, including a qualified staff 
member for each group of 30 children. 

 
Volunteers and Students 
Volunteers are most welcome in Pooh Bear’s House, however prior to 
their commencement they are required to be interviewed by 
Management. 
During the year students from training colleges and secondary schools 
will complete practical placements at the Centre. The experience they 
gain is invaluable to their studies and they also contribute to the 
provision of the children’s program. Students and volunteers are never 
left alone with the children and they are not permitted to give advice 
to parents. Qualified staff closely supervise all students and 
volunteers.  All volunteers and students can be identified through 
their distinctive “visitors” or “student” badges.  

  

 
Relief Staff 
When permanent staff are absent, relief staff are employed to look 
after your children. We believe that continuity of care is important for 
young children, therefore every endeavour is made to use the same 
relief staff so that the children know them. Our relief staff pool is 
generally made up of past employees, students who have completed 
placements in our service or our part time staff taking on more shifts. 
 

 
Working with Children Checks: 
To comply with the Child Protection (Prohibited Employment) Act 
1998 and the Commission for Children and Young People Act 1998, a 
Working with Children check is done on all full, part-time and casual 
employees as well as ongoing visitors who will be working with the 
children. 
 

Children  
require  
guidance  

and  
sympathy  
far more  

than  
instruction 
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Parent 
Reminders 
 

 

 

 

 

 

 

Parent Involvement:  
 
Parents are encouraged to become involved in the Centre as it is the best 
way of becoming familiar with the program and staff. Through your 
involvement, your child will develop a sense of continuity between home 
and the Centre, which will in turn facilitate their adjustment to the Centre. 
  
Try to leave enough time each day to communicate with our staff about your 
child. This will enable you to report any significant changes or events 
happening at home that may affect your child’s day at the Centre. Likewise, 
the staff will report to you about your child’s time at the Centre. 
  
Parents are also invited to spend time at the Centre with their child.  We 
welcome family members and friends into the Centre at any time to visit or 
participate in the program. 
 

Parent Resource Library: 
We have a variety of books and resources on topics relevant to early 
childhood and parenting such as toileting, sleeping, discipline and other 
parenting issues. These resources are available free of charge to parents for 
a short loan. We only ask of you to sign the items out and sign when they are 
returned. 
 

Children’s Borrowing Library: 
We have a very comprehensive borrowing library for the children. In the 
front foyer we have picture storybooks for families to borrow. We ask all 
families to return the books when they have finished reading them and 
please remember to sign the library sheet when borrowing and returning. 
Titles to do with  
 

Sustainability 

Our Service is passionate about sustainability. We believe in supporting 
children to appreciate and care for the environment by embedding 
sustainable practice into the daily operation of our Service, infrastructure 
and teaching. 
 
 In order to empower our sustainability program, we emphasise children’s 
ability to make a difference, enabling them to learn and appreciate their 
environment in an engaging, fun and exciting manner. We do this by 
engaging children in discussion about sustainable practice, encouraging 
them to participate in a recycling program, reducing energy and conserving 
water. We aim to provide children with the skills and knowledge required to 
become environmentally responsible. We would love our families to 
reiterate these important practices within the home. 
 
 
 
 
 
 

 

A child  
seldom needs 

a good 
talking to as 

a good 
listening to 
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Bodies 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

The only thing 
worth stealing 
is a kiss from 
a sleeping child 

 

Regulatory Authorities 
 
Our Service complies with the National Quality Framework (NQF) including the 
National Quality Standard (NQS), the Early Years Learning Framework (or other 
Approved Framework) and the National Regulations (Education and Care Services 
National Regulations).  
 
Our Service is regulated by the new national body for early education and care – 
the Australian Children’s Education and Care Quality Authority (ACECQA) as well 
as the state licensing department in our State/Territory. To contact our 
Regulatory Authority, please refer to the contact details below: 
Department of Education and Training 

Website: 

www.education.vic.gov.au/childhood/providers/regulation 

Email: 

licensed.childrens.services@edumail.vic.gov.au 

Phone: 

1300 307 415 

 
 
Programming:  
 
We follow the Early Years Learning Framework as per our programming policy. 
This is Australia’s first national Early Years Learning Framework for early 
childhood educators. The aim of this document is to extend and enrich children’s 
learning from birth to Five years and through the transition to school. 
We are committed to providing a developmental and educational program, 
which caters for each child’s individual needs, abilities and interests. Our 
program will continue to develop as we use the relationships children have with 
their families and communities, working in partnership with parents, to ensure 
each child’s knowledge, ideas, culture, abilities and interests are the foundation 
of our programs. 
 

