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Coordination unit staff  
 
FDC Manager: 
Catherine Hunter chunter@theinfantshome.org.au 
 
Administration Officer: 
Karina Phillips:   fdcadmin@theinfantshome.org.au 
 
Child Care Advisor: 
Cath Mitchell:   cmitchell@theinfantshome.org.au 
 
 
If your call is not answered, please leave a messag e on the answering machine and we will get back 
to you.  If you have not heard from us in one worki ng day, please call again.  In case of Emergency 

the carers have access to the schemes mobile phone number. 
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Section 1 – Welcome 
 
Welcome to The Infants’ Home Family Day Care. We have been operating since 1974 and 
believe that children and families have the right to access high quality early childhood 
services. Family Day Care fosters secure and positive relationships in safe and healthy 
learning environments where each child’s family and cultural needs are recognised and 
respected. We believe that childhood is a unique and valuable stage of life and are 
committed to the learning and development of children so that each child will be given the 
opportunity to develop to their full potential.  
 
We sincerely hope that your family will enjoy and benefit from its involvement with FDC. 
Thank you for taking the time to read this Handbook, which contains information relating to 
your child’s care.  Please keep it handy, as you may need to refer to it from time to time. 
Feel free to contact the Coordination Unit staff to discuss any problems or questions you 
may have about your child or The Infants' Home Child and Family Services. 
 
The Organisation 
 
The Infants' Home Child and Family Support Services were founded in 1874. 
 
As a charity, The Infants' Home Child and Family Support Services are governed by a 
Board of Management, which comprises up to twelve honorary members. The Board 
members bring a wide range of expertise and professional skills to the organisation. 
 
The Board and the Chief Executive Officer of The Infants' Home Child and Family Support 
Services meet on a monthly basis to manage the organisation, which includes determining 
policy and managing finances.  Board members also sit on various subcommittees, which 
regularly review the services provided by The Infants' Home Child and Family Support 
Services, and contribute to various operational aspects of the organisation. 
 
The Board, Chief Executive Officer and staff have an ongoing commitment to improve the 
quality of the services offered by The Infants' Home Child and Family Support Services, as 
well as to expand them in keeping with the Home’s Charter. 
 
The services offered at The Infants' Home Child and Family Support Services focus on 
families with children under school age. The programs currently provided comprise 
Learning and Development Centres (Long Day Care), Family Day Care, Child and Family 
Support Services, Specialist Intervention Services and Sydney Hope Family Cottage. 
 
Brochures describing the various programs offered are available at the Administration 
Office, or from the program areas. 
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The Infants’ Home Child and Family Services       
‘Each Child Every Opportunity’ 
 
The Infants’ Home VISION 
 
A society in which every child is given the opportunity in early child hood to develop the abilities to 
meet life’s challenges and opportunities 
 
The Infants’ Home PHILOSOPHY 
 
We work together to build positive relationships  
We work with the children in the context of their family and community 
We value staff, carers and volunteers as our primary resource in the delivery of high quality 
programs for children and families 
We recognise the mutual influence of our partnerships with our local and professional communities 
We regard children as capable and resourceful and we enable them to initiate and contribute to 
their learning 
 
The Infants’ Home ROLE 
 
We provide early intervention and other services for children (before they go to school), particularly 
vulnerable children, and their families in an environment in which the value and dignity of every 
child is recognised; 
We promote the interests of children by providing advice to community organizations, the 
community sector and government. 

 
The Infants’ Home VALUES 
 
In order to implement this plan successfully The Infants’ Home Child and Family Services has 
identified the following values which need to underpin our work.  The Board, CEO, Senior 
Managers and team Leaders are committed to modelling these values and to fostering them within 
the organisation.   
 
