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Acknowledgment of Country 

 

YWCA Canberra proudly recognises the rights of Aboriginal and Torres Strait Islander peoples  

to own and control their cultures and pays our respect to these rights. YWCA Canberra acknowledges the 

need to respect and encourage the diversity of Indigenous cultures and  

to respect Indigenous worldviews, lifestyles, and customary laws. We extend our respect to the Aboriginal 

and Torres Strait Islander women who for thousands of years have preserved the culture and practices of 

their communities on country. This land was never surrendered,  

and we acknowledge that it always was and will continue to always be Aboriginal land. 
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YWCA Canberra Children Services Family Handbook 

Welcome to YWCA Canberra's Children Services Family Handbook. This handbook provides important information to 
ensure the best possible start to quality education and care for your family. 

About the YWCA Canberra 

YWCA Canberra is a feminist not-for-profit organisation that has provided community services and represented 
women’s issues in Canberra since 1929. We provide essential, quality services for women, girls, and families in the 
ACT and surrounding regions. We work in the areas of children’s services, community development, homelessness 
and affordable housing, domestic and family violence, youth services, personal and professional training, women’s 
leadership, and advocacy.  

Children Services Management Structure 

Approved Provider & Executive Director of Children’s Services 

Director of Early Education and Care Director of School Age Care 

Quality and Compliance Manager Quality and Compliance Manager 

Quality Support Officers 
 
The Children’s Support Unit is a specialised team that works alongside our Program Managers, educators, children, 
families and local communities to enhance children’s experiences while attending a YWCA Canberra program. The 
Children’s Support Unit purpose is to strengthen safety and inclusion, and to ensure every child has access to a 
quality program that supports their wellbeing, ultimately supporting children to learn, grow, and develop to their full 
potential. 

Contact Information for the YWCA Canberra 

Phone 02 6185 2000 

Email canberra@ywca-canberra.org.au 

Website https://ywca-canberra.org.au 
 

Welcome to Service  
At YWCA Canberra, we are committed to working closely with families and our community to support the safety, 
learning, and well-being of every child in our programs. We strive to create a welcoming and inclusive environment 
where children feel safe, supported, and able to thrive. 

We believe strong partnerships and open communication with families are key to providing the best care possible. 

Our dedicated educators are passionate about creating meaningful learning experiences that respect the unique 
needs of each child. Safety and well-being are at the heart of everything we do, and we want every child to feel 
valued and respected. Together with families, we aim to nurture confident, capable young people who can reach 
their full potential and contribute positively to their communities. 
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Our Child Safe Commitment has been developed collaboratively by our educators, children and the children’s 
support unit, and outlines how we will uphold a safe, respectful and inclusive environment for every child in our 
care. This statement reflects our shared commitment to implementing our safeguarding framework and consistently 
making decisions that prioritise the best interests, safety and wellbeing of every child. 

 

The safeguarding coordinator works closely with the Executive Directors of YWCA Canberra to embed strong 
safeguarding practices across all services. This role ensures our framework is relevant and focuses on what is in the 
best interests of vulnerable children and young people. An important part of their role is to build understanding and 
capacity in what safeguarding looks like in practice for all our employees, making our safeguarding framework 
meaningful and actionable in daily work. 
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Enrolment Information 

Prior to your child commencing at our service, you’ll be required to complete an enrolment form on our Xplor 
platform, provide documentation, and pay the bond. A link to the platform will be provided on enrolment. 

We will require a copy of your child’s birth certificate or identity documents, and immunisation history statement 
from the Australian Immunisation Register. This must show that your child is up to date with vaccinations for their 
age. Please note that the names written on the enrolment form must match the names on your child’s birth 
certificate to meet legal requirements.  

Waiting list 

Permanent waiting list:  
If you would like to increase your child’s permanent sessions but there are no permanent vacancies, your child/ren 
will be placed on a waiting list until a position becomes available.  

YWCA Canberra aims to assist families who are most in need and may prioritise filling vacancies with children who 
are: 

- At risk of serious abuse or neglect. 
- Dependant on the lease requirements of certain services. 
- Dependant on the service waiting list priority of access  

(this only applies to services Currawong and Winyu) 

Casual Bookings 
Casual bookings are one-off bookings that: 

- Can be booked at the last minute, if there are vacancies. If there is no vacancy, we will put your child on a 
casual waiting list and will contact you if a vacancy becomes available 

- Can be booked no longer than 2 weeks in advance out to ensure a casual spot will be available. 
- Can be cancelled at no cost, provided a 24-hour notice via email is given. 