We encourage children to be responsible for their own learning through choices 
in experiences, interests and routine. We use conversations, actions and play as 
the basis for teaching which involves the children being partners in teaching by 
seeking out ideas, opinions, thoughts and questions. We encourage children in 
promoting their independence and self-help skills by assisting within the routine 
and involving the children in interest-based projects to further enhance their 
learning and knowledge. 

 

 
 

https://www.education.vic.gov.au/childhood/providers/regulation/Pages/default.aspx
mailto:licensed.childrens.services@edumail.vic.gov.au
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Early Years Learning Framework 

 

We follow the Early Years Learning Framework as per our 
programming policy. This is Australia’s first national Early Years 
Learning Framework for early childhood educators. The aim of this 
document is to extend and enrich children’s learning from birth to 
Five years and through the transition to school. 
We are committed to providing a developmental and educational 
program, which caters for each child’s individual needs, abilities 
and interests. Our program will continue to develop as we use the 
relationships children have with their families and communities, 
working in partnership with parents, to ensure each child’s 
knowledge, ideas, culture, abilities and interests are the 
foundation of our programs. 
 
We encourage children to be responsible for their own learning 
through choices in experiences, interests and routine. We use 
conversations, actions and play as the basis for teaching which 
involves the children being partners in teaching by seeking out 
ideas, opinions, thoughts and questions. We encourage children in 
promoting their independence and self-help skills by assisting 
within the routine and involving the children in interest-based 
projects to further enhance their learning and knowledge. We 
value children and family input and encourage family involvement 
in order to gather a comprehensive and holistic view of the child. 
 
We know that children learn effectively through play and 
Educators who are diligent in their responsiveness to each child 
support this. Applying strong intentional teaching practices will 
provide the children with an authentic and meaningful learning 
environment that challenges, supports and nurtures a child’s 
development. 
 
If we as Educators have any areas of concern, we will inform you 
and advise where help may be pursued, e.g. speech therapist. We 
understand this is a sensitive topic and it is always your decision 
to follow this up. Educators are willing to discuss any aspect of 
learning and development with parents.  
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At Pooh 
Bear’s 

House we 
will install a 

love of 
learning by 
stimulating 

play 
environment 
with a range 

of 
experiences 

where 
children 

experiment, 
explore, 

discover and 
learn while 
they play 

 
PLAY IS LEARNING 
Play is very important for children.  Through play babies and young children explore 
and learn to understand the world around them as they come to communicate, 
discover, imagine and create. 
When children play they are showing what they have learned and what they are 
trying to understand.  This is why play is one of the foundations of the Early Years 
Learning Framework. 
By using this Framework our team of staff will guide your child’s play by carefully 
designing learning activities and stimulating indoor and outdoor learning 
environments. 
“I want my child to have lots of opportunities for creative play” 
 
Through the Frameworks five learning goals our staff will assist your child to 
develop; 

❖ a strong sense of their identity 
❖ connections with their world 
❖ a strong sense of wellbeing 
❖ confidence and involvement in their learning; and 
❖ effective communication skills 

 
 

Parent Participation 

Our service has an Open Door Policy and actively seeks and encourages families to 

be involved in the Service. This can range from evaluating and adding input to your 

child’s program and observations, volunteering within the Service and sharing skills 

& experiences that the children and the program will benefit from.  

 

You can be involved in the Service’s Family Committee. Your involvement can be as 

formal or active as you like as time permits. We respect that time is limited for most 

families and we ask that you inform us as to your preferred way of communication. 

We can arrange meetings with your child’s Educator at a time that suits you 

throughout the year and offer email, SMS, Facebook, Newsletters, Day Book 

Journals and pride ourselves on strong verbal communication on a daily basis. We 

seek input from families on all aspects of the Service but in particular, your child’s 

goals, observations and program.  

 

If, for any reason you question or do not understand any aspect of the Service or 

your child’s experience we have a Grievance Policy that supports all stakeholders in 

our community and like all policies, is available for families to consult and 

implement at any time. Copies of our policies are available in each room, the office 

and parent library. You are welcome to take a copy home and review at your leisure. 