The values are: 
 
 

INTEGRITY 
Behaving fairly and ethically and communicating in an open and honest manner 

 
DIVERSITY 

Respecting and building on the strengths of differences in its various forms 
 

COLLABORATION 
Promoting partnerships with children, families, communities, staff and carers 

 
INNOVATION 

Discovering ways of achieving improved outcomes for children 
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·  Family Day Care 
- Coordination Unit 
- 30 – 40 Carers  
 

·  Learning & 
Development 
Centres (LDC) 
- Robinson House 

- Gorton House 

- Murray House 

- Johnson House 

- Rigby House 

 ·  Accounting 
·  Finance 
·  Fee collection 
·  Human 

Resources 
·  Administration 
·  Kitchen  
·  Maintenance 
 

 ·  Speech Pathology 
·  Supported 

Playgroups 
·  Occupational 

Therapy 
·  Art Therapy 
·  Family Worker 
·  Health & Early 

Childhood Nurse 
·  Sydney Hope Family 

Cottage 
 

 
Priority of Access 

 
The Department of Families, Housing, Community Services and Indigenous Affairs 
(FaHCSIA) has determined Priority of Access Guidelines, which Family Day Care must 
adhere to. It must be stressed that the basis of your acceptance into care is open to review 
if your circumstances change. 
 
Where demand for care exceeds supply it is important for services to allocate available 
places to those families with the greatest need for child care support. The Commonwealth 
Government regards, in order of priority; 

 
Priority 1  – a child at risk of serious abuse or neglect 
Priority 2  – a child of a single parent who satisfies, or parents who both satisfy, the 
work / training / study test under section 14 of the Family Assistance Act 
Priority 3  – any other child 

 
Family Day Care takes into account the above priority groups when a number of parents 
are competing for a limited number of vacant places. Within these groups, we also give 
priority (not in any particular order) to: 

·  children in Aboriginal and Torres Strait Islander families; 
·  children in families which include a disabled person; 
·  children in families whose CCB percentage is 100%; 
·  children in socially isolated families; 
·  children of single parents.  
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Where there are no vacant places and a carer is caring for a child who is third  priority in 
the Priority of Access, we may require that the child leave the service in order to provide a 
place for a higher priority child. Family Day Care will give families at least 14 days notice of 
the requirement for a child to leave the service.   
 

Care and Protection Statement 
 
The Infants’ Home Child and Family Services are committed to the care and protection of 
children and provide services that protect children, support parents and strengthen 
families. Therefore, it develops services where the ‘best interests of the children’ are 
paramount. 
 
Parents and Guardians are most significant in the lives of their children and have a right to 
be involved in decisions concerning the care of their children.  Building on family strengths 
and establishing a working partnership with parents is fundamental to The Infants’ Home 
Child and Family Support Services aim to offer care and support. 
 
Sometimes children are at risk of harm.  If we are concerned that a child may be 
experiencing abuse and/or neglect we are legally required to contact The NSW 
Department of Community Services, the government department with the legal 
responsibility for the care and protection of children. 
 

We also have a responsibility to report all child a buse allegations and convictions 
against any employee of The Infants’ Home Child and  Family Support Services to 
the Chief Executive Officer, as Head of Agency, who  in turn, must notify the NSW 

Ombudsman  
 
 

Policies and Procedures 
 
The policy and procedure manual may be viewed on enrolment. This provides guidelines 
about how the Family Day Care program operates. Parents are welcome to view specific 
policies at the carers’ home or at the Coordination Unit and copies can be made available 
to families, on request. These will be issued after commencement with the carer.  
 
We invite parents to participate in the decision making of the service and welcome parent 
input and comments regarding our policies and procedures.  Regular policy updates occur 
and families are encouraged to read and comment on the policies and procedures.  If you 
would like to receive policies for update electronically, please contact the coordination unit 
for details. 
 

Emergency and Accident Procedures 
 
FDC has a detailed policy, which sets out procedures in the event of an accident or other 
emergency. Evacuation procedures are displayed in the carer’s home and at the 
Coordination Unit. Evacuation Drills are practised on a regular basis with all children. It is 
important that contact telephone numbers of families and emergency contacts are kept up 
to date. 
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Section 2 - What is Family Day Care? 
 