Orientation - Preparing for your child’s first day in Early Education and Care 
 
Orientation is an important first step for your child and family to connect to our early learning services. We 
encourage each child to attend the service with a family member before their first day.  This allows you and your 
child to gain an understanding of our program, the layout of the room, where to put your child’s belongings, provide 
educators with additional information about your child, and how we can best support their transition and settling-in 
period. The program manager will contact you to arrange a suitable time for visits. 

Family Law and Access 
 
YWCA Canberra will uphold any responsibilities or obligations in relation to Family Law and access to the service. We 
require copies of any court order, parenting orders, or parenting plans relating to your child and request that, if 
situations change, a copy of the Court Order is to be provided. We will only allow children to leave our care with the 
written permission of the custodial parent/guardian.  
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Child Care Subsidy (CCS) and Complied Written Agreement (CWA) 

Child Care Subsidy assists families with the cost of childcare aged 0-12 years. Families who wish to receive Child Care 
Subsidy as reduced fees must apply through the myGov website.  Family will enter into a Complying Written 
Agreement (CWA) with the service and approve this through their myGov account.  Child Care Subsidy is paid directly 
to YWCA Canberra and to be passed on to families as a fee reduction. Families will contribute to their childcare fees 
and pay the difference between the fee charged by YWCA Canberra and the subsidy amount received. This is called 
the ‘gap fee’. On enrolment, we will need the Customer Reference Number (CRN) of the person linked with the child, 
along with the child’s CRN, so we can confirm the attendance and ensure that you are receiving the appropriate 
subsidy.  

Payment Methods 

Parents and guardians are required to complete a Direct Debit form upon enrolment. Fees will be deducted weekly 
or fortnightly, depending on the family's preference. Families do have the option of the 'paynow' function that they 
can manage through the Xplor app. This allows the parent to have more control over payments. Please note that 
additional charges for cards will apply and any failed payments will incur a direct debit dishonour fee. 

Statement of Fees 

Our Xplor application provides the ability to view your statement of account on a regular basis. Please check these 
statements to ensure all details are correct and accurate. If there is any discrepancy, please contact the Child Care 
Accounts team as soon as possible.   

Financial Support 

If you are experiencing financial hardship, please speak to the Childcare Accounts team. Additional Child Care 
Subsidies (ACCS) may be available to support your family. We may be able to organise a payment plan before your 
fees go into arrears. If fees are outstanding after three weeks, the Childcare Account team will pause your enrolment 
while we discuss a payment plan.    

Arrival and Departure 

Each day, you must sign your child in upon arrival and sign out upon departure through the Xplor kiosk. We are 
required by legislation to always maintain our attendance record. This record may be used in the event of an 
emergency. 

Our staff have a duty of care and will only allow your child or young person to be released into the care of either a 
parent, guardian, or an authorised nominee as listed on your child’s enrolment record. If your child needs to be 
collected by another person for whatever reason, an email must be provided in writing to the Service Manager from 
your registered details. Our staff will request to view photo identification of the adult collecting your child from care 
to confirm their identity.   

Absences 

We encourage families to notify their Early Learning Service or School Age Care Centre as soon as possible if your 
child will be absent for any day or session you have booked. It is recommended that absences are notified to the 
service directly via Xplor, or via email to the Childcare Accounts team. 

https://my.gov.au/LoginServices/main/login?execution=e2s1
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Child Care Subsidy will be paid for any absence from an approved early education service your child attends for up to 
42 days per child per financial year. Full fees are payable for absences after the initial 42 days. Additional absences 
beyond 42 days may be approved for specific reasons with supporting documentation. Please talk to the Childcare 
Accounts team about additional absences.    

Public holidays will be counted as an absence if your child would normally have attended our services on that 
weekday, and fees have been charged for that day for your child.  

If your child has not attended our Service for 14 continuous weeks, your child’s enrolment will be cancelled, and 
Centrelink will stop paying your CCS subsidy. 

Service Closing Time and Late Collection Fees 

Our services close promptly at the advertised finishing time. Under national regulations and licensing requirements, 
children cannot remain in care after closing. Families who arrive late will incur a late fee. 