 
 
 
 
 



 
 

    22 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

School Transitition 
There are many transition to school experiences that Pooh Bear’s House will 
implement throughout the year to ensure our Kindergarten children are 
prepared for school.  Examples of these include; 
•Talking to children about school, and encouraging them to ask question or 
voice their concerns 
•Arranging visits to local schools 
•Inviting school students to visit the centre to talk about what school is like 
•Reading stories about school 
•Include school props, such as uniforms, bags, lunches and chalk boards in 
dramatic corner 
•Becoming familiar with the interactive whiteboards 
•Provide loads of reading and writing materials as part of the daily play-based 
program 
•Supporting children to develop their social skills and self help skills 
•Incorporating school-based as part of the early childhood program. e.g. 
practicing with lunch boxes and drink bottles 
•Pooh Bear’s House program relevant to each child’s individual interests and 
abilities.  We will avoid altering the kindergarten environment into a school.  
Our learning experiences need to be implemented in ways that reflect an 
understanding of quality each childhood experience. i.e. learning about 
numbers and letters will occur as part of our regular play and learning 
experience based curriculum according to children’s interests and skills. 
 

Behaviour Guidance: 
 
We believe that children who are engaged and active are less likely to display 
challenging behaviours. Our creative play areas and educational resources have 
been selected to develop and stimulate little minds. This should decrease the 
chances of children becoming bored or frustrated. However, behavioral 
problems and concerns will arise. It is vital we remember each child is a unique 
individual and their behavior is indicative of this, therefore every issue is 
different and will be handled as such. 
 

Guidance Strategies 
•Take account of children's levels of development and understanding and have 
realistic expectations. 
•Do not ignore undesirable behaviour such as physical or verbal aggression or 
discrimination but intervene and let children know it is unacceptable. 
•Explain in developmentally appropriate terms the reasons for rules and limits. 
•Explain to children that their actions have consequences. 
•Work towards building feelings of competence and self-esteem. 
•Highlight, encourage and reinforce positive behaviours. 
•Encourage the child to develop trust and confidence in adults with whom they 
are closely associated. 
 

Every Child 
needs  

To be happy 
To be loved 
To live with 

dignity 
To be 

accepted  
To be 

successful 
To explore 
To create 

and 
learn 

To  enjoy 
friendships 
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Emergency 
 
 
 

 

 
Fire, Gas Leak, Bomb Threat  
Evacuation 
 

 

Emergency Evacuation Procedure 

 

•As soon as an emergency is noticed, the Director (or in their absence the primary 
nominee or nominee) will blow the whistle, advise all staff to start the evacuation 
procedure and inform the staff of the threat and its location in order to 
determine which exit to use.  
•The Director or in their absence the primary nominee or nominee to ring ‘000’ 
•All children are to be taken to the appropriate evacuation area in the case of an 
emergency. Meeting sites will be at the rear of the building in the 3-4 year old 
play area or/ to the front entrance of Maroondah Hwy. (The designated areas will 
depend on the location of the emergency).  
•The qualified staff in each room must promptly assign responsibilities. These 
include; staff members to check all areas of the room. Check bathrooms, cubbies 
and in cots. Staff from each room will collect their attendance room books and 
organise rope for the children to hold. Staff will guide children to hold the 
knotted rope and assist to the emergency evacuation area. One staff member 
needs to be on each rope. **Staff in Kindergarten rooms need two ropes and will 
follow each other in single file. 
•Staff in the babies room will guide older children to the rope. Younger babies will 
be placed in the Evacuation Cot (situated in the doorway, marked with a red 
spotted sticker and marked clearly on the Evacuation Building Plan) 
•The cook on the premises is to proceed to the babies room and assist with the 
evacuation of the babies.  
•Management will check all rooms to ensure they have been evacuated, turn off 
power at the main switchboard (if time permits), close all windows and doors, 
and take the first aid kit and portable phone. Management will collect children 
and staff attendance book from the front foyer. 
•All staff must assemble in the evacuation area and remain there until instructed 
by the fire Brigade/Emergency Services staff or management of Pooh Bear’s 
House.  
•Management will check that all staff are accounted for through staff attendance 
book. Correspond with qualified room staff to ensure all children are accounted 
for. 
•Staff members on duty at the time of the Evacuation are responsible for seating 
the children in groups by rooms and checking that all their children are at the 
designated area by taking a roll call.  
•Any staff or children unaccounted for must be reported immediately to 
management and the emergency services personnel.  
•Once everybody is assembled in the emergency evacuation area staff are not 
permitted to re-enter the centre until the area is declared safe by authorities.  
•Any students or volunteers on the premises must assist room staff with the 
evacuating the children. 