Family Day Care (FDC) is a flexible, regulated home-based children’s service for children 
from birth to 12 years of age. Small group care, in a home environment, provides an 
alternative to larger centre-based care. The total number of children in care at any one 
time (including the carer’s own children) must not exceed 7 children, with no more than 5 
of these children being under school age. Carers are carefully selected persons who are 
recruited and registered the Coordination Unit and monitored under National Standards, 
State Regulations, Scheme Policies and Quality Assurance Principles. Carers are located 
throughout the Ashfield, Burwood, Canterbury, Canada Bay and surrounding suburbs. 
FDC aims to meet the needs of the local community through active family, carer and 
community involvement in all facets of the service. 
 
Carers are self-employed who are assisted and supported by a professional Coordination 
Unit. Quality care is maintained by frequent home visits by professional staff and additional 
support services such as playsessions, toy library, equipment library, regular newsletters 
and administrative support. Staff and carers work together to build and maintain a trusting 
and secure environment for both children and families. Carers have developed skills in 
caring for children and provide a nurturing atmosphere within a stimulating learning 
environment. FDC homes need to be safe, comfortable and hygienic. Environments are 
organised to stimulate and respond to children's interests in ways that are child-friendly, 
fun and welcoming. Carers and staff observe and monitor children's interests and 
development as a basis for planning meaningful learning experiences that promote the 
growth and development of the children in care.  

 
The Coordination Unit 

 
The Coordination Unit’s office hours are from 9.00am to 4.30pm, Monday to Friday. At 
times, staff may be unavailable to take calls, so please leave a message on the answering 
machine clearly stating your name, phone number and reason for the call.  Staff will return 
your call as soon as possible. For after hours, Carers are provided with a 24-hour 
emergency contact number. In an emergency, please contact your carer who will phone 
the emergency contact number, or call The Infants’ Home Child and Family Services on 
9799 4844. The Coordination Unit is closed on Public Holidays.  
 
Please avoid parking across driveways in Henry Street. Always be aware of security, 
locking your car and removing any valuables when parked in the street. 
 
The Coordination Unit supports carers' on-going improvement of practices and is involved 
in the Family Day Care Quality Assurance system, administered through the National Child 
Care Accreditation Council. Our professional development program for carers encourages 
innovative programs and best practice.  
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Role of the Manager 
 

·  Responsible for the recruitment, selection, and training of appropriate and suitable 
carers and the overseeing of the quality of care. 

·  Ensure that carers’ homes are visited regularly and are monitored in relation to 
safety and hygiene standards. Ensure that carers are informed about how to 
adequately supervise children and the procedures to be adopted in relation to the 
health and safety of children in care. 

·  Ensure positive interaction between staff, carers, children and families. Provide for 
regular meetings with carers/families to raise matters of interest/concern and that 
fair grievance procedures are in place and practiced. 

·  Ensure financial management/administration records are kept and that carers 
maintain required records. 

  
Role of the Child Care Advisor  
 

·  Assist families in selecting a carer who most meets the needs of the child and 
family, and provide placement progress feedback to families.  

·  Monitor the standard of care provided and adherence to Regulations, Policies, 
Standards and Quality Assurance Principles, through regular home visits. 

·  Support and resource carers to develop skills in working with children and families.  
·  Ensure that carers develop a range of experiences to promote the knowledge and 

abilities of each child. Maintain developmental records on each child for future 
planning.  

·  Organise and conduct regular playsessions, excursions and Toy Library. 
 

Role of the Administration Officer 
 

·  Calculate fees, process Child Care Benefit entitlements and provide administrative 
support to carers and the Coordination Unit. 

·  Maintain office procedures and systems and supply statistical information.  
 

Section 3 - Carers 
 
Carers are thoroughly assessed prior to registration. The selection process requires: 

·  Satisfactory completion of the Training and Orientation Programme. 
·  Completion of Working with Children Checks (completed on all adults living in the 

household). 
·  Providing a medical certificate in the required format and 2 appropriate 

personal/professional references. 
·  Providing proof of current First Aid Certificate and Public Liability Insurance. 
·  Meet workplace assessment safety inspection requirements. 
 