The late fee is $30 for the first 15 minutes, plus $2 for every 5 minutes thereafter. This fee is charged directly to your 
account. The policy is strictly enforced, as at least two educators must remain on site until all children are collected. 

If a child has not been collected within one hour of closing, and we are unable to reach a parent or an emergency 
contact, we may be required to contact the police or other relevant authorities to ensure the child’s safety. 

Ceasing Enrolment or Changing your Booking 

We require 1 week’s written notice to reduce enrolment days for your child or young person from any permanent 
booking. We require 2 weeks' written notice for full cancellation of enrolment. Please contact the Childcare Account 
team or speak with your Service Manager for the steps required.  

Please note: For the final day of attendance at the service, Child Care Subsidy (CCS) can only be claimed if the child 
physically attends the last day.  This requires a parent or authorised person to sign the child in and out using the 
Xplor platform.  In limited circumstances, CCS may still be paid for the last day of attendance if there is an approved 
reason. 

Communication 

We value strong partnerships with every family and encourage open communication with our educators. While 
many conversations happen naturally at drop‑off and pick‑up times, we also understand that families have different 
preferences for staying in touch. To support this, we offer a variety of communication methods, which are outlined 
below. 

Newsletters and Service Memos Phone Calls and Emails Face to Face Meetings 

Pop up Messages on Xplor  Instagram and Facebook Xplor (Home App) 
To ensure that we are providing a clear communication channel, please see a list of suggestions to assist you with 
speaking with the appropriate person within our organisation: 

A service-related topic (child-
centred) : Service Manager  

An account-related query  Childcare Accounts team: 
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Phone: 02 6185 2040 
Email: childcareaccounts@ywca-canberra.org.au 

A grievance or concern that needs 
escalating  

Phone: 02 6185 2000 
Email:  canberra@ywca-canberra.org.au 
Request to speak with either the Director of Early Education and Care or 
School Age Care 

 
Service Policies and Procedures 

A copy of our policies and procedures is available at the service and can also be provided on request.  

We expect all staff and families to follow our policies and procedures to ensure we remain compliant with the 
National Law and National Regulations. Educators are not able to make individual exceptions unless approved by the 
nominated supervisor or management, and only in serious or unusual circumstances. 

Our policies are regularly reviewed, and we welcome input from families and staff to ensure they reflect the needs 
of our community while meeting all regulatory requirements. Your feedback helps us improve our service and may 
result in policy updates. Visit Children Services Polices – YWCA Canberra Children's Service to see any YWCA 
Canberra polices.   
 

Learning through Play 

National Quality Framework  

All our YWCA Canberra services comply with the Australian Government’s National Quality Framework (NQF) which 
consists of the legislative framework of the Education and Care Services National Law and National Regulations, the 
National Quality Standard, and a rigorous assessment and rating system. We regularly self-assess our practices 
against the National Quality Standard and strive for continuous improvement through our Quality Improvement Plan 
(QIP). The QIP helps us reflect on the strengths of our service and set goals for ongoing improvement. Families are 
welcome to provide feedback and suggestions for improvement.  

Our educators use the Early Years Learning Framework (EYLF) or My Time Our Place (MTOP) to inform educational 
programs and practices that emphasis learning through play. Both frameworks support the empowerment of 
children to have agency over decisions that impact their environment. This is supported by educators extending their 
learning through open-ended questions, research, and a hands-on approach to identify solutions. The program is 
designed to create inclusive environments where children feel safe, supported, and empowered to participate 
meaningfully in their world, aligning with national outcomes for quality education and care. 

Documentation of Learning in Early Education and Care 

Educators observe children and facilitate their learning to provide each child with a personal, confidential digital 
portfolio on Xplor by documenting their learning throughout the year. All YWCA Canberra services use a variety of 
documentation to demonstrate learning, which may include: 

The child's profile  Goals from the families/educators Observation, learning stories 
Work samples and drawings Summative Assessments/ 

Transition statements  
Photos and short videos recordings  

mailto:canberra@ywca-canberra.org.au
https://childrens-services.ywca-canberra.org.au/children-services-polices/
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Mind maps Scrap books capturing children's voices  Displays of artwork 
 
The individual child’s portfolio is maintained and used as a direct tool for evaluation and future planning within the 
classroom program and individually.   

The Health, Safety and Wellbeing of your child 

Safeguarding Practices  

At YWCA Canberra, safeguarding is at the heart of our organisational culture. We are committed to creating safe, 

inclusive environments where children feel protected and empowered to speak up. This commitment is embedded 

in leadership through to every educator.  