"Grown-ups 
never 

understand 
anything for 

themselves, and 
it is tiresome 
for children to 
be always and 

forever 
explaining 
things to 
them." 
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Health  
and 
Hygiene 
 

 

 

 

 

Washing Hands Policy 
At Pooh Bear’s House we have enforced a hand washing policy due to  the 
extreme sensitivity  some children have when exposed to an allergen. On 
arrival your child will be guided to hand washing facilities to ensure hands 
are cleaned prior to engaging in play with the centre resources.  
As Anaphylaxis is potentially a life-threatening condition we have enforced 
this policy as part of our risk minimisation plan. 
Thank you for your co-operation on this very serious matter.  
 

Administering Medication 
At Pooh Bear’s House, administering medication is considered a high risk 
practice, The Education and Care Services National Regulations 2018, has 
requirements for the authorisation of the administration of medications 
and requires certain matters to be recorded in a medication book, for both 
prescribed and non prescribed medication.  
 

Mandatory Procedures for Administering Medication:  
Only a person with lawful authority in relation to the child, generally the 
parents or guardians, can request or permit the administration of 
medication at the children’s service  
Staff are unable to administer any medication without the written request 
or permission of the parent/guardian, unless it is an emergency, when an 
oral authorisation from the parent/guardian is sufficient  The oral 
authorisation must be followed up with a written authority no more than 
seven days after the medication was administered  
The medication must be administered from its original container, 
displaying the original label and instructions and before the expiry or use 
by date  
All medication must be handed to staff for correct storage. Medication 
must not be left in the child’s bag. Some medication will require 
refrigeration. 
A qualified staff member must administer the medication, a second staff 
member must check the administering of the medication. The second staff 
member will also check the expiry date and instructions for administration 
of the medication. This includes checking that the authorised dosage is 
accurately measured before it is given to the child. The involvement of 
another staff member in the administration of medication aims to ensure 
that the child actually received the correct dosage and correct medicine. 
Written permission must be obtained from the child’s doctor for all on-
going medication and all long-term medication must be reviewed regularly 
by the child’s doctor at a period of time set by the doctor.  
Details about the administration of the medication must be recorded in 
the medication book.  
The service reserves the right to contact a health care professional if staff 
are unsure about administering medication to a child, even if the parent 
has authorised them to do so 

Listen to the 
desires of 

your 
children. 
Encourage 
them and 
then give 
them the 

autonomy to 
make their 
own decision. 

Denis 
Waitley 
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Health Care 
 
For the well being of the children and staff, any child entering the Centre are 
encouraged to actively participate in the daily activities. The staff maintain 
hygienic practices throughout the program. To maintain a healthy 
community in childcare is the responsibility of both parents and staff. 
We follow the guidelines of the Department of Family and Community 
Services document; Staying Healthy in Child Care. As it is a lengthy 
document, the following is an outline of significant aspects. 
Children with infectious illnesses are unable to attend the Centre. The 
following symptoms will alert you to the fact that your child could be 
unwell and unable to attend the Centre: 
• Unusual spots or rashes 
• Unusual behaviours, child is cranky or less active than usual, cries more 
than usual. 
• Feverish appearance. 
• Conjunctivitis (tears, redness of eyelid lining, irritation followed by swelling 
and discharge) 
• Breathing trouble (particularly important in an infant under 6 months old) 
• Mucus discharge from the nose (thick, green or bloody) 
• Diarrhoea 
• Vomiting 
• Loss of appetite 
• Sore throat with trouble swallowing, headache or stiff neck 
• Infected skin patches (crusty or discharging yellow areas of skin) 
• Severe, persistent or prolonged cough 
• Frequent scratching of the scalp or skin 
• Small blisters which can form on the feet, hands or mouth 
• Yellowish skin or whites of eyes 
• Unusually dark, tea coloured urine 
• Grey or very pale faeces 
 
If your child becomes ill whilst at the Centre, we will notify you as soon as 
possible, on the contact number you leave for us. We would like you to 
come as soon as possible after receiving such a call, not only because we are 
not staffed to look after sick children, but also because sick children are less 
likely to be stressed once their parents are with them. 