In addition to the above, essential attributes for a carer include the: 
·  Ability to ensure that the physical care and safety of children is protected. 
·  Familiarity with and competence in managing children’s routines 
·  An awareness of children’s and families’ needs and appropriate responses. 
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Carers determine the days and hours that they are available. The Coordination Unit will 
assist you by making relevant referral of families to carers who could provide care for the 
required days/times.  
 
 

Support Services for Carers 
 
Toy & Resource Library 
 
The Toy Library has an extensive range of quality educational toys and books suitable for 
all ages. The Toy Library has been developed to supplement the resources provided by 
carers to meet children’s interests and development.  
 
The Carers’ Resource Library provides carers with access to professional literature on 
innovative practice, research and theory. It includes books, videos and fact sheets on 
topics relevant to the care and education of children. Families are welcome to contact the 
coordination unit for access to this information. 
 
Equipment Library 
 
Carers are encouraged to purchase equipment on an ongoing basis to meet their needs. 
The equipment library supplements equipment provided by the carer, e.g. When a new 
child starts or alternate care is provided. Equipment such as cots, floor mats, prams and 
car seats are available for loan to new carers, when available and for a period of 12 
months from registration.  After this time, carers will be expected to purchase their own 
equipment.  
 
Play session 
 
Play sessions are conducted during school terms. A rotating roster ensures that all carers 
have opportunities to attend. A bus picks up and drop off service is available to carers who 
do not drive or are not in walking distance to the centre. However, transport arrangements 
make it difficult to accommodate some children in part-time care. Carers are encouraged 
to attend additional playsessions, where they can make their own way to the coordination 
unit.  
 
Experiences at playsession are planned and implemented to promote children’s language, 
social, emotional, physical, intellectual and creative development. Please ask your carer 
on which day they attend. We alternate the roster over the year to maximise the number of 
children able to attend play session during the year.  
 

·  Please dress your child in clothes that are casual, comfortable and easily washable 
to allow them the freedom to explore all the experiences provided including 
messy/sensory play such as such as painting and water play.  

·  Send a piece of fruit or other nutritious snack and drink for morning tea. 
Playsession has a “nut-free” policy to avoid the risk  to children with severe 
allergies.  

·  Playsessions are also a time for carers to network and share ideas with each other, 
as well as getting to know other children. 
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·  It also gives FDC staff a chance to observe children and their relationship with the 
carer and peers in another setting. 

·  All clothes and belongings should be clearly marked with your child’s name. 

 
Section 4 - Starting in Family Day Care  
 

·  Visit the carer with your child before commencement, so that the carer and 
environment are familiar.  

·  On the day care begins, make sure you are not rushed and give final instructions to 
the carer. Take the opportunity to say goodbye to your child and reassure them that 
you will be coming back. Do not be tempted to sneak out without saying goodbye as 
this will be more stressful on your child. 

·  Be positive in your attitude towards care with your child. Talk about the fun your 
child will have with the carer and other children. 

·  Leave a comfort item with your child such as a pacifier or teddy, or other familiar 
object such as a photo. Speak with the carer about any difficulties with bringing 
“special “toys or objects from home. 

·  Separation can be hard for some children. If your child protests or becomes upset, 
delaying your departure may prolong the anxiety. We suggest that you keep a 
consistent routine each morning, say goodbye to your child with a final kiss or hug, 
then go. Telephone the carer during the morning, to reassure yourself that your 
child has settled. In most cases you will find your child has settled after 5 or 10 
minutes and is playing happily. If you adopt this positive attitude, you should find 
after a week or so that both you and your child can part without distress. A child 
who is in part time care may take a little longer. Please feel free to discuss any  
on-going difficulty in settling with the carer and/or the Child Development Officer. 

·  Let the carer know about the good things that are happening for your child, and also 
if your child has had a difficult weekend or night. The carer can use this information 
and arrange their daily routine in the most suitable way. Discuss, with the carer, the 
use of a communication book to record messages. 

 
The Coordination Unit is interested in hearing feedback about your care. Also, letting 
carers know this, reassures them that they are meeting your expectations, or how they 
can better meet yours and your child’s expectations. 

