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Our Pedagogy 

In our interactions with children we… 

• Believe that each child is a capable and competent learner 

• Extend and complement the home by providing a loving, stable and secure environment that supports 
each child & their family 

• Nurture the child’s sense of wellbeing, identity and self-worth by supporting the development of the 
whole child 

• Nurture curious, creative, confident, active & involved learners,  

• Encourage children to show respect for others and their environment through modelling positive 
attitude, respect for diversity, sensitivity to the needs of others and effective communication 

 
In support of our Educators we… 

• Value the experience and professional status of our educators and commit to provide them with 
opportunities for further professional development. 

• Value each Educator’s cultural heritage and unique way of doing things and endeavour to incorporate 
these into our programs 

• Support a harmonious, respectful and friendly working environment through problem solving and conflict 
management processes that are easily accessible, open and fair. 

• Provide safe and healthy working conditions for staff that will support their well-being. 

• Promote a sense of ownership and belonging by including our Educators in decisions related to 
management, policy and procedure and our curriculum 
 

In our interactions with families we… 

• Promote in families a sense of ownership and belonging by including them in decisions related to 
management, policy and procedure, our curriculum and by including them in social & cultural activities. 

• Value each family’s cultural heritage and uniqueness and incorporate these into our everyday care 
routines 

• Offer practical & emotional support to families through the provision of information on available services 
within the community and current research into child and family related issues  

• Work in partnership with the family and assist parents in guiding the development of their children 

 
In support of our Community and the Environment we… 

• Recognise that the centre is an integral part of the ANU and wider community. 

• Share our interests, knowledge and experiences with both our local ANU community and the wider 
Community. 

• Acknowledge that the diversity within our Centre is representative of the wider community. 

• Value the history and heritage of University Preschool & Child Care Centre. 

• Explore the community through excursions and community participation in our programmes. 

• Promote respect for the Environment through modelling and discussion with children and families about 
environmentally friendly practices 
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University Preschool & Child Care Centre 
Staff Code of Conduct 

  
Code of Conduct, applies to all employees of UPCCC. It is intended to guide staff in their dealings with colleagues, 
families, students and the community. Under the Code of Conduct, employees are required, at all times, to act in 
accordance with UPCCC vision and values, policies and procedures. 
Our Code 

 Our Code of Conduct requires that an employee must:  

• behave honestly and with integrity in the course of UPCCC employment; 

•  act with care and diligence in the course of UPCCC employment; 

• treat everyone with respect and courtesy, fairness and equity and without harassment, in the course of 
UPCCC employment;  

• respond positively with any lawful and reasonable direction given by persons who have the authority to 
give such direction at UPCCC; 

• take reasonable steps to ensure adequate protection of all confidential information in relation to UPCCC; 

• disclose, and take reasonable steps to avoid, any conflict of interest (real or apparent) in connection with 
UPCCC employment; 

• use UPCCC resources in a proper manner; 

• not provide false or misleading information in response to a request for information that is made for official 
purposes in connection with the employee’s UPCCC employment; 

• not make improper use of: 
1. inside information, or 
2. the employee’s duties, status, power or authority, in order to gain, or seek to gain, a benefit 

advantage for the employee  or for any other person; 
3. Electronic media including Social Networking  

•  at all times uphold the good name of UPCCC and exercise judgement in the best interests of UPCCC;  

• while representing the Centre, at all times behave in a way that upholds the good reputation of UPCCC; 

• refrain from any conduct including alcohol or substance abuse or misuse, which could adversely affect 
personal work performance or the safety & well-being of children, staff & families of UPCCC; 

• report to appropriate authorities, through appropriate channels, any genuinely suspected or known fraud 
or inappropriate conduct; 

• comply with any conduct requirement that is prescribed by regulations (dhcs | ACT. department of 
disability, housing & community services—ACT Childcare Services Standards February 2009);  

• ensure that we are proactive in protecting the environment and that the resources we use are 
environmentally safe. 

Sources: Australian Public Service Commission Code of Conduct, Retrieved from http://www.apsc.gov.au/aps-
employment-policy-and-advice/aps-values-and-code-of-conduct/code-of-conduct, on 23/08/12 

The Australian National University Code of Conduct summary of obligations, retrieved from 
http://hr.anu.edu.au/employment-at-anu/performance-and-conduct/code-of-conduct-summary on 23/08/12 
 

 
 
 
 
 
 

http://www.apsc.gov.au/aps-employment-policy-and-advice/aps-values-and-code-of-conduct/code-of-conduct
http://www.apsc.gov.au/aps-employment-policy-and-advice/aps-values-and-code-of-conduct/code-of-conduct
http://hr.anu.edu.au/employment-at-anu/performance-and-conduct/code-of-conduct-summary
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University Preschool & Child Care Centre 
 

Code of Ethics 
 
1. For our children, I will: 

• Act in the best interests of all children. 

• Respect the rights of children as enshrined in the United Nations Convention on the Rights of the Child 
(1989) and commit to advocating for these rights. 

• Recognise that the period of childhood as a unique and important stage of life. 

• Recognise children as participants in family, their Centre and the community. 

• Respect and acknowledge the special relationship between children and their families and give support to 
each child and their family 

• Create and maintain safe, healthy & supportive environments and value the role this plays in stimulating 
the imagination, promoting creativity and enhancing children’s learning. 

• Work to ensure those children and their families with additional needs can exercise their rights. 

• Acknowledge the significance of each child’s cultural (ethnic) and linguistic uniqueness/differences 

• Acknowledge children as competent learners, and nurture their curiosity, creativeness, confidence and 
build active communities of engagement and inquiry. 

• Honour children’s right to play, and acknowledge play as being integral to the way in which children 
learn.  

• Encourage children to show respect for others and their environment through modelling positive 
attitude, respect for diversity, sensitivity to the needs of others & effective communication. 

  
2. For our families I will: 

• Respect parents’ fundamental human right to know, to understand and to share in decisions about their 
child. 

• Work in partnership with each of our parents. 

• Assist each family to develop a sense of belonging and inclusion in our community. 

• Strive for positive relationships based on mutual trust and open communication. 

• Promote in families a sense of ownership & belonging by including them decisions relating to Centre 
management, policy, procedures & curriculum. 

• Respect the uniqueness of each family and strive to learn about their culture, structure, lifestyle, 
customs, language and beliefs. 

• Work in partnership with the family and assist parents in guiding the development of their children.  

• Develop shared planning, monitoring and evaluation practices for children’s learning and communicate 
this in ways that families understand.  Offer both practical & emotional support to families and respond 
in ways that empower and maintain the dignity of all children and families. 

• Safeguard the exchange of confidential information. 
 
3. For my colleagues I will: 

• Encourage my colleagues to adopt and act in accordance with this Code, and take action in the presence 
of unethical behaviours.  

• Support an harmonious, respectful and friendly working environment.  

• Support the use of our policies as a mechanism to encourage my colleagues to access constructive 
methods to manage conflict resolution. 

• Acknowledge the work of all my colleagues, and value and share the professional experience, personal 
strengths, resources and diversity which my colleagues bring to their workplace. 

• Promote participatory decision making. 

• Promote best practice in service delivery and share with my colleagues current early childhood theory 
and pedagogy. 

• Engender a culture of continual reflection and renewal of best quality practice. 