Your 
children 
need your 
presence 
more than 

your 
presents. 
Jesse 

Jackson 
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Based on the National Health and Medical Research Council (NHMRC) Australian 

Standard Vaccination Schedule. 

There’s 
nothing that 
can help you 
understand 
your beliefs 
more than 
trying to 

explain them 
to an 

inquisitive 
child. 

Immunisation Information: 
Under the 'No Jab, No Play' legislation, before enrolling a child, early childhood 

services must first obtain evidence that the child is:  

• fully immunised for their age OR  

• on a recognised vaccination catch-up program OR 

 • unable to be fully immunised for medical reasons. 

 'Conscientious objection' is not an exemption under the 'No Jab No Play' 

legislation. This legislation came into effect on 1 January 2016. 
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Daily 
Routines 
 
 

 
 
 
Accidents 
If your child is injured or becomes ill during a session, this will be recorded in our 
Accident/Incident /Incident Book.  Parents will be informed of any accident or injury 
when collecting your child, and parents will be asked to sign the book to acknowledge 
that they have been informed. 
All childcare staff have current Level II First Aid qualifications, Emergency Asthma and 
Anaphylaxis training. 
 

 
Smoke Free Environment 
This Centre is a smoke free area. Parents, staff and all other visitors are re-quested to 
refrain from smoking within the indoor OR outdoor play spaces at any time.  Parents are 
requested to advise any emergency contacts who may collect a child of the requirement. 
 

 
Sleep and Rest Time: 
Children need a safe and caring environment in which their needs for sleep, rest and 
comfort are met. At the centre sleep or rest times will be regarded as a positive, pleasant 
experience. Staff will make every effort to provide a relaxing and comfortable sleep 
environment for all children. 
Children will not be forced to sleep at any time. Quiet activities will be made available for 
children to experience whilst other children sleep. 
 
 
 
 

Family Groupings: 
Family grouping refers to the two sessions that occur daily at Pooh Bear’s House, on 
arrival from 6:30am – 8:00am.  At 7:30 am the under 3’s and over 3’s separate to 
maintain educator/child ratios and to adhere to floor space regulations. Children group 
together in mixed ages, chatting, playing and enjoying breakfast and late snack times 
together. 
Family grouping sessions provide a family atmosphere where children socialize with 
children of varied ages or their siblings. 
There are many benefits of family grouping 
Younger children are surrounded with language interactions of various levels, and as a 
result, they often develop language skills more quickly.  
•Children often feel more secure and settled with help from their siblings. 
•Settled children help guide children who are new, and in the process develop their own 
self-esteem and confidence. 
•There are less behavioural issues with mixed age groups. Due to the differing ages, 
children tend to have different play interests, lessening the need to compete for 
equipment  
•Also, children have a tendency to be more nurturing rather than aggressive when older 
children mix with younger children.  In family grouping sessions children learn more 
positive behaviours from a wider age range of children. 
 
 

Parents can 
only give 
good advice 
or put them 
on the right 
paths, but 
the final 

forming of a 
person’s 
character 

lies in their 
own hands. 
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Meals and Snacks 
 
As part of our all-inclusive approach, we will be providing a full range of 
meals, snacks and drinks for your child during their day at the centre. 
 A typical day will include: 
Breakfast ~ Morning tea ~ Lunch ~ Afternoon Tea ~ Late Snack 
We believe that eating healthily is extremely important in the development 
of young children. We recognise that children should be able to enjoy food 
as well as learn good behaviours for the future. We acknowledge that 
sugary foods and drinks, fatty foods or foods containing additives are almost 
unavoidable in the modern diet. However, we have tried our best to plan 
our menus to minimise these influences and encourage enjoyment of a 
wide range of foods, in our balanced menu.  
Meals will be prepared fresh each day in our new purpose-built kitchen. 
Menus for the week will be posted outside the kitchen entrance to the left 
of the doorway. 
Snacks will include foods such as raw vegetables, dried fruit, cheese, toast, 
fresh fruit, milk and water as well as dried biscuits, sandwiches, dips and 
yoghurt.  
Our babies room has its own kitchenette. Staff in the baby’s room will be 
responsible for storing and preparing all formula and expressed milk. 
Mothers will be able to breast feed at the centre during the day if they wish 
to.  
Babies will be encouraged to try different foods, which will be prepared in 
our main kitchen.  
We welcome suggestions from parents on any aspect of the children’s 
meals and snacks. 
We will also be operating a NO NUT policy in this centre and on excursions. 
 