 
What Families Need to Provide 

 
Meals 

·  Generally, parents provide all food and drinks. You will need to bring all food, 
snacks, drinks etc every day or you may want to bring milk and juice on the first day 
of care for the whole week (please check with your carer to ensure there is enough 
room in the fridge to accommodate this). Please provide nutritious meals as good 
food is vital for children’s growth and development and good eating habits are learnt 
early in life.  

·  Fees do not include provision of any meal, morning/afternoon snack or drink.  
·  It is important to let carers and staff know if your child has any allergies.  
·  There are no peanut butter or peanut products serve d or allowed at the 

Coordination Unit premises as a few children in the  service have severe 
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allergies. Other identified allergy triggers may al so be excluded from The 
Infants Home site. 

·  Families should be aware that if your child attends a carer’s service or playsession 
that is a nut free/or other food free environment due to child’s allergies, families are 
not permitted to bring that specific food into the environment.  The coordination unit 
staff will discuss this with families if relevant.   

·  A few suggestions are for meals are: 
 
Birth to 4 months 
Please provide at least half of the usual amount of breast milk or infant formula that 
your baby has in 24 hours. As babies will be fed on demand, use the smaller 
(120mls) bottles. Mothers may wish to breast feed their child or send expressed 
breast milk. Cooled boiled water may also be given but should not be in place of 
breast milk or formula. Other milks such as cow, goat and sheep’s milk are not 
recommended for babies. 
 
4 to 6 months 
At least 450mls breast milk or formula.  
Rice-based cereal, pureed fruits and pureed vegetables.  
 
6 to 12 months 
At least 450mls breast milk or formula at six months and decrease to about 300mls 
by 12 months. Juice is not needed but if given it must be diluted one part juice to four 
parts boiled water and given only once per day. Send a cup for your baby to learn to 
drink from. 
 
From six months of age, all other foods can be slowly introduced. Home prepared 
foods are more educational (colour, taste, texture) than commercial baby foods. 
Foods need to vary from fine mashes at six months to finely cut family foods at 12 
months, with soft finger foods provided after seven months. 
 
1 to 5 years 
Full cream dairy foods e.g. milk, yoghurt, cheese. 
Fruit e.g. piece of fruit, snack pack of canned fruit or small handful of dried fruit. 
Vegetables or salad. 
Meat or meat alternatives e.g. meat, chicken, fish, egg, cheese, tofu or baked beans. 
If providing a vegetarian meal or sandwich, also, include a fruit or vegetable high in 
vitamin C e.g. oranges, kiwifruit, capsicum, tomato. 
Breads and cereals e.g. bread, pasta, noodles, rice, cereal. 
 

Bottles, Pacifiers and Comfort Items 
·  If your child drinks formula please bring it already prepared in bottles clearly marked 

with your child’s name. 
·  If your child needs to bring a special dummy, sheet or blanket for sleep time, please 

make sure it is clearly marked with your child’s name. 
 

Clothing 
·  When children participate in art/craft or messy play activities, or outdoor play, it is 

important that their clothes are the type that can be easily washed. A child needs 
the freedom to explore and experiment. This often means that they will get dirty, so 
a change of clothes should be provided.  
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·  A bag that is clearly marked with your child’s name and easy enough for older 
children to open and close independently. It also needs to be large enough to fit 
spare clothes 

·  Please provide an adequate amount of nappies for each day (usually 3-4 nappies is 
sufficient). Some cares have limited disposal facilities and may ask parents to be 
responsible for disposing of their child’s nappies. Carers are not expected to 
launder cloth nappies. Please discuss with the carer your supplying a nappy bucket 
with lid and Napisan so that nappies can be rinsed, soaked and returned to you in 
the evening.  

·  Sun hat EVERY DAY and sunscreen and wet weather clothes e.g. raincoat and 
suitable shoes for wet days 

·  Provide several changes of underwear and extra clothes for children being toilet 
trained. 