YWCA Canberra has robust safeguarding principles that support the day to day operations of the service to keep 

children safe while in our care: 

We don’t use agency staff   
YWCA Canberra does not employ agency staff in our Early Childhood Services or School Age Care programs. Our 

team consists of dedicated employees who are deeply committed to the children and families we serve.   

Personal Devices Ban  
YWCA Canberra has enforced a strict ban on personal phones and devices across all our early learning sites. All 

devices onsite are owned and operated by YWCA Canberra for work purposes only.  There are some circumstances 

where there is an exception to this policy, however, written authorisation is required.   

 

We have robust recruitment and onboarding procedures  
YWCA Canberra implements a rigorous child safe recruitment and onboarding process that prioritises child safety 

and staff quality. Our selection processes are robust and merit-based, with all applicants participating in panel 

interviews to ensure fairness, transparency and a thorough assessment of their suitability for working with children. 

Prior to commencement, all new employees undergo extensive screening including a minimum of two professional 

reference checks, a National Police Check, and must hold a valid Working with Vulnerable People (WWVP) or a 

Working with Children Check (WWCC) registration before being cleared to commence in their role. 

 

All staff complete a thorough induction, which includes compulsory training in mandatory reporting, reportable 

conduct and induction to our Child Protection Policy and Child Protection Code of Conduct. These procedures reflect 

our unwavering commitment to maintaining a highly qualified, trustworthy, and child-safe workforce.  

 

Risk Assessments 
We create individual risk assessments on the service as a whole, this includes in the classroom and outdoor 

environments. These risk assessments provide opportunities for educators to understand what risks there may be 
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and what measures the service has put in place to reduce the risk.  These risk assessments are reviewed annually or 

where appropriate based on feedback from all stakeholders.   

 

Registered Training Organisation 
YWCA Canberra operates an accredited in-house training organisation, delivering high-quality training for the 

CHC30121 Certificate III in Early Childhood Education and Care and the CHC50121 Diploma of Early Childhood 

Education and Care. This approach ensures robust quality assurance and forms a key component of our 

comprehensive child safeguarding strategy.  

 

Professional Development 
We provide ongoing training and professional development, implementing contemporary practice to advance the 
safety and rights of children and prevent, recognise and respond in preventing children’s exposure to and 
involvement in abusive behaviours and environments.  
 
Engagement with Regulatory Frameworks 
We work proactively and transparently with all regulating bodies and child safe legislation and embed Child Safe 
standards into every practice to ensure the safety and ongoing wellbeing of children and young people in our care.  

Empowering Children 
We provide ongoing opportunities for children to be part of the decision making that impacts their environment and 
the world around them.  This could be in the form of small group times, through planned curriculum activities and 
engaging in the local community.   

All of our YWCA Canberra Education and Care services are a tobacco (including vapes and e-cigarettes), drug, and 
alcohol-free environment in accordance with Education and Care National Law and Regulations. Smoking and vaping 
is not permitted in or in surrounding areas of the Service by educators, staff, parents, or visitors. 

Our policies and procedures are robust and are informed by educators and family feedback. This is important to 
ensure the polices are user friendly and meets the needs of the service.   

Our Educators 

Our services are supported by dedicated, highly qualified educators who are passionate about early childhood 
education and care. They uphold children’s rights, prioritise safety and wellbeing, and respect the diverse 
backgrounds, cultures, and needs of every child and family. 

We are committed to creating environments where children feel safe, included, and empowered to participate fully. 
Our educators consistently demonstrate professionalism, genuine care, and a deep commitment to nurturing each 
child’s growth and development. 

YWCA Canberra also values the important role of male educators in supporting children’s learning and wellbeing, 
and we actively promote diversity, inclusion, and cultural safety across all areas of our services. 

 

 

https://ywca-canberra.org.au/education-training/certificate-iii-in-early-childhood-education-and-care/
https://ywca-canberra.org.au/education-training/diploma-of-early-childhood-education-and-care/
https://ywca-canberra.org.au/education-training/diploma-of-early-childhood-education-and-care/
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Educator-to-Child Ratios   

YWCA Canberra comply with the National Regulations for educator-to-child ratios across our services to ensure 
adequate supervision is provided for all children.  

