Parents Information Handbook

Telephone: 8265 6605

www.kidzclub.com.au

Welcome
Hours of operation
Our Centre is open
52 weeks of the year,
from 6.30am to 6.30pm
Monday to Friday

These session times are offered for the various rooms
listed below:
Blossoming Butterflies Baby Room – (6 weeks - 2 years)
Terrific Turtles Toddler Room

– (2 years - 31/2 years)

Keen Kittens Kindy Room

– (31/2 years - 5 years)

(excluding public holidays)

We offer full-time and
part-time care.

These sessions may be attended in the following ways:
Half day morning session

– (6.30am - 12.30pm)

Our focus is to be a flexible service
which will cater for all your needs.

Half day afternoon session

– (12.30pm - 6.30pm)

Full day

– (6.30am - 6.30pm)

1

Welcome

What’s Inside

The Director and staff at Kidz Club Child Care Centre would like to welcome you and
your family to our Centre.

Hours of operation

Our family owned and operated Centre, built in 2006, offers the highest quality
facilities with dedicated and committed staff, to care for your child. These
components make our Centre a wonderful place for your child to play, learn and
flourish in a friendly and stimulating environment.
We will strive to make your child’s time away from home a positive, happy and
rewarding experience. As a Centre, we take pride in providing an exceptional child
care facility, with tailored developmental programs which meet the needs of each
individual child.
As part of our curriculum, we offer a Calendar of Events which details the special
visitors that demonstrate and perform an array of art/craft, music and dance
experiences, for the children to enjoy. Each month focuses on a different educational
theme, including festivals and celebrations from many diverse cultures.
Our qualified staff members aim to create a warm and caring relationship with each
child, treating them as the individuals that they are. With many years of experience
in the Child Care industry, we established that it is a priority for parents to feel
confident knowing their child is cared for in a safe, inviting, and friendly setting.
‘Kidz Club’ offers a supportive network focusing on family values and creating a
comfortable home away from home atmosphere. We promote and encourage
parental involvement. We value and welcome your ideas and contributions,
recognising this will assist in helping your child reach their full potential.
We encourage a relationship of open communication between staff, parents and
children, so please feel free to discuss any matters regarding your child’s progress
with the Director or our enthusiastic staff.
The Centre caters for 61 children, divided into 3 age groups, ranging from
6 weeks to 5 years.
Blossoming Butterflies Baby Room (6 weeks - 2 years)
Terrific Turtles Toddler Room (2 years - 31/2 years)
Keen Kittens Kindy Room (31/2 years - 5 years)
We thank you for giving us this opportunity and privilege to support you in caring
for your child, in a nurturing and educational environment.

Melva Pedron
Director

Addressing the National Quality Framework
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Philosophy
Kidz Club Goals
•
•
•
•
•
•
•
•
•
•
•
•

To care for each child in a safe, secure and happy environment.
Staff develop programs that follow the Early Years Learning Framework, incorporating a thematic approach.
Children learn through structured and playful experiences.
To educate by enhancing children’s senses.
To provide challenging individual and group activities, which build on the child’s interaction skills whilst respecting
their individuality.
To provide choices in developmental planning.
To respect children and foster their independence.
To develop and stimulate skills in all developmental areas.
To promote positive self-esteem and to enrich children’s natural curiosity.
To encourage creativity and imagination.
Encourage children to embrace our cultural diversity and respect and not discriminate against others.
To provide each child and family with a sense of belonging within the Centre’s community.
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Kidz Club Philosophy
At Kidz Club we aim to provide a safe and stimulating environment where children are able to grow, learn, develop
and expand their own understanding of the world they live in.
Kidz Club nurtures a community based approach and we believe that trust and communication are key elements
in encouraging the development of a strong sense of independence and positive self image. We hope to provide
a secure foundation for your child to find a meaningful place in the world of today and tomorrow.
At Kidz Club, we intend to observe each child carefully, appreciating their skills and acknowledging their needs.
This in turn helps us to promote and extend their development.
Kidz Club provides enthusiastic staff members who believe that children learn best through play. This process is
important and we find that the reward is in the experience, not the outcome.
Our highly qualified and experienced Staff will provide an atmosphere of love, respect, care and consideration,
with the aim of guiding children to reach their full potential.
We aim to promote positive relationships between parents and staff through the sharing of information and
mutual support. Parents are welcomed and encouraged to become involved in the Centre’s planning process.
We believe parents/guardians are the primary guiding influence in a child’s life and aim to respect, compliment
and support each family's individual needs.