• Identify and support colleagues who may be experiencing difficulty. 
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 4.  For my Community and the Environment I will: 

• Recognise that our Centre is an integral part of the ANU and wider community, and connect with people, 
services and agencies that will support our children, families and staff. 

• Promote shared aspirations amongst communities in order to enhance children’s health & wellbeing. 

• Use the community to enhance the children’s learning through excursions and community participation 
in our programs. 

• Promote respect for the Environment through modelling and discussing with children and families 
environmentally friendly practices.  

• Acknowledge that the diversity within our Centre is representative of the wider community. 

• Advocate for the development and implementation of laws and policies that protect the well being of 
children and promote child friendly communities. 

• Utilise knowledge and research to advocate for universal access to high-quality early childhood services 
for all children. 

 
5. For Students I will: 

• Welcome to our Centre & acknowledge support, professional knowledge & diversity which students bring 
to our learning environment. 

• Treat all students with courtesy and respect, and model high-quality professional practices. 

• Provide on-going constructive feedback and assessment that is fair and equitable. 

• Provide professional opportunities and resources for students to demonstrate their competencies. 

• Know the requirements of the students individual institutions and communicate openly with the 
representatives of that institution. 

• Maintain confidentiality in relation to students. 
 
For my employer I will: 

• Support & implement workplace policies, standards and practices. 

• Promote & support ongoing professional development within my work team. 

• Adhere to lawful policies & procedures and attempt to effect change or seek change following our Centre 
policies. 

  
For myself as a professional I will:  

• Conscientiously fulfil my duties and obligations as stated in my workplace contract. 

• Act with care and diligence in the course of UPCCC employment. 

• Preserve the reputation of my colleagues, management, parents & children  

• Seek and build collaborative professional relationships. 

• Treat everyone at UPCCC with respect and courtesy and without harassment. 

• Mentor other early childhood professionals and students. 

• Continue to pursue continuing professional development.  

• Use all UPCCC property and resources appropriately. 

• At all times behaviour in a way that upholds the values, the integrity and good reputation of UPCCC. 

• Value and acknowledge the contributions made by other members of UPCCC. 

• Use all electronic communication systems in accordance with UPCCC policies. 

• Advocate in relation to issues that impact on my profession and on young children and their families. 
 
In relation to the conduct of my research, I will: 

• Recognise that research includes my routine documentation and investigations of children’s learning and 
development, as well as more formal research projects undertaken with and by external bodies. 

• Be responsive to children’s participation in research, negotiating their involvement taking account of 
matters such as safety, fatigue, privacy and their interests. 

• Ensure research in which I am involved, meets standard ethical procedures including informed consent, 
opportunity to withdraw and confidentiality. 

• Ensure that images of children and other data are only collected with informed consent and are stored 
and utilized according to legislative and policy requirements. 

• Represent the findings of all research accurately  
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ABOUT OUR CENTRE 

Background 

In 1967, ANU staff members requested the ANU General Staff Association to investigate a proposal to establish a 
child care centre on campus. At the time, there was a lack of child care places in the ACT, particularly for babies. 
The Centre opened in March 1969, as a result of the University agreeing to make space available on campus. The 
ongoing growth and development of the Centre has been due largely to the community contribution of many 
people over the years. Financial assistance, by way of loans for alterations, was made available by several staff 
associations on campus, as well as voluntary contributions by parents and interested persons. Over the years, the 
Centre has been successful in obtaining Commonwealth Upgrading Grants to improve areas of the Centre, such 
as the playgrounds. 

 

Environment 

The Centre is located on the campus of The Australian National University by the shores of Lake Burley Griffin. 
The Centre occupies two buildings with spacious rooms and playgrounds. The layout of the buildings allows for six 
age groupings of children. The buildings are of historical interest in the Canberra region and are heritage listed. 
We aim to create a comfortable atmosphere that offers acceptance and support, and an environment that 
nurtures the development and care of each child. 

 

Incorporation 

The University Preschool and Child Care Centre Incorporated is an association incorporated under the ACT 
Associations Incorporation Ordinance 1953. An audit of the Association’s financial records occurs annually. The 
financial records and the results of the audit are presented to the Annual General Meeting each March. Copies of 
these documents are then lodged with the ACT Office of the Registrar-General, along with details about the 
members of the Management Committee.  

 

Registration with Australian Children’s Education and Care Quality Authority 

We are registered with the Australian Children’s Education and Care Quality Authority (ACECQA), and hold a 
rating of “Exceeding” the national quality standards with regard to the quality of care we provide for the children 
enrolled with us. 
 

Role of the Management Committee 

The Management Committee is legally responsible for the affairs of the Association under the Association's 
Incorporation Ordinance 1953-1966. The Management Committee consists of parents, three staff representatives 
(Preschool Rep, Toddler Rep and Nursery Rep), the Director and Preschool Teacher. Meetings are held monthly to 
discuss the business and policy of the centre. All Management Committee positions except the Director's become 
vacant at the Annual General Meeting, when nominations are put forward. Committee members are also actively 
involved in the activities of the centre such as decision and policy making, fundraising, sub-committees and 
special events.  
 

Role of the Director 

The Management Committee appoints a full time Director to manage the business and organisational affairs of 
the Centre. The Director is responsible for: staff selection; supervision, compliance and personnel; industrial 
relations matters; service provision; program evaluation; parent and sector liaison and finance & administration. 
The Director is assisted by the Assistant Director, Educational Leader and Finance Administrator. The Director 
reports to the Management Committee at each monthly meeting. The Executive members of the Management 
Committee meet between meetings with the Director as business requires. 
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Staff are requested to bring all personnel matters or issues concerning staff children, parents, centre routines, the 
program and business to the attention of the Director and then, in an extreme difficulty follow the centre's 
grievance procedures. 
 

Role of the Staff Representatives  

At the AGM, the staff elect three members as representatives. The representatives attend Committee meetings 
each month. The staff representatives report back to staff meetings on any significant agenda issues arising at 
Committee meetings and provide staff with the reports of each meeting. They liaise with the Director informally 
and bring any serious concerns in writing. Preferably, staff representatives will have a background of experience 
at this centre before nominating to go on the Committee. If the Staff receive more than two nominations they will 
arrange to take a vote. 
 
Staff are encouraged to bring major organisational matters to the attention of the Director or through the Staff' 
Representatives. Staff representatives are reminded of the sensitive nature of some business items included in 
Committee discussion and the importance of maintaining confidentiality and reporting back to staff impartially. 
 

OUR CURRICULUM 

The collective intellectual capital of individuals in the organisation is valuable and enables the organisation to 
develop. The program is planned to meet each child's physical, social, intellectual and emotional needs both 
individually and in the context of a group setting and is evaluated regularly by both staff and parents. The 
program is based on current research, pedagogy and methodology on child development and child rearing 
practices. This is reviewed regularly with input from management, staff and families. 
 
All educators are responsible for curriculum planning and recording observations of individual children. This 
information is used as a basis for planning activities and experiences, including routines, which extend and 
challenge each child's development and skills during the course of their day at the centre. Educators maintain a 
record of observations and an Educational Record for each child in their care. This information is only for the 
parents and centre use. 
 