AGE OF CHILDREN EDUCATOR TO CHILD RATIOS: 
Birth to 24 months 1:4 (ACT/NSW) 
Over 24 months and less than 36 months 1:5 (ACT/NSW) 
36 months up to and including preschool age 1:11 (ACT specific) 1:10- (NSW specific) 

 

Photographs, Social Media and Digital Technology  

Our Service has adopted the National Model Code and Guidelines for taking images or videos of children and ensures 
that only YWCA Canberra issued approved devices are used to take images or videos of children. We have strict 
protocols for the appropriate storage of images and video.   

As part of the enrolment process, we will ask for your permission to take photographs and video of your child during 
normal activities and excursions for sharing with our parent community through social media and/or to promote the 
benefits of early childhood education to the community through marketing and promotional materials.  

We ask families to follow the National Model Code by not taking photos or recording videos of children while at any 
of our education and care services. This is an important safeguarding measure, as some children in our care are 
protected by court orders. 

To respect the privacy of all families and staff, our educators cannot share information about other children, 
families, or colleagues. In addition, staff are encouraged not to connect with families via personal social media. 

Excursions/Regular Outings 

Excursions are a valuable part of children’s learning, offering new experiences and opportunities to explore the 
world around them. For every excursion or regular outing in the community, we complete a comprehensive risk 
assessment to identify and minimise potential risks.   

Families will receive information about each excursion in advance, and written authorisation is required for children 
to attend. Consent for regular outings is obtained once every 12 months or when the details of the outing change. 
 

Medical Conditions, Allergies, Anaphylaxis, Asthma, Diabetes, or Epilepsy 

It is vital that we are aware of any medical condition, including diabetes, epilepsy, allergies, eczema, asthma, risks of 
anaphylaxis for your child, including any potential triggers. Families are required to indicate any allergy or asthma on 
the enrolment form.  

Our Service requires a Medical Management Plan or ASCIA Asthma/Anaphylaxis Action Plan to be completed by your 
General Practitioner to assist in managing your child’s needs. This needs to be provided prior to your child’s 
commencement at the service. In consultation with the Service Manager, you will be asked to develop a Risk 
Minimisation and Communication Plan to assist our educators and staff. Any prescribed medication that your child 
may require must be provided each day they attend. 

https://www.acecqa.gov.au/latest-news/National-Model-Code-Taking-images-in-early-childhood-education-and-care
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To ensure the safety and well-being of your child, please update your child’s Medical Management Plan/ Action Plan 
every 12 to 18 months or whenever a change in their medication or treatment occurs. (Australasian Society of 
Clinical Immunology and Allergy) (ASCIA).  

Inclusion of Children 

We provide a supportive and inclusive environment that allows each child to fully participate in quality education 
and care. We aim to develop and sustain supportive relationships with families and encourage discussions about 
how we can support your child to have equitable access to resources and participation. If your child has a National 
Disability Insurance Scheme (NDIS) package, we may need your consent to contact services and/or therapists who 
are working with your child to seek information regarding their learning plan to support continuity of learning. YWCA 
Canberra may be able to apply for additional support through the Inclusion Support Program (ISP) to assist your 
child’s experience at service.  

Behaviour Guidance 
 
We encourage children and young people to engage in cooperative and pro-social behaviour. We give the child or 
young person the opportunity to self-regulate their behaviours during play to develop their confidence and self-
esteem. Educators follow a Behaviour Guidance and Support Policy that extends across the whole Service, giving 
consistency of expectation in all services. We use a positive approach to guiding children’s and young people's 
behaviour to help them develop a respect for others, for property, and respect for self. If you require further 
information on this policy, please ask educators and refer to the YWCA Canberra Policy manual. 

Rest and Sleep for Early Education and Care 

Rest and sleep routines vary according to individual needs, while we adhere to SIDS recommendations. We aim to 
make rest time a relaxed, pleasant time for all children. We provide cots and beds for children and play soft music in 
the background. Please feel free to discuss your child’s rest or sleep needs with educators. Each day, we provide 
information about the times your child rested or slept. Quiet activities, such as puzzles and books, are available for 
those children who do not sleep.  

Sun Safety  

We follow the National SunSmart Early Childhood Program to protect children’s health and safety. Outdoor activities 
are planned with sun protection in mind, and we use a combination of measures whenever the UV Index is 3 or 
higher. Our outdoor spaces provide shaded areas, and we conduct regular checks to keep play environments safe. 