Kidz Club Goals
•
•
•
•
•
•
•
•
•
•
•
•

To care for each child in a safe, secure and happy environment.
Staff develop programs that follow the SACSA Framework Curriculum, incorporating a thematic approach.
Children learn through structured and playful experiences.
To educate by enhancing children’s senses.
To provide challenging individual and group activities, which build on the child’s
interaction skills whilst respecting their individuality.
To provide choices in developmental planning.
To respect children and foster their independence.
To develop and stimulate skills in all developmental areas.
To promote positive self-esteem and to enrich children’s natural curiosity.
To encourage creativity and imagination.
Encourage children to embrace our cultural diversity and respect and not discriminate against others.
To provide each child and family with a sense of belonging within the Centre’s community.
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Development
Staff
We take pride in appointing our highly trained staff members who are committed to caring for
your child in an enthusiastic and dedicated manner. We believe your child’s needs are our
prime concern and the implementation of our care practices are based on this principle.
We adhere to the staffing ratio as per regulations, defined by the Department for Education
and Child Development.
Our highly qualified staff, with qualifications recognised by the Department for Education
and Child Development, all have a current (DECD) Offender History Report and hold current First
Aid certificates.
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Developmental Planning
The programs developed at ‘Kidz Club’ Child Care Centre follow the “Early Years Learning Framework - Belonging, Being
and Becoming”, incorporating a thematic approach. We also incorporate the French Immersion Program promoting a
bilingual curriculum.
‘Kidz Club’ provides enthusiastic staff that structure an environment which aims to promote play and learning activities,
enriched by a variety of resources, settings and interesting experiences.
We believe that learning is a two way process, in valuing and respecting a child’s needs. Ongoing records are maintained
through observations using our focus child format, planning for each child on a regular basis.
Our programs incorporate developmental learning opportunities through play, such as dramatic, co-operative,
constructive and social. This learning environment will be based on structured and flexible activities, allowing children
to play while exploring their indoor and outdoor areas. This enables children to experience and enhance all areas of
development by having fun, forming trusting and secure relationships and by promoting positive encouragement for
their effort.
We strongly support the development of language through shared literature experiences. Additionally, emphasising on
providing opportunities to develop self-esteem and expression of feelings, gained through personal development and
group interaction.
Children are encouraged to be active learners in the education process, thus achieving goals of learning and discovery.
They are also encouraged to participate in role playing, problem solving, taking initiative and interact with their peers,
staff and their environment.
Parents are an integral part of a child’s life and are encouraged to play and active role in the planning process of their
child’s education. We are of the strong belief that open communication between a child’s home and the Centre is of
paramount importance for their ongoing development. The staff will provide you with information about their
development, individual needs, and progress upon request.

Guiding Children’s Behaviour
Appropriate and respectful behaviour is modelled and encouraged at ‘Kidz Club’. Children are encouraged to be
independent, yet respectful of others and their environment. At times, children need guidance with their behaviour.
When a child displays unacceptable behaviour, the staff will explain to the child about suitable behaviours towards
other children and staff, through positive reinforcement.
Staff will guide them to explore other options that result in positive outcomes of self-esteem and relationships
with others.
At ‘Kidz Club’, we encourage behaviour that is acceptable, displays care, respect and understanding of others needs
and feelings, particularly in challenging situations.
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Enrolment
Sun Protection Policy
Effective measures will be taken to ensure the children’s safety from the sun.
• During the daylight-saving months, we avoid exposure to the sun between 10am & 3pm.
• Sunscreen will be applied prior to attending outside play, using a broad-spectrum
30+ sunscreen.
• Children will be required to wear an appropriate sun-hat when playing outside.
Please ensure that your child’s hat is a legionnaire or broad-brimmed style for maximum
protection. They need to be labelled with your child’s name.
• Kidz Club hats are available for purchase at the price of $10.00.
• Sun-safe clothing is recommended for play at ‘Kidz Club’. ‘Tank-tops’ or any other clothing where shoulders
are exposed is not acceptable. Please ask the staff if unsure.
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Enrolment
Our Centre takes pride in welcoming all interested parents and their children to ‘Kidz Club’. We hope our Centre meets
your requirements and that your enrolment into the Centre is a rewarding experience. Upon your visit to our Centre you
will receive an enrolment package. The Director and staff will discuss with you any other information of importance to
you, regarding our Policy Handbook, our educational planning procedure and your child’s routines.
Please fill out and return the various enrolment forms before commencement. This information is
extremely important and will enable the Centre to give your child the best possible care.
Also be sure to notify the Director of any personal detail changes (eg. Address, phone numbers etc…)

Orientation
‘Kidz Club’ staff suggest that you familiarise your child with their new environment prior to their starting date. It is quite
natural for children to have doubts, fears and to ask questions. It is important to maintain a positive attitude. Reassure
and encourage your child, inviting happy conversations of play and friends they will meet at ‘Kidz Club’.
Trust is an integral part of the orientation process. Be sure to communicate with staff on any relevant issues about your
child, knowing that they are empathetic and supportive of each family’s needs.
Parents are encouraged to come and spend time with their child before they commence at the Centre. This will help you
child feel more secure and at ease during the transition process.
The length and number of visits should be discussed with the Director.

Special Occasions
‘Kidz Club’ encourages the celebration of a child’s birthday or any other cultural/religious event. We enjoy singing to the
children and making them feel special on their significant birthdays.
We invite parents to celebrate their child’s birthday with us while at the centre.
Kidz Club provides each birthday child with a special cake prepared by our in house cook, to share with their friends, and
celebrate the occasion. (This is upon parental request with one week’s prior notice).
We do not encourage parents to bring in cakes, lollies or treats, as we may have children who suffer with life threatening
allergies to certain ingredients usually present in these food items.