. 
Lotions and creams 
Sun cream, nappy rash creams, allergy lotions, nappy wipes, teething gels etc. A 
permission note will need to be signed every 6 months for the carer to apply any lotion or 
cream. 
 
Linen 
Carers may provide linen for your child’s use or you may be requested to provide this.  
Please speak to your carer about this. 
 
After Care Has Started 

·  Please be punctual in dropping off and collecting your child. 
·  Pay fees when they are due. 
·  Notify the carer if your child will not be attending or if you are running late. 
 
 
·  Be aware that your child will generally go through a “settling in” period or may cry 

when you leave. 
·  Leave enough time to sign the attendance record and discuss your child’s day. 
 

Emergency Contact Details 
 
Emergencies can occur and your child may need you, so please advise the Coordination 
Unit and your carer immediately of any changes in address, work or home telephone 
numbers and details of your emergency contact persons. We must always be able to 
contact you. If you leave a mobile number as a means of contact, please leave the phone 
switched on or check for messages during the day. The Coordination Unit will send an 
update form each year to confirm that your details on record are correct. 
 
Court Orders 
 
Parents need to supply a copy of any court orders to the Coordination Unit. A copy will be 
supplied to the carer.  If there is a dispute over custody that has not been legally resolved 
and there is not a relevant court order, carers or staff cannot refuse either parent/guardian 
from collecting the child. Parents are asked to negotiate these issues and to keep staff and 
carers informed.  
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Transporting Children 
 
Some carers may transport children to school, pre-school and playsessions in their own 
registered vehicle fitted with suitable child safety restraints. Carers who are required to 
pick up and/or take children to school, pre-school or to our organised playsessions must 
first obtain an annual RTA Safety Check of their cars and provide copies of their current 
Drivers Licence and Registration. Please negotiate any costs with your carer. 
 
If transported by The Infants’ Home bus to playsessions, excursions or in emergencies, 
children will be driven by FDC and/or The Infants’ Home staff that hold an appropriate 
current license. The TIH bus is fitted with appropriate child restraints for children aged birth 
to school aged, and adult seat belts.   

 
Children Starting School 
 
Children who have been in care before starting school may wish to continue with their 
present carer for before, after or school holiday care. Please contact the FDC Office if you 
require Before School Care, After School Care, or School Holiday Care.  
 
A School-Age Application Form and a new Parent Agreement must be completed prior to 
continuing as a school age child with your carer. 
 
Children travelling to and/or from school unaccompanied must have written permission 
from the parent. On each day your child attends before or after school care, you will be 
required only to sign into the carer's home in the morning (for before school care) and to 
sign your child out of the carer's home in the afternoon (following after school care). The 
carer may sign your child out of the carers' home in a before school situation, and into the 
carers' home only in and before and after school hours care situation. 
 

Section 5 - Partnerships with Parents 
We have an open-door policy for families. You are welcome to phone or visit at any time. 
Information sharing between carers, staff and families is a valuable part of our service and 
we encourage as much parent involvement as possible. Carers are available to talk to you 
about your child at the beginning or end of the day, at a time suitable to you both. If you 
would like more details about your child’s progress, you can make an appointment with 
your carer or the Child Development Officer for a more specific discussion about your 
child’s development or access records kept about your child. 

It is important that parents, carers and staff work together to build a partnership that takes 
into account children’s experiences and the family’s perspective.  Parents’ ideas and 
suggestions are essential to achieve quality care for children. We aim to work together to 
enhance your understanding and appreciation of your child and to increase your 
confidence in carrying out the challenging role of being a parent. Sharing information about 
day-to-day events, children’s interests and how your child is relating to others, you’re your 
child is learning, growing and developing ensures that you will remain informed about your 
child’s care. The weekly program is displayed at your carer’s service. Please talk to your 
carer about the program and what your child enjoys.  

Child Development Officers will make contact with you to discuss your child’s settling and 
progress in care and will leave a card to indicate they have visited at routine home visits. 
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Carers receive a minimum of one home visit per month to monitor and support the quality 
of care provided by the carer. Your child’s development will be monitored and if needed, 
after consultation with you, referred for further assessment. Children benefit from planned 
transitions from care. If you are considering pre-school, long day care or school, please 
discuss your child’s readiness to move with your carer or Child Development Officer. 