Each section aims to provide a program of challenging and appropriate experiences for each age group. Qualified 
educators plan and implement a play-based indoor/outdoor program.  The Curriculum is based on the Early Years 
Learning Framework – Belonging, Being & Becoming, a Vision for Children’s Learning. This is a National 
Curriculum Framework for Early Childhood which was adopted in July 2009. As part of the programme planning 
process educators’ record observations to ensure each child’s individual needs and interests are being met. 
Observations are available for parents at all times in their child’s Educational Record, and are passed onto parents 
when their child at the end of each year. In addition, the youngest Nursery room, the Gumnuts keeps individual 
record books for each child, so that parents can read about their child’s day at the Centre every day, with 
information, such as feeding and sleeping routines also noted. 
 
Parents are kept well informed of their child's progress and development. Problems or concerns will be discussed 
with the Director before outside assistance is sought. If necessary, the Director will arrange a discussion with a 
child's parent/s and room leader, to determine any further action needed to support the child or arrange outside 
specialist assessment. Any recommendations put forward will be integrated into the child's daily program at this 
centre. 
 
Forward planning occurs annually and involves all staff at the centre. 
 

Sections and Rooms 

We have three sections – Nursery, Toddler and Preschool that reflect the age and stage development of the 
children.  For each section there is a Section Leader with early childhood qualifications who oversees the staff and 
program for the section.  Each section is divided into two groups, group leaders all have early childhood 
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qualifications and are assisted by trained and experienced staff. Children progress through the Centre as they 
develop, and as places become available. Consideration is given to gentle change and progression. The 
friendships a child has established with other children and staff are important for self-confidence and security. 
However, at times a child may demonstrate through their behaviour that they are ready for the more challenging 
experiences that an older grouping can provide. Such matters are always considered before a child moves on. 
Discussions will take place between parents, the staff involved and the Director in order to determine the 
suitability of a move. 
Information regarding the groups Learning Journeys, intentions and individual portfolios of the children are 
always available in the rooms for the information of parents. We also provide Information booklets to families 
whose children are orienting to the centre and those who are transitioning to a new room. 

Children’s learning 

We recognise that children learn concepts through self-initiated play and open ended materials. Our program is 
play based and time is provided for the children to select their own activities during the day. Self-help skills are 
encouraged, developing the child’s confidence and competence in managing their environment. 

The Centre recognises the cultural diversity in Australia and aims to provide opportunities for the children to 
learn about and respect other cultures. The Centre does not discriminate on the basis of gender, ethnic 
background, religion or social origin. Our Educators actively support the inclusion of all children in play, help 
children to recognise when play is unfair and offer constructive ways to build a caring, fair and inclusive learning 
community. 

UPCCC acknowledges the traditional custodians of the ACT, the Ngunnawal people. UPCCC acknowledges and 
respects their continuing culture and the contribution they make to the life of this city and this region 
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STAFF INFORMATION 

 

Staff Recruitment 

Consistent and committed educators support good quality standards and continuity of care for children. Effective, 
transparent and equitable recruitment processes ensure UPCCC attracts and retains educators and other staff 
members who can best meet the needs of our children and families. 

Job Descriptions 

Copies of all Job Descriptions are available in the office.  Please feel free to look at them at any time. 

Staff References/Statement of Employment 

Written references or statement of employment will be given by the Director on University Preschool & Child 
Care Centre letterhead. If necessary, the Director will consult other staff for relevant information. 

This can be provided upon request. All staff receive a pay slip every fortnight which includes details of all wages, 
allowances and superannuation. 

Union Representation 

Staff may join a Union. Union members can arrange deductions from their fortnightly pay through the 
Administration Assistant. 

Staff responsibilities in relation to Work Conditions 

Staff are requested to keep themselves well informed of Acts of Parliament that are related to employment and 
work conditions. The Director and Assistant Director are responsible for ensuring notices such as: union notices, 
names of health and safety and first aid officers; staff and other meetings; staff' rosters and hours of business are 
posted. Please keep the Director and Administration Assistant informed if you are aware of any changes. 

Signing On/Off 

For compliance and emergency reasons staff are asked to sign on/off every day in the rooms.  Staff are also asked 
to sign in and out when leaving the room during tea breaks, lunch breaks or to attend meetings and 
appointments. This is to ensure that other staff are aware of where you are in the case of an emergency. Time 
sheets are also required to be competed before and after your shift. Times sheets are located in the staff room.  

Higher Level Work 

Where a staff member is called upon to continuously perform the work of another employee in a higher level or 
classification for a period of four days or more, payment will be at a rate of pay prescribed for that higher level or 
classification. Payment will be at ordinary rates except for hours worked in excess of normal regular hours. 

Planning Time 

Room leaders are allocated 3 hours a week programming time. All educators are allocated 1 hour a week. This 
time is for researching, planning the program and writing observations. There may be times where educators are 
required to forgo their allocated time to ensure compliance with regulations. Eg. Ratios, illness. We will 
endeavour to replace these times where possible. 

Superannuation  

This is paid as per the Superannuation Guarantee Levy. Casuals receive superannuation when they have earned in 
excess of $250 per week at this centre. Superannuation will be paid into your nominated Superannuation fund 
monthly.  If you do not currently have a Superannuation fund membership forms for HESTA are available from the 
office. 
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Overtime 

When full time staff perform in excess of eight hours in a day it will be paid at the rate of time and one half for 
the first two hours and double time thereafter. All work performed beyond a staff member's regular part time 
hours and less than eight hours in a day, will be paid at time and one quarter up to 7.00 pm then time and one 
half for the next two hours and double time thereafter. Casual staff will not be paid overtime. Up to one hour per 
week to meet special organisational circumstances is allowable without overtime loading in the Award. 

Holiday Leave 

All staff are entitled to a minimum of twenty working days (Pro-Rata) each year and can arrange to take this 
through the Director. Wherever possible leave will be granted as requested but there may be times when another 
date will be suggested to meet the staffing needs of the centre. Staff are asked to take some leave during the 
centre's quiet holiday periods, when relief staff may not be necessary. At times staff may have to take turns with 
this arrangement to maintain continuity of care for the children. It is a good idea to have leave confirmed before 
making any travel arrangements. 

Annual Leave is to be organised at least two weeks in advance wherever possible. 

Staff must take at least ten working days annual leave each year. A maximum accrual of twenty working days 
leave can be carried over to the next year, and if the accrual exceeds this amount, staff will be asked to take leave 
before the end of that calendar year. Leave in excess of thirty working days will be approved by the Committee. 
The centre closes between Christmas and New Year. During this week two paid days are given by the Committee 
for all staff. 

Leave Loading 

This is paid at 17.5% on top of salary for four weeks annual leave and is paid each year in December before the 
Christmas close of business. Leave loading does not apply to above Award annual leave entitlements 

Rostered Day Off  

All full time educators who work 40 hours under the 38 hour week implementation are entitled to 12 rostered 
days off per year. Rostered days are set at the beginning of the year and can be changed in consultation with the 
Director. Up to five consecutive days accumulated can be taken in a block.  All Rostered Days Off need to be used 
in the calendar year in which they have been accumulated and cannot be carried over unless previously approved 
by the Director.  

Leave Without Pay 

As a general rule, leave without pay will not be granted unless there are exceptional circumstances.  