Lost Property
Items of Lost Property will be placed in the Lost Property box, located in each room. Each term, uncollected
items will be sorted, and where appropriate, donated to charity.

Artwork
We value our children’s artwork and encourage them to take their work home. Your words of praise and
encouragement are important.

Materials
We welcome materials for use in our creative arts program. Such items as: Greeting cards, coloured paper,
magazines, foil paper, foam meat trays, feathers, ribbon, boxes, corks, fabric, wool, cotton reels, plastic bags,
unwanted toys.
All donations will be greatly appreciated and utilised.
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Arrival &
Departure
Security
We have installed a high-standard security system to ensure the safety of your child at all times. Our Centre is secured by
an “Access Control” system, that is operated with individual key-cards and a monitoring system. This will enable
parents/guardians to enter during Centre working hours and prevents access to unauthorised persons.
Kidz Club is secured by high, reinforced fences as per regulations set by The Dept. of Education and Childrens Services.

Custody Arrangements
Please notify us immediately if any change in custody arrangements occur (please provide a copy of any restraining order
or access agreement).
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Signing In and Out
Located in the foyer are the sign-in and out sheets. Parents are required to sign their child “in and out” each day.
Absent days and any public holidays also need to be signed.
This is extremely important as no child care assistance will be paid if the child has not been signed in or out. This is a legal
requirement for all Child Care Centres.

Arrival and Departure
• On arrival your child should always be greeted by a staff member.
• On departure, be sure to tell a staff member personally that you are taking your child. Please don’t assume that
they have seen you.
• Children will not be able to leave the centre with an unauthorised person without the consent of either parent or
guardian.
• If your child is to be collected by someone different, please advise the centre by telephoning or advising the staff
personally. The person in question will need to present some form of identification, such as a drivers license. The
children’s safety must remain our priority.

Late pick-up
Be sure to contact us at the Centre if you might be late picking up your child. This reassures your
child and eliminates confusion.
If a child is left in the Centre after our published operating hours, a fee of $1 per every minute
may be charged.

Leaving the Centre
Parents who intend to withdraw their child from the centre are required to give two weeks notice to the director or the
equivalent fees in lieu of notice.

Policies and Procedures
Displayed in our centre, is a list of policies and procedures
that Kidz Club has implemented. These include principles
of health and hygiene, emergencies, safety, grievance,
inclusion and bias, and general operation. Our Manual is
located in the administration area, and parents are
welcome to read these at any time. Please do not remove
these documents from the centre.
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Fees

Fees - Payments
A week is defined as five working days
from Monday to Friday.
Fees are required to be paid one week in
advance or fortnightly if preferred.
Fees are to be paid by cash, cheque or
EFTPOS, to the Centre Director or by using the
envelopes provided at the front desk.
Please record your name, date and the amount
that you are paying and place envelope into
the slot provided.
If fees are outstanding, a charge for late
payment will be added to your account at
the rate of $5 per week.
We also reserve the right to allot your
child’s place to another family should
your fees remain outstanding.
We all know and have experienced
some type of family financial
difficulty. If this concern applies
please let us know and together
we can assess the best options for
all parties. All details will be
treated with the strictest
confidence and
compassion.

Booked Days and Absences
When you enroll we ask you to record the regular days that you require, ie; full-time or Wednesday and Thursday, etc.
If these days need to be changed please notify the Centre as soon as possible. We have developed a fee structure that
is beneficial to our families when your child is absent from the Centre. Your child can be absent from the Centre for up
to 42 days per year and receive a reduced rate for those days.
Once the child has reached 42 allowable absence days, CCB is not paid for any further absences, unless the absences
are taken for an approved absence day reason. A family may still take absences that exceed 42 allowable absence days
and are not for an approved absence day reason, but CCB will not be paid.
If your child does not attend because of illness, and has a medical certificate, or if you have confirmation from your
employer for an RDO, these absences will not be counted in your 42 allowable absence total.
Public holidays and any holidays taken where the child does not attend the Centre, are charged at a reduced rate of 50%
(Two weeks notice needs to be given to the director)
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Child Care Benefits (CCB)
What is Child Care Benefit?
The Commonwealth Government provides Child Care Benefits to all families. This subsidy can reduce the cost of
child care substantially, depending on your income and circumstances.
• All Australian resident families using approved child care services are eligible for CCB.
• Some families will get more than others because benefit is affected by such things as:
- income
- child care hours used
- number of children in child care

How to apply for Child Care Benefits.
When you enroll a child in an approved child care service:
• A parent claims for CCB through the Family Assistance Office
• A child attends care
• A parent records attendance
• A parent notifies usage in other child care services
• Family assistance Office calculates CCB percentage entitlements and provides an Assessment Statement to:
- the parent
- the service
When an assessment Statement is received the service will:
• Calculate CCB entitlements and reduces cost of care for parents
• Ensures parents record attendance and absences
• Monitor allowable absences

Child Care Benefit Payment Options
Families may:
• Choose reduced fee through service, or
• Choose lump sum at the end of financial year.
• If you do not supply or are not eligible for Child Care Benefit then you will be charged the full child care fee.
We recommend that you apply at least two weeks prior to starting at the Centre. For registering, queries and more
information contact Family Assistance Office on 136 150.
Until the Centre receives a letter stating that you are eligible for Child Care Benefit, full fees will apply.
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What to Bring
• A clearly named bag • Spare clothes • Hat (summer) • Jacket, beanie (winter)

Infants
• Comfort items (e.g. dummies, soft toys, rugs)
• Enough bottles of formula for period of care.