Opportunities also exist for you to become more closely involved in the running of the 
service. Family members are invited to become involved by: 

·  Attending parent meetings/information sessions  
·  Becoming involved in policy development and review. 
·  Contacting the Child Development Officer to discuss your child’s care or general 

development. 
·  Attending The Infants’ Home events with your child.  
·  Volunteering your skills for special program activities, e.g. cooking, music, or 

storytelling. 
·  Participating in the Quality Assurance process 
·  Suggesting ideas or donating resources for play activities. 
·  Participating in excursions or outings with the carer/scheme. 
·  Completing surveys  
·  Providing information relating to, and feedback about your child’s development 
·  Read, respond to and / or contribute to newsletter  

 
Newsletters 
 
A newsletter is prepared regularly, which includes information about the program. Families 
are invited to contribute to the newsletter.  Please contact the coordination unit staff for 
more information. 
 
Parent Concerns 
 
We are committed to providing quality care for the children enrolled in our service and are 
interested if you are concerned or worried about any aspect of your child’s care. If you are 
not happy, we advise that you discuss the issue with the carer. We encourage open 
communication between carers and parents. Most concerns are resolved at this level. 
However, if you need assistance to resolve an issue or it is not possible/appropriate to 
discuss your concern with the carer, please contact the Coordination Unit. All complaints 
are dealt with fairly and promptly, as per complaints and grievances procedures. 

 
Protecting your Privacy 
 
Any information that you provide about your child or your family will be used only by The 
Infants' Home Child and Family Services  staff and carer/s who are involved with your 
child, and only for its intended purpose i.e. to better understand your child and to better 
cater for your child’s needs through providing a quality program. 
 
This information will not be provided to any other person or organisation without your 
knowledge and consent.  Information is stored in a protected computer system and/or kept 
in a locked filing cabinet.  Files will be retained in compliance with NSW Children’s 
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Services Regulation and other legislation, then shredded and deleted from the electronic 
file. 
 
Carer Illness 
  
Carers who are unwell or have family members at home who are unwell are not to provide 
care for children. If advised that a carer will be unavailable, Coordination Unit staff will 
endeavour to arrange an alternate carer until your carer becomes available. Carers are 
provided with 24-hour emergency contact numbers. 
 
In the event of an emergency, Coordination Unit staff may place your child with another 
carer who is known and approved by FDC, or with a coordination unit staff member. All 
efforts will be made to contact and inform you prior to this occurring. 
 
In the rare occurrence that you arrive at the carers’ home and are informed that the carer 
cannot take your child due to unforeseen circumstances, your carer can call the 
emergency mobile phone and staff will try to arrange short or extended relief care as 
necessary. 

Section 6 - Child Health 
 
One of our most important goals is to provide a safe, hygienic environment that will 
promote the health of children, carers’ and staff. During enrolment, Coordination Unit staff 
record relevant details of your child’s medical history, allergies, immunisation status, 
feeding/sleeping/toileting routines and any dietary requirements. The Infants’ Home Child 
and Family Services has a Health and Early Childhood Consultant to give advice on issues 
of child health.  The Infants’ Home Child and Family Services have a visiting medical 
officer available for immunisation appointments on a Wednesday.  Please speak to the 
coordination unit for further information. 
 
If you identify your child as having Anaphylaxis, Asthma, Diabetes, Epilepsy or other 
chronic health condition you will be required, in consultation with your child’s Doctor, to 
complete an emergency management plan before your child commences care. 

 
Medications 
 
Medication will not be given unless it has been prescribed for your child or accompanied 
by a letter from your child’s doctor, is in the original bottle and is within its use-by-date.  
Only the recommended dose will be given. Any medication to be given to your child must 
be handed to the carer and a form signed, giving details of dosage, time, etc. If your child 
requires a cream for nappy rash etc please inform the carer and give written permission for 
its use. Please remember to collect your child’s medication at the end of the day and sight 
the medication form to ensure administration of the medication has occurred etc. 