Leave without pay is granted at the discretion of the Director and/or Management Committee. Short periods of 
leave without pay (1 – 5 days) maybe granted by the Director.  Longer periods must be requested in writing from 
the Management Committee. 

Personal/carer’s Leave 

All staff are entitled to ten paid days each year (pro-rata days for part time) which can be used for personal illness 
or for the purpose of caring for an immediate family member or a member of their household, as per the 
National Employment Standards and The Children’s Services Award 2010.  
 
Immediate family includes: a spouse or life partner; a former spouse, de facto spouse who lives with the first 
person on a bona fide domestic basis although not legally married to that person, a child, or adult child, adopted 
child, step child or ex nuptial child, parent, grandparent, grandchild or sibling of the employee. Special 
consideration may be given at the discretion of the management Committee 
 
Some long serving staff are entitled to personal leave in accordance with their Letter of Employment and the 
Conditions of Employment of University Preschool and Child Care Centre 1973 or 1983. 

Medical certificates are required if a staff member is absent for more than two consecutive days or after 4 
individual days sick leave have been taken in a year. Unused personal leave is not paid out.  
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It is expected that staff will, whenever possible, arrange to have Dr’s, Dentists, Physio’s, etc appointments during 
out of work hours, or on RDO’s.  However, it is appreciated that this can be impossible at times, therefore Sick 
Leave may be used for appointments such as those above with a minimum of 3 hours being taken in order to be 
able to employ relief staff. 

Staff are asked to contact the assistant director - Eileen or the preschool teacher - Jessie at least the night before, 
or between 6am and 6.45am on the morning of the absence. The first person on duty in each Section is required 
to contact the next person on the roster if they are going to be away. A staff telephone list is available from the 
office. 

Compassionate Leave  

After one month's continuous service with this Centre, a staff member will be granted leave on full pay for a 
maximum of three days, when a member of the employee’s immediate family, or a member of the employee’s 
household:   
a) contracts or develops a personal illness that poses a serious threat to his or her life; or 
b)  sustains a personal injury that poses a serious threat to his or her life; or 
c)  dies. 
 
An employee may take compassionate leave for a particular permissible occasion if the leave is taken: 
a) for the purpose of spending time with the member of the employee’s immediate family or household who 

has contracted or developed the personal illness, or sustained the personal injury, or 
b)  after the death of the member of the employee’s immediate family or household. 
 
An employee may take compassionate leave for a particular permissible occasion as: 
a)  a single continuous period of 2 days; or 
b)  2 separate periods of 1 day each; or 
c)  any separate periods to which the employee and his or her employer agree. 
 
If the permissible occasion is the contraction or development of a personal illness, or the sustaining of a personal 
injury, the employee may take the compassionate leave for that occasion at any time while the illness or injury 
persists. 

Maternity/Paternity Leave  

Following at least twelve months continuous service, if an employee becomes pregnant and produces a 
certificate, they can receive up to 52 weeks unpaid maternity leave provided: that the leave is not extended past 
the child's first birthday and is not used concurrently with paternity leave. It will be reduced if the employee's 
spouse also takes paternity leave in relation to the same child, apart from one week at the time of confinement. 
Maternity leave must be unbroken and include a period of six weeks compulsory leave. The employer cannot 
terminate an employee due to pregnancy. 

To comply with the Industrial Relations Act 1996 and the Child Care Award requirements the employee must: 

• within ten weeks, produce a certificate from a registered medical practitioner stating 

• that she is pregnant and the expected date of confinement. 

• provide a statutory declaration stating particulars of any period of paternity leave 

• sought or taken by her spouse and that for the period of maternity leave, she will 

• not engage in any conduct inconsistent with her contract of employment 

• within four weeks of commencing this leave she must give four weeks’ notice of the 

• start of the period and produce the above statutory declaration 

• note that she will not be in breach of this requirement if the confinement occurs 

• earlier than the presumed date 

• be transferred to lighter duties if recommended by a registered medical practitioner 

• as practical within the centre until the time of confinement. 

The management can require commencement of maternity leave at any time within the six weeks immediately 
prior to presumed confinement. After returning to work on completion of the period of leave, the position held 
previously must be available, unless such a position no longer exists. In this case, another similar and equal 
position can be available. Maternity leave will not break the continuity of service for long service leave 
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entitlements. Long service leave and annual leave can be taken in conjunction with maternity leave but paid sick 
leave allowance does not apply during the period of unpaid leave. 

Paid Maternity/Paternity Leave 

1. Staff who have been working at the centre for more than 12 months are entitled to 8 weeks paid maternity 
leave following the birth or adoption of a child. A further 2 weeks leave will be offered on return to work 
either as a bonus at 2 and 4 months or to be taken to ease the return to paid employment (ie one day a week 
for 10 weeks).  

2. Staff who have been working at the centre for more than 12 months are entitled to 2 weeks paid paternity 
leave following the birth or adoption of a child. 

Family Leave 

An employee with responsibilities in relation to either members of their immediate family or members of their 
household who need care and support shall be entitled to use, in accordance with sub clause 8.2.12 Carer’s 
Leave of the Child Care Industry Award (ACT) 2005 any sick leave entitlement which accrues, for absences to 
care and support for such persons when they are ill. This will be granted on production of a medical certificate 
or statutory declaration, for the illness of the person concerned. The entitlement applies to an employee 
being responsible for the care of the person concerned: and the person being a member of the employee’s 
immediate family or household. Immediate family includes : s spouse or life partner; a former spouse, de facto 
spouse who lives with the first person on a bona fide domestic basis although not legally married to that 
person, a child, or adult child, adopted child, step child or ex nuptial child, foster child, parent, grandparent, 
grandchild or sibling of the employee.  Special consideration may be given at the discretion of the 
management. (refer: Child Care Industry Award (ACT) 1998) 

Long Service Leave  

Staff are covered by the ACT Long Service Leave ACT 1976 as amended. From 1st July 2010 all employees working 
in Child Care within the ACT will have access to Portable Long Service Leave. Under this scheme an employee’s 
entitlement to Long Service Leave will continue to accumulate while they are employed in the Child Care Sector 
even if they move to another centre. Under the above Act, staff qualify for long service leave after seven years of 
continuous service. Some long serving staff have entitlements under the Conditions of Employment of the 
University Preschool & Child Care Centre 1976 or 1986, as specified in their Letter of Employment.  Staff are 
encouraged to take long service leave some time after the first qualifying period to benefit from this provision. 
Long service leave attracts high taxation when taken on termination of employment. 

Redundancy 

Where the employer body has made a definite decision that a position must be terminated and this is not due to 
the ordinary and customary turnover of labour, discussions will be held with the employees directly affected. 
Redundancy payment will be made by agreement and in accordance with the National Employment Standards 

Termination of Employment 

If an employer terminates the employment of a permanent employee they must provide at least the following 
notice: 

Period of continuous service Notice period 

Not more than 1 year 1 week 

More than 1 year, but not more than 3 years 2 weeks 

More than 3 years, but not more than 5 years 3 weeks 

More than 5 years 4 weeks 

The relevant notice period increases by 1 week if the employee is over 45 years old and has completed at least 2 
years’ continuous service with the employer. 
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Payment in lieu of the notice will be made if the full notice period is not given to an employee by the 
management. Employees will also be allowed one day off without loss of pay for the purpose of seeking 
employment following being given notice. The period of notice will not apply in the case of summary dismissal or 
in the case of casual employees, apprentices, or employees engaged for a specific period of time or task. Upon 
termination the employee will be paid all holiday and long service leave entitlements. 

