Policies Health and Safety 

At Olive Phillips Kindergarten we are committed to providing a healthy and safe environment for all children under our care and responding to the needs of a child should they become injured or unwell. A suitably equipped first aid kit is maintained and there will always be a staff member on duty with first aid training. Security is a major responsibility we undertake and is detailed further in OPK Policy on Security. 

Delivery & Collection of Children 

At OPK we are committed to fulfilling our duty of care to all children in providing a safe and orderly system of delivery & collection of children to the centre. 

The gate to the Kindergarten is self-closing and we ask that you do not hold open or allow children other than your own to pass through. 

Upon arrival parents are required by law to complete the attendance book in which a signature and delivery/pick up time are noted and to then wait outside the door. Staff are unable to take responsibility for children until the session actually starts so do not leave a child unattended. The front door will be opened at the beginning and end of each session for 10 minutes. For security reasons, our front door is kept locked at all other times and you will therefore have to use the bell. Please ensure that your child is dropped off and picked up on time to minimise the disruption to the kindergarten session. 

When collecting your child, you will need to sign the attendance book to indicate that you have picked up your child. Staff will only release a child to the parent/guardian, or a person authorised to collect the child in your absence. People authorised should be in the child's confidential enrolment record, which needs to be kept up to date throughout the year. Last minute arrangements can be made by a phone call from the parent. Access is not refused to divorced or separated parents unless a copy of a Court Order prohibiting or limiting access is provided. The supervision of children who accompany their parents/guardians, but are not enrolled in the program are the responsibility of the parent/guardian while they are on the premises. 

Procedures in Relation to the Late Collection of a Child 

It is the responsibility of the parent/guardian to collect their child promptly at the conclusion of the session. Although the committee recognises that there may be isolated occasions when delays may occur, the committee also recognises that staff have other duties to perform after a session finishes during rostered. For this reason procedures have been developed for the late collection of children ensuring the well being of the child as the propriety, but can also include a late collection fee. Details are explained further in the Fees Policy & Delivery and Collection of Children. 

Nutrition 

If there are any special dietary requirements for your child please notify the kindergarten accordingly. See OPK Policy on Nutrition for further details. 

Illness & Emergency Care 

It is required that the parent/guardian will give authorisation for ambulance and/or hospital care to be sought by the service in the case of an emergency and that they will be responsible for all costs. It is the responsibility of the parent/guardian to provide all medical information for the child on the enrolment form and notify the kindergarten of any special medical treatment required for their child. The Kindergarten also requires current information regarding the immunisation status of the child and to be notified if the child has an infectious disease. To reduce the risk of spreading an infectious disease, children will not be accepted to the kindergarten or will be sent home if they are displaying symptoms of an infectious disease. 

Allergies 

A clear set of guidelines and expectations are set and to be followed with regard to the management of anaphylaxis and asthma to enable the children to equally participate in the program and realise their full potential. On enrolment parents /guardians are to advise staff whether their child has been diagnosed with anaphylaxis or asthma and provide all information on the specified record sheet. Further information can be obtained from the OPK Policy on Anaphylaxis and Asthma. Please ask to update your enrolment record if your child is diagnosed with anaphylaxis or asthma during the year. 

Head Lice (Pediculosis) 

It is expected that hair is checked for head lice weekly and that a child does not attend kindergarten with untreated head lice. Children with long hair should tie it back. Most of all we expect that all parents/guardians to maintain a sympathetic attitude. 

Road Safety 

In the interest of road safety; please remember to hold hands with your child when crossing the road, walking between the centre and the car park or walking through the car park. It is also required that you drive slowly through the car park in order that we do not endanger any of the children. 

Evacuation Procedures 

The evacuation drill is practiced with the children regularly and the parents will be guided by the teaching staff. Make yourself familiar with the procedures. The plan is located on the foyer notice board. 

Complaints and Grievances 

Olive Phillips Kindergarten is committed to the resolution through a fair and equitable manner, where possible, of complaints to the mutual satisfaction of those involved. Each person will be treated with respect and areas of conflict will be dealt with in a timely and confidential manner. In the first instance you are encouraged to discuss your issue, either verbally or in writing, with staff or a committee member. For further information please consult OPK Policy. 

Privacy Policy Collection Statement 

We believe your privacy is important. 

We have put in place a Privacy Policy which illustrates how we will collect, use, disclose, manage and transfer personal information including health information. This policy is available on request. 

Olive Phillips Kindergarten is, in some of its activities, bound by privacy legislation. If we need to collect health information we are subject to the Health Records Act (Vic). If we have collected information as a service provider to the State Government we are covered by the Information Privacy Act (Vic). Otherwise for all other transactions involving personal information, we are not covered by privacy legislation, and our Privacy Policy may not apply. 

Purpose for which information is to be collected. 

Personal information and health information collected in relation to: 

Primary purpose for which information will be used 

Children and parents / guardians 

To enable us to provide for the education and care of the child attending the service and to enable us to manage and administer the service as required. 

Committee members 

For the management of the service by the Committee. 

Job applicants, employees, contractors, volunteers and students. 

To assess and (if necessary) to engage the employees, contractors, volunteers or students as the case may be. 

To administer the individuals employment, contracts or placement of such students and volunteers 

You should be aware that under relevant privacy legislation, other uses and disclosures of personal information are permitted, as set out in that legislation. 

Disclosure of personal information, including health information 

We may disclose some personal information, including health information held about and individual to: 

Government Departments or agencies as part of our legal and funding obligations. 

Local Government in relation to enrolment details for planning purposes. 

Organisations providing services related to employee entitlements and employment. 

Anyone to whom the individual authorizes us to disclose information. 

Laws that require us to collect specific information 

The Children's Services Act (1996), the Children's Services Regulations (1998), the Incorporations Act (1981) and related employment related laws and agreements require us to collect specific information. Failure to provide the required information could affect: 

A child's enrolment at the service, 

An employee's employment; 

The Committees ability to function as an Incorporated Association. 

Access to information. 

Individuals on whom we hold personal or health information are able to gain access to this information in accordance with applicable legislation. The procedure for doing this is set out in our Privacy Policy, which is available on request.