Labelling

Label … Label … Label …
Clothing, shoes, bottles, bags, hats etc. We would appreciate clothes being clearly labelled in easy-to-find places.

Clothing & Footwear
Encourage your child to wear clothing and footwear that they can manage. For example:
• When washing hands, children should be able to push up the sleeves of their top with ease.
• When still practising their toilet skills, pull on trousers or skirts are more successful for fostering independence than clothes with
buckles, belts, or awkward buttons. Also please provide several pairs of underwear and a complete set of spare clothes.
• Sandals, shoes and boots are the appropriate footwear to wear at ‘Kidz Club’. Thongs are not to be worn at the Centre, they can be
the cause of accidents during play.

Meals
The children will be provided with healthy nutritional food which will be fresh, appetising and have a good nutritional value. We
provide breakfast at 7.30am, morning tea at 9.30am, home made meals for lunch at 11.30am, afternoon tea at 3pm and late snack
at 5pm. The menu is displayed in the foyer area for parents to view.
We have been awarded The Start Right – Eat Right Certificate for the recognition and encouragement of healthy eating. The Centre
Director and Cook have completed training in food hygiene and nutritious menu planning which provides at least half of a child’s
recommended daily nutrition intake. All staff members hold a current Food Handling Certificate, and demonstrate the appropriate
skills and knowledge in food safety and hygiene.
We are strictly a NUT FREE Centre. NO foods containing nuts of any kind are to be brought into the Centre, as we may have children
in attendance who suffer with life threatening allergies to these products.
Please advise us if your child follows a special diet (allergies, vegetarian, religious reasons). Please refer to and complete the forms
supplied in the booklet.

Bottles
If your child has a bottle/s (formula milk) throughout the day, please provide these. Please ensure that your bottles have your child’s name
clearly labelled on them. Cows milk will be provided by the Centre.

Drinks
Each room is equipped with a water cooler, and drinks are readily available for children throughout the day.
There are also two water fountains located in the outside play area so children will have easy access, this promotes independence and
self help skills.

Hygiene
The Centre aims to achieve a high standard of hygiene. Therefore, staff
model and encourage personal hygiene through washing hands after play,
toileting, nose blowing and before/after meals.

Emergency and Evacuation Procedures
Emergency evacuation procedures are displayed on each exit door of every
room in the Centre. Regular fire drills are implemented and all staff and
children are required to participate.
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Medication

Medication is to be administered if:

• The medication register is completed with the child’s name, medicine required, amount and time to be administered,
dated and signed by the parent/guardian.
• The medication is prescribed by a doctor and has the original label detailing the child’s name and required dosage.
• The medication is an over-the-counter product (e.g. Panadol), that has been authorised by the parent/guardian.
• The parent/guardian has completed and signed on ‘authority to give medication form’ with the staffs knowledge.
Medication must be given directly to the staff, and not left in the child’s bag.
Medication should not be placed into a bottle or drinking container that other children at the Centre may gain access to
and consume.
Staff don’t have the authority to administer any medication without written confirmation from parent/guardian.

Health, Illness and Infectious Diseases
When enrolling your child at the Centre, it is mandatory to inform us of any medical problem or allergies, which your child may suffer
from. This information will be recorded on your child’s enrolment form and on the computer files for staff reference only. Please
inform the Director or staff, if any changes occur to keep our records up to date.
If a child becomes ill while at the Centre the parent/guardian will be notified and asked to take the child home and seek medical
attention. The child will be made comfortable and monitored until the parent/guardian arrives. Please notify us if your child develops
any contagious or infections disease. The Centre is committed to providing and maintaining a healthy environment to safeguard the
children and staff from infection. This Centre follows the guidelines from the “Staying Healthy in Child Care” hand book.

Accident Procedures
Safety and supervision is a priority at the Centre. In the event of an accident whilst at ‘Kidz Club’:
• We will make every attempt to comfort your child and administer appropriate first aid. All staff are required to hold a
current first-aid certificate.
• We will immediately contact you on your emergency telephone numbers.
• The incident will be recorded, in detail, on an "Incident Report Form" and will be discussed with you.
In the event of an emergency, the Centre may need to call for an ambulance to transport your child to the doctor or to a hospital.
The Centre will not be liable for any medical or transport fees that may occur.

Asthma Forms
If your child has an Asthma condition, this needs to be recorded on your child’s enrolment form, detailing the symptoms and triggers,
medications required and times to administer. This is vital information for our staff, and your child’s safety. Please refer to and
complete the forms supplied in the booklet.