If the employee fails to give notice the centre management will withhold money due to the employee equal to 
the ordinary time rate of pay for the period of notice. 

Staff Development and Training 

The centre is committed to providing a quality service and recognises the need for all staff to have equity and 
access to continuing education. Staff meetings will include topics for professional development as often as 
practical. Training and professional development interest which enhances the performance of individual staff and 
the organisation will be given priority. 
There will be opportunities for staff to attend conferences and professional development training. When the cost 
is covered by the centre's training budget allocation, staff are requested to provide an overview of the topic at a 
staff meeting. 
 

Staff Development Day 

The Management Committee has agreed to set aside one day per year as the Staff Development Day. The centre 
is closed on this day to enable all staff to participate in the workshop provided. This day is organised by the 
Director in liaison with the Directors of the three other childcare centres on campus, Heritage, Acton and Cubby. 
Input from staff and the Management Committee is taken into account during the decision making process.   
 

External Study 

The centre encourages continual study and seeks to support those staff members that are working towards 
related professional qualifications. Staff can apply to the Committee for study leave. 

Our Community 

The centre aims to maintain a sense of community among the busy daily routines. We invite you to build happy 
memories and positive relationships by participating in the social activities held throughout the year. These 
occasions take place as staff outings, community teas, parent/staff evenings, a Christmas Party, small fetes, 
fundraising and a number of other incidental events.  
 

Swearing 

No staff member, volunteer or student shall use offensive language in the presence of children or parents. Staff 
need to demonstrate a professional attitude and manner at all times.  

Staff Use of the Phone 

Staff are able to use the phone if required. Staff and students are encouraged to make and receive necessary calls 
during their breaks rather than during their time with the children, unless in cases of emergency. 
Staff are asked to be considerate of their colleagues and step outside the staff room when making a personal call 
on your mobile. 

If answering the phone, please ensure any messages are passed on to the relevant staff member. 

Children of Staff  

Staff employed by University Preschool & Child Care Centre Inc have the opportunity to apply for child care at this 
centre.  
Refer to Access to Childcare for Children of Staff Policy. 

Staff Communication 

Staff in Early childhood education work very closely with each other, open and respectful communication will 
prevent unresolved conflict and disagreements which take up time, increase tensions, can result in poor health or 
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depression and are very destructive. In serious difficulties seek support from the Director and follow the centre's 
grievance procedure. Trust is built through a two-way flow of open communication. This is one of the keys to 
successful organisational and management practices. 

Communication can be supported in a series of ways including: 

• a positive outlook 

• small group meetings 

• staff meetings 

• staff networking 

• staff social activities 

• community activities within the centre 

Disciplinary Action 

Should the conduct of a staff member cause serious concern during the hours of employment, the Director will 
arrange to speak privately with that person about the issues. The staff member will be given the opportunity to 
talk about the incidents or identify any underlying issues. In extreme cases as set out in the centre's grievance 
procedure, the person will be asked to stand down or the position terminated. This action will be taken by the 
Executive of the Management Committee. Reasons for the action will be recorded and appropriate written 
notification given to the staff member concerned. The relevant union and licensing authorities would be advised. 
Stand down or termination would occur under the circumstances of malingering, inefficiency or neglect, 
including: 

• wilful injury or physical punishment to a child 

• assault - physical/verbal/sexual 

• not turning up for work without leave of absence  

• theft or fraud 

• refusal to carry out a lawful and reasonable instruction, consistent with the employee's contract of 
employment 

• conduct that creates a serious health risk to the health and safety of any person, or the reputation, 
viability or profitability of the employers business 

Termination by an employer should not be harsh, unjust or unreasonable.  

Grievance and Dispute Settling Procedure 

Staff are encouraged to discuss their concerns informally and confidentially with the Director before they become 
inflated. The Director will assist staff in deciding how best to deal with or address the issues. Generally, difficulties 
and disagreements will be resolved through immediate and open communication. Issues may arise at times as a 
result of misunderstanding about expectations, or the need for co-operation, differences of opinion and 
misinformation. 

Any grievance or major concern should be settled through discussion between the parties concerned first. If the 
matter is not resolved or a party involved refuses to discuss the issues, bring the matter to the attention of the 
Director. If the aggrieved party is in agreement, the Director will arrange a discussion between the parties. The 
Director has the right to determine that a discussion between the parties is necessary if the unresolved issues are 
affecting an employee's performance on the job. Staff can bring any serious matter to the attention of the 
Director in writing. Following receipt of a written concern or complaint, the writer will receive a written response, 
acknowledgment and indication of the action the Director will take. All matters will be treated confidentially and 
staff are requested to respect the privacy of individuals. 

Steps for resolution:- 
1. A meeting will be arranged between the parties. During the first formal discussion a record will be 

maintained for the information of the parties. The Director will use mediation and conflict resolution to 
assist those involved and encourage open discussion. Staff will be encouraged to take personal 
responsibility for reaching agreement about how to improve the future working relationship. An outcome 
of the discussion will be written for all parties and a date set for a follow up meeting to assess if 
improvement has occurred (usually 2 to 4 weeks). If necessary, the Employee Assistance Program, 
Relationships Australia may be suggested. Confidentiality and privacy will be maintained at all times. 
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2. If following a second meeting or assessment the matter is not resolved or improved, further guidance will 
be provided and the employee/s union delegate, staff representative, or a support person can become 
involved if required. 

3. If following a third meeting the assessment demonstrates that improvement has not occurred or the 
matter resolved, the Director and a member of the Executive of the Management Committee will discuss 
the matter with the staff member, Union Organiser and the centre's Industrial Relations Representative; 
the outcome will then be taken to the Management Committee who will finally advise the employee of 
their decision on the matter. 

The notification will be in writing and include information about: 

• the issues of the conflict 

• an account of the steps taken to resolve the matter 

• criteria set out for improvement 

• the current response to guidance for improvement 

• how the final outcome was assessed and who was involved in the decision making 

• what action Management will take in the case of unsatisfactory resolution or results. 

The above procedure will apply where a conflict arises between staff or management and staff. The employee 
can seek guidance from the Employee Advocate within the Department of Workplace and Industrial Relation or 
their relevant Union and are encouraged to arrange a support person. Management may seek the guidance of 
the Department of Workplace Relations and Small Business or their Industrial Advocate and will include the 
relevant Union in discussions. 

Parent and Staff Interactions  

The relationship between parents and staff is one of partnership in early childhood education and care, based on 
mutual respect, courtesy, and understanding. Difficulties arise due to understandings or pressures, and it is our 
aim to ensure that the relationship is maintained through supportive and considerate discussion. Confidentiality 
is essential in this environment to protect the privacy of individuals. Should difficulties arise which affect the 
partnership and communication between a staff member and a parent, seek support and guidance from the 
Director. If all reasonable attempts to resolve the conflict are unsuccessful, the Director will consult with the 
Executive of the Management Committee who will decide what further action could be taken. 