Children and educators are required to wear hats and sun-safe clothing, including appropriate footwear, during 
outdoor play. Educators model and encourage sun-safe behaviour and help children apply broad-spectrum, water-
resistant sunscreen (SPF 30+ or higher) as recommended. 

We ask families to apply sunscreen before arrival so children can begin outdoor play straight away. Consent for 
sunscreen use is included in the enrolment form. 
 

Partnerships with Families 

Code of Conduct 

https://www.education.gov.au/inclusion-support-program-isp
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YWCA Canberra Code of Conduct establishes the standards for all employees of our services and locations. 
Employees are committed to adhering to the ethical responsibilities of early childhood professionals outlined in Early 
Childhood Australia’s Code of Ethics and the UN Rights of a Child. The values that underpin our work ethic include 
Equality, Respect, Integrity, and Responsibility.   

Family Participation and Feedback 

Our YWCA Canberra services have an Open-Door Policy and we actively seek and encourage families to be involved. 
This can range from evaluating and adding input to your child’s program and observations, volunteering sharing skills 
and experiences that the children and the program could benefit from and providing feedback.  

We value family involvement and understand that the level of participation will vary depending on your availability. 
You are welcome to choose the communication approach that works best for you, whether that’s through daily 
conversations, email, newsletters, the Xplor app, or scheduled meetings with your child’s educator at a convenient 
time. 

If you ever have questions or concerns about our service or your child’s experience, please refer to our Complaints 
and Grievance Policy, which ensures transparent and fair processes for everyone in our community.  

We also ask families to read and follow our Family and Community Code of Conduct while engaging with our services, 
to help us maintain a respectful and supportive environment for all. 

Health 

Health and Hygiene 

All YWCA Canberra services have effective and systematic risk management systems in place to identify any possible 
risk of hazards to our learning environment and practices.  We strictly adhere to Public Health Orders and 
recommendations to reduce the risk of transmission of viruses and illness.  

All staff diligently practice and model personal hygiene measures such as hand washing, cough and sneeze etiquette, 
and disposal of tissues. We request that all children and visitors to our service wash their hands or use the alcohol-
based hand sanitiser upon arrival. Our educators teach and model correct hand washing techniques to children and 
regularly clean and disinfect high-touch objects throughout the service to reduce the spread of infection. 

 

When should I not send my child in? 

Please monitor your child’s health and do not bring them to the service if they are unwell or showing signs of an 
infectious disease. To minimise the spread of illness and maintain a healthy environment, we follow the National 
Health and Medical Research Council (NHMRC) – Staying Healthy in Childcare guidelines. Our Injury, Incident, 
Trauma and Illness Policy and Infectious Diseases Policy are available for families to view at any time. 

We are not equipped to care for sick children. However, if a child becomes unwell while at the service, educators will 
provide comfort and contact you (or your authorised nominee) to collect them within one hour. If you are 
unavailable, we will contact your child’s emergency contact. When collected, families will be provided with a 
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completed Illness Record outlining symptoms, actions taken, and required follow‑up. Families will be asked to sign 
and acknowledge this record. 

For the health and safety of all children: 

• Children who have taken paracetamol for a temperature in the past 24 hours are encouraged not attend. 
• Children who have started antibiotics must stay home for the first 24 hours. 
• Children who have had vomiting or diarrhoea must remain home for at least 48 hours after the last episode. 
• A medical clearance certificate may be required for certain illnesses before your child can return. 

Immunisation 

The Public Health Act 2010 requires all families to provide an Immunisation History Statement from the Australian 
Immunisation Register (AIR) for their child prior to enrolment in an early childhood education and care service. The 
immunisation history statement must show that each enrolled child is up to date with immunisations for their age. 
The relevant vaccinations are those under the National Immunisation Program (NIP), which covers the vaccines 
usually administered before age five. These vaccinations must be recorded on the Australian Immunisation Register 
(AIR).  

Parent/Guardian must provide an AIR Immunisation History Form or an AIR Immunisation Medical Exemption Form 
upon enrolment. In the case of an outbreak of any vaccine-preventable disease, management will contact families as 
soon as possible. We ask that families immediately inform their ECEC or SAC service immediately if someone in their 
family is diagnosed with an infectious disease to help minimise the risk to other children, families, and educators. 