Toilet Training 
Toilet training is a natural part of development and should be a positive 
learning experience. Toilet training is usually initiated at the request of the 
parent/guardian and is carried out with the co-operation of staff, 
parent/caregivers and child. Please talk to the staff about your child’s 
progress and readiness for toilet training. 
Remember: When toilet training ~ please provide lots of changes of 
clothes! 
The Centre has clothing for use in emergencies only. Please wash and return 
these as soon as possible. Please feel free to discuss your child’s individual 
needs with staff. 
Please ensure all items are clearly labeled with child’s name 

You know 
children are 
growing up 
when they 
start asking 
questions that 
have answers. 
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Things to bring to the Centre: 
Changes of clothes in case of accidents. Please make sure these are clearly 
labelled with your child’s name. 
We supply disposable nappies. If you wish to provide your own cloth nappies, 
feel free. We will rinse them out after use and send them back home in a 
plastic bag. 
Comforters or dummies. Please ensure that these are clearly labelled with 
your child’s name. 
We will provide hats in the summer as part of our Sun Smart policy. In Winter 
please provide woollen hat, gloves, scarf and boots. Even if it is cold, we will 
still be going outdoors as we continually encourage our children to explore 
and experiment with our outdoor experiences both in the mornings and 
afternoons.  
We ask you to provide sunscreen if the one we use is not suitable for your 
child.  
Lots of spare clothes if toilet training is in progress. Accidents do tend to 
happen when they are busy enjoying themselves.  

 

War Toy Free Zone 
Pooh Bear’s House is a “War Toy Free Zone” Our program aims to provide 
children with activities that encourage them to think and be creative without 
being aggressive.  

 

Birthday Cake Policy:  
Pooh Bear’s House operates under an approved Food Safety Program which 
helps to ensure the food provided for your child(ren) is safe.  
Due to the many allergens that we have within our service we ask that 
families do not bring cakes from home. Our chefs we bake a cake for your 
child on the day requested by yourself. The cake will cost $6. 
Simply take an envelope and on the front write the following. 
Your child’s name: 
How old they are turning: 
The day you would like it served: 

• And enclose $6 in the envelope and hand to the kitchen staff 
 

Sun Smart: 
Pooh Bear’s House is a Cancer Council accredited ‘Sun Smart’ Centre.  We will 
provide sunhats for your children, as well as sunscreen for the children.  
Sunscreen is applied regularly and liberally to your child whilst outdoors in the 
summer months.  Your child must enter the service fully sunscreened. Our 
staff further support the Cancer Council Sun Smart Program by being good 
role models for the children, and by personally following sensible sun smart 
practices. 
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What to wear to Pooh Bear’s House 
Your child should be dressed casually, comfortably and in easily washable clothes. 
Their clothes should allow them to explore and play freely and not restrict them 
from using equipment while at play. 
Clothes need to be easy for your child to go to the toilet as quickly and as 
independently as possible. Therefore, please avoid braces, buckles, belts and lots 
of buttons. 
For safety reasons, children should not be sent to the centre in clothes with cords 
and strings, as they present a choking hazard. 
Children will be encouraged to use aprons for messy play and art activities to 
protect their clothing, however accidents can still happen, so we recommend that 
you do not send your child to the centre in their best clothes. Footwear should be 
non-slip and have suitable ankle support for active play, such as running and 
climbing. Thongs and backless shoes are not recommended as they may cause 
children to trip and do not allow children to use equipment safely. 
Pooh Bear’s House also encourages the use of footwear that assists the children 
in developing their self help and independence skills 
(i.e. not shoes with laces that children are unable to put on themselves). 
Pooh Bear’s House is a Sun Smart centre and encourages sun safe practices. We 
hope our parents will think about sun safety practices when dressing their 
children in the morning.  
As recommended by the Cancer Council, for maximum protection, children’s 
clothing should be: 
• Loose fitting 
• Shirts, blouses and t-shirts that have collars or crew necks, and long sleeves 
• Long shorts, skirts and dresses that come toward the knee or longer 
• Clothing with tightly woven fabrics 
Please note: Midriff, crop or singlet tops and dresses are not suitable at any time. 
Please ensure that you have a jumper or another layer of clothing in your child’s 
bag should there be a change in the weather. 
Please also ensure that the spare clothes you send with your child are appropriate 
for the season. We have a supply of clothes on the premises for emergencies, and 
if used, we ask that they are washed and returned promptly. 
 