Staff Performance Appraisals 

The aim of Staff Appraisals is to ensure that all staff are involved in on-going assessments of self and colleagues to 
increase organisational effectiveness through the promotion of job satisfaction, as well as the continual 
professional and personal development of all employees. 
 
Performance criteria and assessment will be against child care competencies and the National Quality Standards. 
The process is undertaken annually and is intended to be of mutual benefit. This procedure does not deal with 
grievances. 

Performance Appraisals will: 

• provide a regular opportunity for: mutual discussion and feedback about the job, 

• assess that the tasks of the job are meeting the objectives of the organisation 

• clarify mutual expectations about the job 

• assess job satisfaction 

• assess training needs of staff in meeting the objectives of the centre's business and their career paths 

• ensure staff are clear about their duty of care and roles and responsibilities 

• establish and monitor continual learning plans 

Job Reviews 

Will also be undertaken at least annually for all staff and conducted by the Director in consultation with the 
Management Committee. 

The review process will:  

• evaluate the centre's programs in consultation with staff 
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• review each duty statement to ensure its relevance to routines; the program and the aims and objectives 
of the organisation 

• revise duty statements to meet the needs of the organisation 

Introduction to Change 

There will be times when changes to the daily routines or structure of the program will be made to meet the 
current needs of the organisation, its clients and staff. When this occurs the Director will first discuss the issues 
with the staff immediately involved. When the circumstances of the need for the change have been explained to 
the immediate staff and agreement reached, the Director will inform all staff whose routines will be affected. 
Wherever possible, notice of change will be given at least seven days in advance. The Director will assist staff in 
managing change and will keep the committee informed of the need or request for any changes. Where a 
decision has been made to introduce a major change in the program, organisation, structure or technology that is 
likely to have a significant effect on employees, the Director will notify staff who will be immediately affected and 
then notify the union. Refer to the Children Services Award for definition of "significant effects". 

Students and Volunteer Staff (Refer– Supervision of Students, Relief Staff & Volunteers Policy) 

The centre's commitment to professional development involves providing work experience to students studying 
Early Childhood Education both at University, CIT,  online and students from Secondary Schools. Volunteers 
seeking work experience will be accepted occasionally in consultation with the staff involved and on the 
Director's approval. All students and volunteers have a brief orientation with the Director prior to commencing 
work and are expected to undertake duties in accordance with their Work Book and the centre's routines. The 
centre does not receive associate fees for CIT students. However, the ACU does make a payment and this is 
forwarded to the supervising staff member. 

The senior staff member in a room is responsible for supervision of students and their assessment criteria. 
Students and volunteer staff must never be left alone with children. Staff are expected to maintain confidentiality 
with visitors and remember to provide a positive role model and advocate for the centre. Follow the centre's 
written procedure and bring any concerns arising to the attention of the Director. 

Relief Staff  

Whenever possible we try to use our own part time staff for relief work. Failing this we contact our own casual 
relief staff and then the Right Tick recruitment agency. Staff are asked to use their discretion to determine the 
level of competency they observe in relief staff. Relief staff should be informed of the centre's relevant policies 
and procedures by the supervising staff in each section and never left unattended with children unless they have 
been at the centre regularly and have at least a Certificate 3 in Early Childhood Education. Generally, we do not 
leave relief staff in the sleep rooms; once again, this may not apply to our regular relief staff. It is important to ask 
relief staff to be mindful of the centre's approach to communicating with children, behaviour management and 
any use of restrictive practices. 

Staff Personal Details  

It is important that this information is up to date and the Administration Assistant advised of any changes to 
address or taxation matters. The Director needs your current telephone number, emergency contacts and any 
important information about medical conditions, allergies or medications 

Staff Meetings  

These are held monthly after hours as section meetings or general staff meetings. Section meetings are held to 
ensure staff in each section are allocated time regularly to discuss matters which are particularly relevant to their 
areas of work and responsibility. The Director will hold periodic meetings with room leaders to discuss the 
program. General meetings are held for all staff as a get-together for information sharing, decision making and 
topical in-service. Attendance at these meetings is part of the job requirement and you will be paid for attending. 

Staff are encouraged to bring a snack or occasionally this will be provided. When topical in-service or professional 
development takes place, eating during the session is discouraged in consideration of the guest speaker and to 
keep a focus on the activity. Time is provided at the beginning of meetings for eating. Payment for staff meetings 
is arranged as follows: 
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• Fulltime staff working an eight hour day, will be paid at time and one half for the first two hours and 
double time thereafter 

• Part time staff who have not worked eight hours in a day will be paid at time and one quarter until 7.00 
pm and then at time and one half for the first two hours and double time thereafter. 

• By mutual agreement overtime can be taken as time in lieu at the same rates 

Staff Amenities 

A staff room is provided with microwave, fridge, kitchen and sitting room. There is a shower for the use of staff 
next to the staff toilet and lockers are provided for staffs’ personal belongings. Planning areas have been 
arranged for staff to prepare their programs and resources. Staff birthdays are celebrated collectively in the 
month they occur. Staff have requested that a small sum be deducted from their pay to contribute to a Staff 
Amenities Fund for Birthday morning teas. The Administration Assistant arranges this. 
Other events such as outings, dine-outs and a End of year parties are arranged throughout the year. There are 
shops, banks, cafes, restaurants and a range of other services available on the campus.  

Arrival and Departure 

To satisfy ACT Licensing Conditions, a qualified staff member must be in attendance in each section where there 
are children, at the beginning and end of each day. At all times the minimum number of staff on the premises 
should be two. Staff are responsible for locking and securing the premises at the end of the day. 

Children must be signed in and out of the centre by their parents and supervised by an educator at all times. They 
must never be left alone especially with unfamiliar relief staff or students and volunteers. Should a child be here 
still after closing time, two educators must stay with the child until the child is collected and follow procedure for 
Late Collection of Children Policy. 

Parking 

The car park has a speed limit and parking permits can be purchased through the ANU parking services. The 
management cannot accept responsibility for damage to vehicles parked on the side of the road. 

Excursions 

A risk assessment must be conducted and signed by the Director and permission must be received by parents of 
children attending excursions, which involve crossing major roads or going beyond the immediate locality. Staff 
ratios are maintained or adjusted depending on degree of risks. Educators with current First Aid and CPR training 
must be in attendance and an emergency contact list, epi-pen and asthma kit must be taken on excursions and 
walks. On local walks normal staff ratios can apply for children over three years. A minimum of two staff must 
always be in attendance and staff must never take one child out of the centre. The Director should always be 
informed of the whereabouts of excursions. Staff are to carry mobile phones to contact the centre or use in 
emergencies.   

National Quality Framework 

All staff need to be familiar with the National regulations and the National Quality Framework (NQF). The centre 
undergoes compliance checks regularly which are conducted by the Children’s Education and Care Assurance 
team. The NQF process is ongoing and the centre's NQF Committee is made up of staff and parents. Copies of 
NQF and Licensing Conditions are available from the Director and copies are in the rooms and on the server. Staff 
are required to maintain the standards of NQF at all times and the standards will be used as guidelines and 
benchmarks for individual and organisational performance in the centre's annual Performance Appraisals and 
Reviews. 

The Management Committee has a legal obligation under the Children's Services Act 1986 to ensure that the 
standards of Licensing Conditions are maintained at all times.  