We are legally required to notify the Public Health Unit of any cases of vaccine-preventable diseases occurring at our 
Service.  For an up-to-date immunisation schedule, please refer to your enrolment pack.  

Infectious Diseases 

The National Health and Medical Research Council has supplied the following information regarding the minimum 
exclusion period for children from an early childhood education and care service. Please inform staff if your child has 
any of the following so that we can notify the Public Health Unit and other families of any infectious disease/illness. 
Confidentiality is always maintained. 

Exclusion for common or concerning conditions (Australian Government, National Health and Medical Research 
Council, Staying Healthy 6th Edition 2024) 

 

CONDITION EXCLUSION 

Chicken pox 
Exclude until all blisters have dried – this is usually at least 5 days after the rash first 
appeared in non-immunised children, and less in vaccinated children. 
See the guidelines for contact exclusions  

Conjunctivitis or Eye 
Discharge 

Exclude until discharge from the eyes has stopped (unless a doctor has diagnosed non-
infectious conjunctivitis) 

Ear infection Not excluded unless they also have concerning symptoms (fever, rash, tiredness, pain, 
poor feeding) 

Fever Exclude until the temperature remains normal, unless the fever has a known non-
infectious cause.  

https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
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If the child has gone home from the Service with a fever but their temperature is normal 
the next morning, they can return to the service.  
If the child wakes in the morning with a fever, they should stay home until their 
temperature remains normal If a doctor later diagnoses the cause of the child’s fever, 
follow the exclusion guidance for that disease. 

Gastroenteritis (‘gastro’) 
Campylobacter infection  
Cryptosporidiosis  
Giardia infection (giardiasis)  
Rotavirus infection  
Salmonella infection 
(salmonellosis)  
Shigella infection 
(shigellosis) 

Exclude until there has not been any diarrhoea or vomiting for at least 24 hours  
Check if your state or territory has different requirements for gastroenteritis 

Norovirus infection Exclude until there has not been any diarrhoea or vomiting for at least 48 hours 
Hand, foot, and mouth 
disease Exclude until all blisters have dried 

Head lice 
Not excluded, as long as effective treatment begins before the next attendance at the 
service.  
The child does not need to be sent home immediately if head lice are detected 

Hib (Haemophilus influenza 
type b) Exclude until the person has received treatment for at least 4 days 

Measles Exclude for at least 4 days after the rash appeared.  
See the guidelines for contact exclusions 

Meningitis (viral) Exclude until person is well  
Meningococcal infection Exclude until the person has completed antibiotic treatment 
Mumps Exclude for at least 9 days or until swelling goes down (whichever is sooner) 

Pneumococcal disease Exclude until person has received antibiotic treatment for at least 24 hours and feels 
well 

Rash Not excluded unless combined with other concerning symptoms (fever, tiredness, pain, 
poor feeding) 

 
If your child is unimmunised according to our records, then they will be excluded until the threat has passed and upon 
advice of the Public Health Unit. 

Medication 

If your child requires medication whilst at their service, you must complete an Administration of Medication Record 
to give your consent for an educator to administer prescribed medication to your child. Medication must be given 
directly to an educator for appropriate safe storage.  

Educators can only administer medication that is: 

- Prescribed by a registered medical practitioner (with instructions attached to the medication or in written 
form from the medical practitioner). 

- In its original packaging and have the original label clearly showing your child’s name. 
- Before the expiry/use by date. 

Any prescribed medication, such as asthma inhalers, adrenaline auto‑injectors (EpiPens), or insulin — must be 
provided to the service each day or kept in adequate supply at the service at all times. 
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Upon collection of your child at the end of the day, you or an authorised person will be requested to sign the 
Administration of Medication Form.  

Incidents, Injury, or Trauma  

While we work hard to minimise risks, we recognise that accidents can sometimes occur during play and exploration.  
We have a nominated First Aid Officer rostered during the services opening hours. First Aid kits are readily available 
throughout the service. 

In the event of a minor injury, first aid will be provided as required. An Incident, Injury, Trauma, and Illness Record 
will be completed, and when you collect your child, you will be notified about the injury and asked to acknowledge 
and sign the record. It is our policy that if your child injures their head, even if it is a small bump, you will be 
contacted to advise you of the injury. Our educators will continue to monitor your child closely and advise if you 
should come and collect them. 