Immunisation
It is a requirement of the Children’s Services Office, that the Centre keeps a record of your child’s immunisation program. In order for
your child to be eligible for Child Care Benefits, they need to be immunised. Proof of immunisation is required. Please advise the
Centre of any updated immunisations.
To meet the immunisation requirements, children aged under 7 must be immunised according to the standard vaccination schedule,
be on a catch up vaccination schedule, or have an approved exemption from the requirements. If a family ignore the immunisation
requirements the child’s CCB will eventually be cancelled.
If your child is not immunised, please talk with the Director to make any necessary arrangements.
We encourage immunisation for the health and safety of the children in our care.
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Customer Reference Number (CRN) is

407 217 487K

The Following pages contain a complete range of
Kidz Club Child Care Centre forms.
Please take the time to complete the relevant forms for your child
so we are aware of all their needs and any special requirements.
Enrolment form - 4 pages
Asthma care plan
Medication plan
Modified diet care plan
Special diet form
Baby Daily Routine
Toddler Daily Routine
Multicultural Questionnaire

16
20
22
24
26
28
30
32
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Enrolment Form
Child’s Details
Child's Surname

Christian Name

D.O.B.

Country of Birth:

Culture:

Language Spoken:

Religion:

Gender:

CRN.

M / F

(Customer reference number from Family Assistance Office)

Address (if different to Parents):

Enrolment requirements [ TIMES ARE NEEDED SO WE CAN ROSTER STAFF ] Please tick days required:
Monday

Tuesday

Wednesday

Thursday

Friday

EG: 8.30am -4.30pm

First attendance date:
Age of child at enrolment:

Mother’s/Guardian’s Surname:

Given Names:

Address:

p/c:

Phone Number:

Mobile:

Occupation:

Employer:

Employer’s Address:
Work Phone Number:
Culture:

Language Spoken:

D.O.B.

Drivers License No.

CRN.

(Customer reference number from Family Assistance Office)

Father’s/Guardian’s Surname:

Given Names:

Address:

p/c:

Phone Number:

Mobile:

Occupation:

Employer:

Employer’s Address:
Work Phone Number:
Culture:

Language Spoken:

D.O.B.

Drivers License No.

CRN.

(Customer reference number from Family Assistance Office)

Can you assist the centre in anyway? Things like : play musical instruments, speak another language, cooking from other cultures, reading to children, fundraising.
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Custody Court Orders?

Yes

No

Yes

No

(If yes please provide details and Photocopy)

Are you applying for Child Care Benefit?
If Yes, have you lodged your application?

Yes

No

Date:

The Family Assistance Office can provide your information to someone else in special circumstances, where Commonwealth legislation allows or requires, or where
you give permission. Kidz Club Child Care Centre may need to request the following information from Family Assistance Office: Details regarding your percentage and
its currency; your current residential address and phone number.

I give my permission for this to be given.
Signature:

Name:

Date:

Family Details
Names and Ages of Siblings:
Family Doctor:

Address:

Phone Number:

Medicare Number:

Immunisations etc...
Has your child been immunised?

Yes

No

Is your child up to date with their immunisations?

Yes

No

If No, please provide details?
Please provide evidence of immunisations eg: your child's health book

Immunisation Schedule
Birth
2 Months
4 Months
6 Months
12 months
18 Months
4 Years

Hep B
Hep B
Hep B
Hep B
Hep B
VZV
DTPa

DTPa
DTPa
DTPa
Hib

Hib
Hib
Hib
MMR

MMR

IPV

IPV
IPV
IPV
Meningococcal

Pnuemococcal
Pnuemococcal
Pnuemococcal

Allergies
Does your child have any allergic reactions? Eg; foods, medicine, grass, sunscreen, etc..

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

If Yes, please provide details and action plan for dealing with the allergic reactions:

Medical Conditions
Does your child have any medical conditions? Eg; asthma, convulsions, etc..
If Yes, please provide details and action plan for dealing with the medical conditions:

Does your child take any regular medication? Eg; Ventolin, etc..
If Yes, please provide details:
Child’s present health status:

Special Needs
Does your child have any special needs/challenging behaviours?
If Yes, please provide details:
Does your child regularly visit a specialist? Eg; Speech therapist, etc..
If Yes, please provide details:

Food/Meals
Does your child have any special dietary needs? Eg; vegetarian, religious beliefs, etc..
If Yes, please provide details:
Foods they like:

Foods they dislike:

Other details:
Page 2 of 4 Enrolment Form

EMERGENCY CONTACTS,
AUTHORISED TO COLLECT CHILD.
Could you supply us with the following information of names and telephone numbers of
three people who are authorised to pick up your child? Also to be used as an emergency contact
ONLY WHEN YOU ARE NOT AVAILABLE

CONTACT 1.

CONTACT 2.

CONTACT 3.

Christian Name:
Surname:
Address:

Home phone:
Mobile:
Work phone:
Relation to child:

PERMISSION:
I give the management/staff of Kidz Club Child Care Centre the authority:
•

To complete observations for use within the centre or where staff are studying, however,
if questioning or testing of the child is undertaken my permission will be sought before hand.

•

Yes

No

Yes

No

Yes

No

Yes

No

To apply foreign substances eg: Sunscreen, nappy change lotion, nappy powder or any other
substance required onto my child’s skin as the need arises.