Centre Policies and Procedures  

The centre has a number of policies and procedures to guide the staff and committee in meeting their duty of 
care to the children and families in attendance. A Manual containing each policy is available in every room and 
staff are required to keep up to date with this information. In particular all staff need to know the Medication 
Policy, Outbreaks and Exclusion policy and Hygiene policy.   
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Staff are requested to keep the Manual in a place that is available to parents. Polices can also be accessed on the 
centre’s server or website.  

Insurance Policies 

The centre maintains policies for commercial and workers compensation insurance, including public liability. Staff 
are insured against accident or injury and professional indemnity. The centre's policy is subject to excess for loss 
or damage and staff are requested to use the office safe for valuables and large sums of money. The 
management will not accept liability for staff property brought in voluntarily. 

Accident and Incident Notification 

Any incidents which are unusual or may have repercussions must be noted on an Incident Form and returned to 
the Director. Each room must maintain an Incident and Accident Record Book. The insurance company will 
dispute any claims for compensation for accident or injury that have not been notified on an Accident Form at the 
time of occurrence. It is the responsibility of the effected individual to attend to this. 

Child Accident: Parents must be informed if their child is injured, using the centre's notices. An Accident Form 
must be completed at the time and forwarded to the Director. 

Behaviour Guidance  

Staff must never use physical or emotional punishment when dealing with the behaviour of children. Restrictive 
practices must not be used at any time and must be reported to the Director if observed or used (Senior 
Practitioner Act 2018). The Centre has a Positive Behaviour Guidance policy and staff are asked to guide children's 
behaviour by providing a positive role model at every stage of their development. To learn the benefits of 
cooperation, children need to know what is expected of them when in a group situation and information about 
their behaviour and alternative responses. Open communication is the key to guiding behaviour and a firm and 
consistent approach will convey to children the normal boundaries. Positive reinforcement will build self-esteem 
and tell the child they are valued and important. Children begin to learn social skills in the toddler groups and this 
is a very important stage of their development. This is where most conflict between children can be at its peak 
but if managed carefully it will change, as they learn to use their problem solving skills to deal with difficulties and 
frustration. If a child's behaviour becomes unmanageable, consult the Director and options can be explored to 
improve the situation. (Refer Behaviour Guidance Policy) 

Late collection of children  

The centre has a late fine for children who are collected after 5.45 pm. Two staff must be on the premises; one 
qualified. If children are not collected by 6.30 pm and parents have been able to be contacted, the Director and 
Children’s Education and Care Assurance (CECA)  must then be contacted - the telephone number is written on 
the late fine book. Parents should be asked to sign the late fine book and advised of the amount due, which will 
be added to fees. Staff will be compensated for their additional time. (Refer Late Collection of Children Policy) 

Confidentiality and Privacy 

Staff are required to maintain the confidentiality and privacy of families and staff at all times. Information relating 
to staff, families or individual children should not be released without the prior approval of the Director. If a 
telephone caller asks for a staff member or parent's private number - take their number and ask the required 
person to ring back. 

This is a professional environment and serious consequences can arise under the Industrial Relations Act 1996, 
for a breach of fidelity or confidentiality to the organisation and its individuals. (Refer to Confidentiality Policy) 
 

Health, Safety and Security 

 

The Responsibilities of Management 

It is the intention of the management body to achieve the principal object in section 3(g) of the Industrial 
Relations Act 1988 by helping to prevent and eliminate discrimination on the basis of race, colour, sex, sexual 
preference, age, physical or mental disability, marital status, family responsibilities, pregnancy, religion, political 
opinion, national extraction, or social origin. The Management Committee, through the Director will take steps to 
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prevent any hazard from continuing. The centre has two Occupational Health and Safety Officers who are 
responsible for informing the Director of matters arising and assisting improvements. All staff are asked to report 
any physical or emotional hazards to the Director or the OHS Officers. 

Concerns about personal wellbeing should be discussed with the Director and any serious concerns or complaints 
forwarded in writing. The Director has any administration forms relating to Occupational Health & Safety that 
staff may require. Occupational Health & Safety includes: the mental and physical well-being of staff and children, 
and the physical work or service environment. 

 

The Responsibilities of Staff 

• maintenance work should not be carried out by staff when they are directly caring for children 

• wipe spills from the floor immediately 

• report broken equipment, remove from play area and place broken equipment in handyman’s room 

• close doors and gates 

• ask for help when moving tables 

• sit on a comfortable chair 

• use correct lifting procedures (see chart in staff room) 

• let children walk up the steps to the change table if they can 

• ask the Room Supervisor with a first aid certificate, or First Aid Officer to 

• administer medications 

• use gloves 

• follow the centre's cleaning procedures 

• keep handbags and personal possessions in your locker 

• wash hands on arrival and departure 

• keep poisonous and cleaning materials out of reach 

• ensure laundry doors are kept shut at all times 
 

Duties of the Occupational Health & Safety Officers 

The Occupational Health & Safety Officer’s duties include regular equipment checks, regular chemical compliance 
checks, monitoring staff lifting procedures, arranging fire drills, reviewing cleaning and disinfecting procedures. If 
you have any concerns regarding OHS issues please fill in the appropriate form which can be found in your room 
and hand it to the OHS officer or Director. 
Under Workcover legislation, the centre has a nominated Rehabilitation Officer to assist staff with the return to 
normal duties following accident, injury or long absence due to ill-health. The officer is usually the Director who 
will discuss the process with staff. 
 

Minimising Cross Infection 

The centre has a procedure for minimising cross infection. Staff are required to adhere to this consistently to 
ensure the good health of children and staff. The centre is cleaned by cleaners throughout the day and after 
hours, who follow cleaning procedures. Staff are asked to follow the same procedures when cleaning tables and 
chairs. Toilets and floors are cleaned by the centre cleaner. Change benches are to be washed with soapy water 
and sprayed with sanitiser at the end of the day. Gloves must be worn for cleaning soiled nappies, vomit or any 
bodily fluids and disposed of following policies.  
 

First Aid 

The First Aid Officer (FAO) is paid a First Aid Allowance as per the award. The centre will pay for full time primary 
contact staff to be trained in first aid procedures. Only staff with First Aid training are allowed to administer 
medication and this should be witnessed by another permanent staff member for the room, both staff members 
should then sign the medication form. Please refer to the centre procedure on administering medication. When 
children have a temperature of 38 or above, the parents should be contacted and advised. Staff then monitor the 
child's symptoms and if these increase or the temperature continues to rise they must go home or to see a 
doctor. 
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First aid kits 

These are available in every section and the outdoor areas. The First Aid Officer is responsible for the monthly 
maintenance of the kits and emergency supplies in the “Lock Down” Rooms. A list of contents is inside each box.  
Please note panadol or paracetamol must not be included in frist aid kits, as any medication must be kept in 
securely and out of reach of children. (Refer to Medication Policy) 
 

Immunisation 

Immunisation can stop workers from getting some diseases. The Director should make sure that workers' 
immunisations are up to date. Early childhood educators should discuss their history of measles and rubella 
immunisation or infection with their doctor. They may also wish to discuss whether or not to have additional 
immunisations, such as the influenza vaccine. 

All children in attendance must be fully immunised except those with medical exemptions. Staff are requested to 
be up to date with their own immunisation.  