If an injury or incident is serious and we believe urgent medical attention is required, the Service Manager will 
contact you immediately. If we cannot contact a parent or guardian, we will attempt to contact an authorised 
nominee for consent. Where you or your authorised nominee cannot be contacted, we may call an ambulance. If 
you are unable to meet the ambulance at the service, we will send one of our educators/staff members to 
accompany your child in the ambulance.  Please note that Ambulance cover is the responsibility of each family. 

An Incident, Injury, Trauma, and Illness Record will be completed, and a parent will be required to acknowledge and 
sign this record. A copy of any documentation from the hospital or treating doctor will also be requested. YWCA 
Canberra service will also be required to notify the Regulatory Authority in the event of any serious incident or 
injury. In these circumstances, you may be contacted by our Approved Provider and the Regulatory Authority to 
follow up on the incident and actions taken by the service. 
Emergency and Evacuation Procedures 
 
Our service conducts emergency drills to ensure children know what to do in the event of an emergency, we carry 
out evacuations and emergency drills at different times of the day and week.   

These drills are organised, age‑appropriate, and may include scenarios such as fire (including bushfire), lockdown, or 
flood. 

At YWCA Canberra, we exceed national requirements by conducting: 

• Early Learning Services: monthly drills, alternating the type of emergency each time. 
• School Age Care Programs: one drill each school term for both the before and after school session and one 

drill in SHP. 

Drop off and pick up time. 

Early childhood education and care services are busy places, especially during the morning drop-off and afternoon 
pickup. We ask that parents be extremely mindful of danger when arriving and departing. 

- Please always hold your child’s hand in the car park area. 
- Be alert to reversing drivers in the car park, as it is very difficult to see small children. 
- Use the kerbside, rear passenger door when getting your child into and out of their restraint.  
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- Never leave a child or infant in the car unattended. 
- Never leave the front entry door/gate open.  
- Always do a visual check around your vehicle before driving. 
- Please ensure children do not enter areas in the service that are for adults/staff only. 

Workplace Health and Safety 

We are committed to providing a safe and healthy environment for all employees, volunteers, children, families, and 
visitors. Everyone attending our services is expected to follow our Workplace Health and Safety policies to help 
minimise risks and prevent serious injury. 

Educators’ complete daily safety checks of both indoor and outdoor environments each morning. Any potential risks 
are reported immediately so they can be addressed before children use the space or equipment. Service managers 
attend regular YWCA Canberra WHS meetings to ensure our services remain safe, responsive, and proactive. 

Privacy and Confidentiality  

We are committed to protecting the privacy and confidentiality of children, individuals, and families and have 
policies in place to ensure strict confidentiality is maintained.  

To plan programs for your child/ren, we need to collect information from you. This information helps us to assess 
and plan programs in partnership with you. We do not disclose personal information about you or your child to 
other people or organisations without your consent unless we are required to do so by law.  

Our Privacy and Confidentiality Policy is available to view at any time. This policy sets out how we ensure YWCA 
Canberra acts in accordance with the requirements of the Australian Privacy Principles and the Privacy Act 1988. We 
ensure all personal information is protected, records and documents are maintained and stored in accordance with 
Education and Care Services National Regulations, and that all staff understand the requirements of the Notifiable 
Data Breaches (NDB) scheme. Any Privacy complaints will be managed promptly by the organisation's Quality and 
Risk Manager.     

YWCA Canberra services are required to keep and maintain detailed records about children, parents, and staff in 
accordance with relevant legislation contained in the National Law and Regulations and the Family Assistance Law. 
We ensure all records are stored in a secure and locked location. We must keep records related to child enrolment, 
attendance, medication records, incident, injury, trauma and illness records, child assessments, and any relevant 
legal information/documents for the prescribed timeframe as outlined in the National Quality Framework.   

Regulatory Authority 

Our Services are regulated by the national body for early education and care – the Australian Children’s Education 
and Care Quality Authority (ACECQA) as well as the state licensing department of the relevant State/Territory. To 
contact the Regulatory Authority, please refer to the contact details below: 

AUSTRALIAN CAPITAL TERRITORY 
Children’s Education and Care Assurance 
(CECA) 
Phone: (02) 62071114  
Email: ceca@act.gov.au 
 

 
NEW SOUTH WALES  
Early Childhood Education Directorate 
NSW Department of Education Phone: 1800 619 113 
Locked Bag 5107 PARRAMATTA NSW 2124 
www.education.nsw.gov.au/  
Email: ececd@det.nsw.edu.au 
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