•

No

To use the name and/or photo of my child for the centre displays and/or promotional use,
including media.

•

Yes

For my child to take part in supervised short walking excursions within the local area as
part of the centres program.

•

(Please tick)

To administer Panadol (Paracetamol)

I give permission for the staff of Kidz Club Child Care Centre to administer Panadol (Paracetamol) should they have a fever.

I understand that every effort will be made to notify me (or another nominated responsible adult) at the time Panadol (Paracetamol) needs to be administered, and
that I (or another nominated responsible adult) may be required to collect my child immediately.
If contact is unable to be made, then, in the interests of the health and comfort of my child, the Panadol (Paracetamol) will be administered.

•

The Centre in its sole discretion may exclude any child from the Centre either permanently or temporarily.
Further details are contained in our Exclusion Policy.

Signature:

Name:
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Date:

MEDICAL EMERGENCY
In the case of an accident or emergency, every effort will be made
to comfort the child and contact the parents immediately.
In the event that my child requires urgent Medical attention I,

(Parent/guardian) authorise the

staff of Kidz Club Child Care Centre to obtain medical assistance which they deem necessary, and agree to pay any medical and transport costs
incurred.
I agree to indemnify Kidz Club Child Care Centre, and its staff, against any liability relating to or incidental to Kidz Club Child Care Centre custody
and care of my child, except where such liability is directly caused by any wilful act or omission of Kidz Club Child Care Centre or its servants or
agents.

Signature:

Name:

Date:

FEE AGREEMENT
It is the responsibility of parent/guardians to ensure that the enrolment form is completed in full and returned to the centre prior to
commencement of care. This form provides the centre's link to you as parents/guardians in case of an emergency.
I undertake to pay the fees weekly in advance.
I understand that the fees must be paid regardless of attendance, eg. Sickness, Public Holidays, or Annual leave and I understand there will be no
swapping of day or “making up” of days not attended.
Fees for holidays must be paid in advance prior to your child commencing such leave.
If my fees are in arrears for more than two weeks and no arrangements have been made with the Centre, my child’s place will be withdrawn.
Should I fail to pay my fees and my place is withdrawn or, when I leave the Centre, I will be liable for all additional costs incurred by the centre in
collecting the outstanding fees.
Full fees are payable until my Child Care Benefit Confirmation is received by the centre.
Notice: When my child is leaving Kidz Club Child Care Centre or reducing the number of days of attendance I must give two weeks written notice
or pay appropriate fees in lieu of such notice.

Signature:

Name:

Date:

Comments:
Kidz Club Child Care Centre
2 Glenere Drive
Modbury SA 5092

Telephone: 8265 6605
Fax: 8265 6602

www.kidzclub.com.au
kidzcccc@bigpond.net.au
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Parent/Carer......................................................................................................... Ph..............................................

Dr name:...........................................................Ph.....................................Signature..............................................

See my doctor for advice

See your doctor immediately after a
serious asthma attack.

4 If little or no improvement CALL AN
AMBULANCE IMMEDIATELY
IMMEDIATELY (DIAL
(DIAL000
000
and/or 112
112 from
from mobile
mobile phone)
phone) and
and
state that you are having an asthma
attack. Keep taking 4 puffs every 4
minutes
until
the
ambulance
arrives.
4 minutes
until
the
ambulance
arrives.

3 Wait 4 minutes. If there is no
improvement, take another 4 puffs.

2 Take 4 separate puffs of a reliever
puffer (one puff at a time) via a spacer
device. Just use the puffer on its own if
you don’t have a spacer. Take 4 breaths
from the spacer after each puff.

1 Sit upright and stay calm.

Asthma First Aid Plan

Should any of these occur, follow the
Asthma First Aid Plan below.

• Peak Flow* below

• you are feeling frightened or panicked

• severe shortness of breath or difficulty
in speaking

• symptoms getting worse quickly

A serious asthma attack is also
indicated by:

and follow the Asthma First Aid Plan below
while waiting for ambulance to arrive.

• lips turn blue

• little or no improvement from
reliever puffer

• extreme difficulty breathing

Dial 000 for an ambulance and/or 112
from a mobile phone if you have any of
the following danger signs:

How to recognise
life-threatening asthma

* Not recommended for children under 12 years

Name:........................................................................................... Date:............................................. Best Peak Flow*:............................ Next Doctor’s Appointment:.................................................................................

Always carry my reliever puffer

Combination Medication

Reliever

See my doctor to talk about my asthma
getting worse

Start oral prednisolone (or other steroid)
and increase my treatment as follows:

Increase my treatment as follows:

Continue my usual treatment as follows:

Preventer

What should I do?

  and  

• Peak Flow* between

• Feel that asthma is out of control

What should I do?

  and  

• Peak Flow* between

• Waking each night and most mornings with
wheezing, coughing or chest tightness

• Difficulty with normal activity

• Increasing wheezing, coughing,
chest tightness

• Need reliever puffer every 3 hours or
more often

When my asthma is
severe

What should I do?