PLEASE ENSURE ALL CLOTHING AND SHOES ARE CLEARLY LABELLED WITH YOUR 
CHILD’S NAME. 
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Infectious Diseases Exclusions Table 
 

The following table indicates the maximum period of exclusion from schools and children’s 

service centres required for infectious diseases cases and contacts as prescribed under 

Regulations 13 and 14 of the Health (Infectious Diseases) Regulations 2001 – Schedule 6.  In 

this Schedule “medical certificate” means a certificate of a registered medical practitioner 

 

 

Conditions  Exclusion of cases  Exclusion of contacts  

Amoebiasis (Entamoeba histolytica)  Exclude until diarrhoea has ceased  Not excluded  

Campylobacter  Exclude until diarrhoea has ceased  Not excluded  

Chicken pox  Exclude until fully recovered or for at 

least 5 days after the eruption first 

appears. Note that some remaining 

scabs are not a reason for continued 

exclusion  

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  

Diarrhoea  Exclude until diarrhoea has ceased or 

until medical certificate of recovery is 

produced  

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 

the Secretary  

Haemophilus type b (Hib)  Exclude until medical certificate of 

recovery is received  

Not excluded  

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

Hepatitis A  Exclude until a medical certificate of 

recovery is received, but not before 7 

days after the onset of jaundice or 

illness  

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  

Human immuno-deficiency virus 

infection (HIV/AIDS)  

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  Exclude until well  Not excluded unless considered 

necessary by the Secretary  

Leprosy  Exclude until approval to return has 

been given by the Secretary  

Not excluded  
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Conditions  Exclusion of cases  Exclusion of 
contacts  

Measles  Exclude for at least 4 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 (bacteria)  Exclude until well  Not excluded  

Meningococcal infection  Exclude until adequate carrier 

eradication therapy has been 

completed  

Not excluded if receiving carrier 

eradication therapy  

Mumps  Exclude for 9 days or until swelling 

goes down (whichever is sooner)  

Not excluded  

Poliomyelitis  Exclude for at least 14 days from 

onset. Re-admit after receiving 

medical certificate of recovery  

Not excluded  

Ringworm, scabies, pediculosis (head 

lice)  

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  

Severe Acute Respiratory Syndrome 

(SARS)  

Exclude until medical certificate of 

recovery is produced  

Not excluded unless considered 

necessary by the Secretary  

Streptococcal infection (including 

scarlet fever)  

Exclude until the child has received 

antibiotic treatment for at least 24 

hours and the child feels well  

Not excluded  

Trachoma  Re-admit the day after appropriate 

treatment has commenced  

Not excluded  

Tuberculosis  Exclude until receipt of a medical 

certificate from the treating physician 

stating that the child is not considered 

to be infectious  

Not excluded  

Typhoid fever (including paratyphoid 

fever)  

Exclude until approval to return has 

been given by the Secretary  

Not excluded unless considered 

necessary by the Secretary  

Verotoxin producing Escherichia coli 

(VTEC)  

Exclude if required by the Secretary 

and only for the period specified by 

the Secretary  

Not excluded  

Whooping cough  Exclude the child for 5 days after 

starting antibiotic treatment  

Exclude unimmunised household 

contacts aged less than 7 years 

and close childcare contacts for 

14 days after the last exposure to 

infection or until they have taken 

5 days of a 10 day course of 

antibiotics  

Worms (Intestinal)  Exclude if diarrhoea present  Not excluded  

Exclusion of cases and contacts is NOT required for Cytomegalovirus Infection, Glandular 

fever (mononucleosis), Hepatitis B or C, Hookworm, Cytomegalovirus Infection, Molluscum 

contagiosum, or, Parvovirus (erythema infectiosum fifth disease). 

 

 