 

Sickness Exclusion 

Staff are required to adhere to the centre's sickness exclusion policies. Staff are requested not to attend the 
centre within 24 hours of diarrhoea and/or vomiting or with symptoms of flu. Please notify the Director if a 
giardiasis sufferer. 
 
Travel Exclusion 
Staff who have returned from overseas are excluded from the centre for a 24 hour period.   
 

Aids and Hep.B. Sufferers 

The centre has a policy relating to this. Please read the policy and note that a breach of confidentiality can lead to 
a minimum fine of $2,000. 
 

Smoking, Narcotic or Alcoholic Substances  

Staff will refrain from any conduct including alcohol or substance abuse or misuse, which could adversely affect 
personal work performance or the safety & wellbeing of children, staff & families of UPCCC. Any staff member 
found to be under the influence of narcotic substances or alcohol may be subject to instant dismissal. 
Our centre is part of the campus of the Australian National University. Under the ANU Smoke- Free Policy 
smoking is prohibited on campus. UPCCC also has a No Smoking Policy which does not permit anyone to smoke 
within sight of the children. Please refer to our Tobacco, Drug and Alcohol Free Environment Policy. If you are a 
smoker, please be aware of the odour of smoke on your person and the effects of passive smoking on the 
children and colleagues.  
 

Sun-Hot Weather Policy – (Refer to Sun Protection Policy) 

Since we ask children to always wear sunscreen and a hat, it seems sensible for our staff to do the same. Thus, all 
staff are asked to use sunscreen and a hat when working with the children in sunny conditions. U.V. rays are high 
between the hours of 10.00 a.m. and 3.00 p.m. in the ACT. If possible, outdoor activity should be kept to a 
minimum or restricted to shaded areas during this time. Water play should only be undertaken with strict 
supervision of the children. 
 

Emergencies 

The centre is linked to the ANU Security Division. E. & F. Block are equipped with fire alarms and fire equipment. 
All staff must take responsibility for familiarising themselves with the centre's fire and evacuation drill and Lock 
Down Procedure. Fire drills and lock down procedures are held every three months. All staff are responsible for 
ensuring that all hallways/passageways used for evacuation purposes are kept clear and uncluttered at all times. 
Staff are responsible for ensuring that gates and fences are closed and safe. External doors should be locked 
when children and staff are in the outdoor areas. 
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Release of children 

Staff must not release a child to an adult other than the parents without written and verbal permission. 
Restricted access to children may exist for some families and it is important to keep informed about this, 
remembering the confidentiality of the matter. 

In the case of a security concern, ring the ANU Security Section on x52249 or Emergency Services on 0-000 from 
an internal telephone. A list of Emergency Contact Services is available in the office and the non-contact room. 

 

Personal belongings 

The management does not accept responsibility for valuables, such as possessions or money which staff 
members bring to the centre. Please ensure that handbags and valuables are locked away out of sight and keep 
doors locked when away from the building. The centre has a safe in the office for your assistance so please do not 
leave handbags or valuables in the car as theft occurs regularly on the campus. 

Occupational Risks for Early Childhood Educators 

Please refer to “Staying Healthy in Child Care” 5th Edition for further information. 

Educators are at risk of getting infectious diseases. Infection control practices such as hand washing can stop 
disease spreading at the centre among staff and children. (See Centre’s Health & Safety Policy) 

Hepatitis A 

A vaccine for Hepatitis A is now available. Overseas studies of outbreaks of Hepatitis A suggest that early 
childhood  educators whose duties including changing nappies of children less than 2 years of age are at 
increased risk of developing hepatitis A. Hepatitis A vaccine is therefore recommended for early childhood 
educators who care for children less than 2 years of age. All staff are asked to be vaccinated for Hepatitis A. The 
Management Committee has agreed to cover the cost for the vaccine but not for the medical consultation. 
 

Hepatitis B 

Working at a child care centre is not a significant risk factor in acquiring hepatitis B.  Hepatitis B vaccine is 
therefore not recommended for routine use in staff or children in child care settings. However, all staff are 
encouraged to be vaccinated for both Hepatitis A & B.  The Management Committee has agreed to cover the cost 
for the vaccine but not for the medical consultation. 
 

Tuberculosis 

Adults employed at children's facilities should have a pre-employment health screen. This should include a 
tuberculin skin test (Mantoux test) and chest X-ray. Adults who have spent some time working overseas and then 
resume working with children should have employment TB health checks before starting work again. 
 

Infectious Diseases During Pregnancy 

Early childhood educators who are pregnant need to be aware of how some infections can affect the unborn 
child. This is a good time for the centre to make sure that all workers are following good infection control 
practices. 
 

Rubella (German measles) 

It is especially important for women of child bearing age to be protected against rubella. If a pregnant women 
contracts rubella, her baby may be born deaf, blind or with heart and lung damage. Because rubella is difficult to 
diagnose, a past history of the disease if unreliable as a guide to immunity a blood test will show whether or not 
you have had rubella. 
 

Cytomegalovirus (CMV) 

CMV infection in early pregnancy may affect the unborn child. The infant may be unaffected, deaf or have 
multiple abnormalities. Whether the baby is affected depends on many factors.  The two main factors are 
previous CMV infection and the stage of infection. The risk is very low if the mother has had CMV infection 
before. The risk of severe effects may be higher if the mother catches the disease in early pregnancy. The chance 
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of early childhood educators acquiring CMV infection when looking after 3 year olds seems to be greater than 
that of hospital staff or the general public. Early childhood educators may wish to have a blood test for CMV 
immunity before becoming pregnant. This would allow them to make an informed decision about work practices 
and to discuss these with their doctor. 
 

Toxoplasmosis 

Early childhood educators are not at greater risk of contracting toxoplasmosis than other people.  Toxoplasma 
infection in pregnancy may lead to congenital abnormalities. There is no risk if the mother has had the disease 
before, but this if often unknown. Toxoplasmosis is acquired from contact with cat faeces (in soil or sandpits) or 
eating poorly cooked meat. If you are considering pregnancy, then a blood test will tell you if you have already 
had toxoplasmosis. 
 

Erythema Infectiosum, Also Called Parvovirus or Fifth Disease 

The symptoms of this disease are slapped cheek rash (red cheeks that look as though they have been slapped) or 
arthritis. A pregnant woman who develops these symptoms should discuss this with her doctor. Parvovirus causes 
miscarriage or still births in a small percentage of women infected during pregnancy. Malformations do not 
appear to occur in babies who survive this infection in the mother. 
 

Chicken Pox 

Most early childhood educators will probably have had chicken pox as a child and will not get it again. Infection 
with chicken pox in the first three months of pregnancy may damage the unborn child. Pregnant women who are 
exposed to chicken pox at any stage of the pregnancy should see their doctor soon after exposure. The doctor 
may give varicella zoster immunoglobulin (VZIG). This is an injection of antibodies against chicken pox. 
 

Other Occupational Hazards Staff need to be aware of include 

Back Care and correct manual-handling/lifting procedures – Information on this is provided in Planning rooms and 
in the staff room please ensure you are familiar with correct procedures and use these at all times.  

Managing stress and burnout – UPCCC has an Employee Assistance Program arrangement with Relationships 
Australia. This provides two free counselling sessions per year to staff members and extends to their immediate 
family members.  
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