• Peak Flow* above

• Need reliever medication less than three
times a week (except if it is used before
exercise)

• Using reliever puffer more than 3 times a
week (not including before exercise)

• Waking from sleep due to coughing,
wheezing or chest tightness

• At the first sign of worsening asthma
symptoms associated with a cold

• No regular wheeze, or cough or chest
tightness at night time, on waking or
during the day

• Able to take part in normal physical
activity without wheeze, cough or
chest tightness

When my asthma is
GETTING WORSE

When my asthma is
well controlled

My Asthma Action Plan

• My pharmacy:...................................................................................

• Asthma Foundation 1800 645 130 for information and advice
about asthma management

Useful telephone numbers

Your GP can advise you on the availability under the Pharmaceutical Benefits Scheme of
the drugs mentioned above.

Combination medications are: Seretide (fluticasone and salmeterol) and Symbicort
(budesonide and eformoterol).

There are combination medications that combine a symptom controller and a preventer in
one puffer.

........................................................................................................

........................................................................................................

Symptom controllers are: Foradile and Oxis (both brands of eformoterol), and Serevent
(salmeterol).

Like your reliever medicine, your symptom controller helps widen the airways. But while
your reliever works for around 4-6 hours, symptom controllers work for up to 12 hours at
a time. However, they are not good for quick relief of symptoms so they should not be used
for asthma first aid.

Symptom controllers can help people who still get symptoms even when they take regular
preventer medicines. If you need a symptom controller, it should be taken with your
preventer medication. It should not be taken instead of a preventer.

How your symptom controller helps

Reliever medications are: Airomir, Asmol, Epaq and Ventolin (all brands of salbutamol)
and Bricanyl (terbutaline).

Your reliever medicine relaxes the muscles around the airways, making the airways wider
and breathing easier. It works quickly to relieve asthma symptoms, so it is essential for
asthma first aid.

How your reliever medicine helps

........................................................................................................

........................................................................................................

Before exercise I need to warm up properly and take the
following asthma medication:

........................................................................................................

........................................................................................................

........................................................................................................

........................................................................................................

My known asthma triggers are:

Exercise is a common asthma trigger but can be well managed with
pre-exercise medication and warm-up activities.

Common asthma triggers are house dust mite, pollens, animal fur,
moulds, tobacco smoke, and cold air. It is unusual but some foods
may trigger asthma attacks.

Asthma Triggers

Your preventer medicine reduces the redness and swelling in your airways and dries up  
the mucus. Preventers take time to work and need to be taken every day, even when you
are well.

Asthma inflames the airways. During an asthma attack, the air
passages (airways) of the lungs become inflamed, swollen and
narrowed. Thick mucus may be produced and breathing becomes
difficult. This leads to coughing, wheezing and shortness of breath.
Preventer medications are: Qvar (beclomethasone), Flixotide (fluticasone), Intal Forte
CFC-Free (sodium cromoglycate), Pulmicort (budesonide), Singulair (montelukast) and
Tilade CFC-Free (nedocromil).

How your preventer medicine helps

What happens in asthma?

This written Asthma Action Plan will help you to manage your asthma.
Your Asthma Action Plan should be displayed in a place where it can be seen by you and others who need to know.
You may want to photocopy it.

My Asthma Action Plan

reprinted November 2006

............................................................

............................................................

............................................................

............................................................

............................................................

............................................................

............................................................

............................................................

............................................................

............................................................

Other Comments

............................................................

Combination Medication

............................................................

Symptom Controller

............................................................

Reliever

............................................................

Preventer

My medications are

Medication Plan
(For conditions needing regular medication)

CONFIDENTIAL
To be completed by the DOCTOR and PARENT/GUARDIAN if medication must be taken during centre time and requires adult supervision.
This information is confidential and will be available only to supervising staff and emergency medical personnel.

Please:
• Complete all sections of this form.
• Schedule medication outside care hours wherever possible.
• Be specific: As needed is not sufficient direction for staff.
• Nominate the simplest method. For example: Oral or ‘puffer’ medication is much easier to arrange than a nebuliser.
Please note:
• Staff accept only medication with he original, fully labelled pharmacy container.
• Staff do not monitor the effects of medication as they have no training to do this.
• Staff are instructed to seek emergency medical assistance if concerned about the child’s behaviour following medication.

Child’s name:
Family name

Date of birth:

First name

Medic Alert Number

Name of medication

How much is to be taken
at the following times

Including any doctor’s instructions relating to
administering the medication:

Time &
dose

Medical practitioner:

Time &
dose

Time &
dose

Signature:
Printed name

Address:

Phone:

Date:

I have read and understand this information and any attachments indicated above.
I approve the release of this information to centre staff and emergency medical personnel responsible for my child’s safety.
I understand it is my responsibility to ensure this information is up-dated each year and more if necessary.
Parent/Guardian:

Signature:
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Date:

Time &
dose

Modified diet care plan
for education, child/care and community support services*

CONFIDENTIAL
To be completed by the DOCTOR OR DIETITIAN and the PARENT/GUARDIAN and/or ADULT STUDENT/CLIENT.
This form is to be used where a person has a proven history of food allergy or intolerance
or requires a special diet for a proven medical condition.
This information is confidential and will be available only to supervising staff and emergency medical personnel.
Name of child/student/client:

Date of birth:
Family name (please print)

First name (please print)

MedicAlert Number (if relevant):

Date for next review:

Foods and substances that must be avoided for the period of this plan (see review date above).

Alternative foods the person can consume (eg; soy products instead of standard dairy for lactose intolerance).

Details of any special feeding routine (eg; meals at particular times or intervals for health reasons).

In the case of food allergy/intolerance, what are the signs and symptoms?
Please indicate whether the person can report symptoms, the time period over which symptoms might emerge and the severity of
the anticipated reaction.

First aid response to signs and symptoms of an allergic reaction/intolerance to a food or other substance.

If the reaction is severe, an anaphylaxis care plan, including an emergency first aid response, will be required from the treating medical practitioner.

AUTHORISATION AND RELEASE
Authorised prescriber:

Professional role:

Address:
Telephone:
Signature:

Date:

I have read, understood and agreed with this plan and any attachments indicated above.
I approve the release of this information to supervising staff and emergency medical personnel.
Parent/guardian:
or adult student/client:

Signature:
Family name (please print)

First name (please print)
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Date:

Special diet form
For Family Day Care Providers
To be completed when a child is on a special diet for reasons of a non-medical nature eg: cultural or religious reasons, vegetarian diet.

If a special diet is required for a proven medical condition(eg: Coeliac disease, Lactose intolerance) the “Modified Diet Care Plan” should
be used.

Child’s Name:

Date of birth:

/

/

1. Reason for the child’s special diet. Please tick the relevant box
Religious/cultural
Parental decision
Other, please specify

2. What are the foods and substances that your child must avoid or include

3. Please list, in detail, alternative foods the child can eat so that no food groups are excluded (eg; eggs, dairy foods, tofu, beans instead
of meat for vegetarian diets)

4. Please provide details of any specific feeding routine, eg: meals at particular times or intervals for health reasons, providing extra food
to meet increased calorie needs.

5. How long will your child be on this special diet?

Date:

/

/

Parent/Guardian:

Signature:

To help your Careprovider to continue to provide your child with adequate nutrition and protection from potentially harmful substances,
this form must be reviewed every 6 months, or whenever more up to date information is available.

Date for diet to be reviewed:

/

/
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Baby Daily Routine
General Information
Child’s Name:

DOB:

The special name your child calls their mother:

father:

guardian:

other:

The things your child enjoys doing include:
Songs your child enjoys singing:

Feeding
Is your child currently on formula / milk / breast milk?
Bottle times?
Does your child like to be nursed when having a bottle?
Does your child usually drink the whole bottle?
Does your child like to have his/her bottle warm?
Does your child need to be burped during a bottle feed?

Yes

No

How many times?

Does your child have any reflux or any other feeding concerns?

Eating
Does your child have any dietary restrictions / allergies?
Does your child like to feed themselves?
Other comments:

Sleeping
Day sleep

From:

To:

From:

To:

From:

To:

How does your child go to sleep?
Does your child like to be patted?
Does your child have a comforter to go to sleep?
Further comments:
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Toddler Daily Routine
General Information
Child’s Name:

DOB:

The special name your child calls their mother:

father:

guardian:

other:

The things your child enjoys doing include:
Songs your child enjoys singing:
Does your child have any known fears, eg; storms, balloons?
Has your child been in child care / family day care before?
Does your child have any special words or phrases?
Does your child have a dummy – any time; or only at sleep time?

Food and Eating
Does your child have any allergies / dietary restrictions?
Does your child need assistance to eat food?
Does your child drink from (please tick):

a cup

Does your child need their bottle warmed? Yes

sipper cup
No

Details:

Nappies / Toilet Training
Is your child in nappies?
Is your child toilet trained?
Is your child in pull ups / training pants?
Is your child fully toilet trained?
How would you like us to assist with toilet training?

Does your child use a potty or a toilet?

Sleep
What time does your child normally want to have a sleep?
How long does your child sleep for?
Does your child have a comforter for sleep?
Does your child like to be patted / sung to?
Is your child a restless sleeper?
Attitude towards sleep?
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bottle

Multicultural Questionnaire
Child’s Name:
DOB:
Country of Origin:
Language Spoken at home:
Can your child speak English?

Yes

No

Can your child understand English?

Yes

No

Eating Patterns: Any special diet or food?

Family Rules: Discipline, affection (please provide details)

Do you have any extended Family members living at home, if so please provide details:

Details of any cultural/religious practices that you would like to be included in our program:

Are there any guidelines that we need to implement whilst your child is being cared for at Kidz Club Child Care Centre?

Are there any specific activities that go against your cultural beliefs and rituals?

Would you like to contribute in any way to our program, If so please provide details?

Are there any significant days of cultural or religious celebrations that you would like your child to participate in?
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Developing a secure foundation for the Future

MODBURY

WE ARE HERE

Kidz Club Child Care Centre
2 Glenere Drive, Modbury SA 5092
Telephone: 8265 6605
Fax: 8265 6602

www.kidzclub.com.au
kidzcccc@bigpond.net.au