 
Child Illness 
 
If your child develops a fever while in care, the carer will begin treatment to reduce the 
fever e.g. tepid sponging, and will call you to collect your child. Panadol will only be given 
where written permission has been received. If no further fever occurs, your child may 
return to care after 24 hours or earlier with a Doctor’s Certificate. 
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In the event of an illness or accident, the carer or staff may call medical advice. In 
instances of child’s high temperature or medical emergency every attempt will be made to 
contact the parents and the child’s emergency contacts.  The coordination unit will also be 
contacted.  Parents are liable for any medical and ambulance ex penses that may be 
incurred.  
  
When your child is unwell, please do not bring them into care. It is not possible for carers 
to give unwell children the care and attention they need. As a general principle, children 
should not come to care unless they are well and able to cope adequately with the normal 
daily routines and activities. 
 
Please inform the carer if your child will not be coming on any day.  If your child is absent 
due to illness, please advise the carer of the nature/symptoms of the condition so that they 
can look out for other potential cases of illness (e.g. chicken pox, gastro) and restrict the 
possible spread to other children. If your child is diagnosed with a notifiable disease such 
as measles, mumps, meningococcal, please phone the coordination unit as soon as 
confirmation of illness is received. We may need to contact the Public Health Unit.  
Families are recommended to obtain a doctor’s certificate (see Child absence from care) 
 
If your child is ill with a high fever or has had medical attention during the night, they 
should be kept home for the following 24 hours or longer if necessary. Excluding sick 
children from care is important in reducing the spread of infection between children and/or 
carer and family members. Carers are not able to care for children who have infectious or 
contagious illness. Carers may request a doctors’ certificate stating that your child is fit to 
return to care.   

 
Common Illnesses and Exclusion Times 

Chicken Pox 
·  Keep your child at home for 5-7 DAYS from the first appearance of spots. Scabs 

must be dry on return to care.  Can take up to 10 days. As of 2001 immunisation is 
available for this. Please see your doctor. 

 
Cold Sores, Mouth Ulcers, Thrush 

·  Your child may not return until these are effectively treated as each spreads via 
cups and toys.  Cold sores need to have dry scabs on return. 

 
Conjunctivitis 

·  For symptoms such as red eyes and/or sticky discharge please see your doctor. 
·  exclude until discharge from eyes has ceased, and treatment has commenced. 

 
Continual Coughing and Heavy Cold 

·  Keep at home for 48 HOURS as heavy colds can spread to other children each time 
a child coughs. 

·  If nasal discharge is yellow to green, should be checked by your doctor as it may 
indicate infection. 

 
Ear Infection 

·  If ears are discharging, 48 HOURS of medical treatment is required or else wait until 
discharging ceases before bringing your child back. 



���������	
���
���
����������������
�����	
�������

��
��������������������������������������������������� �������������  

 

18 

18 

 
Gastroenteritis (vomiting &/or diarrhoea) 

·  Gastroenteritis is very contagious in a children’s service setting. 
·  Children showing symptoms such as vomiting and/or diarrhoea need to be free of 

symptoms for 24 HOURS and well enough to tolerate a light diet before returning.  
·  Children with Giardia are not to return to care until treatment is given and diarrhoea 

has ceased. 
 
Hand, Foot and Mouth Disease 

·  5-7 DAYS absence usually. Child to remain absent until blisters have dried up. 
 
Head Lice 

·  Until free of lice and eggs, usually 24 HOURS (longer if lots of eggs). Treatment is 
required before return to care. Specific shampoos are available from the chemist. 

 
Hepatitis A 

·  Child needs to remain absent until a Medical Certificate provides clearance but not 
before 7 DAYS from onset of illness. 

 
Impetigo or any Infected Sores 

·  If on exposed parts of the body, e.g. face, child cannot return until all sores are 
completely healed. Other areas need to be covered with a waterproof dressing and 
antibiotics started. 

 
Influenza 

·  Keep child home for 5 DAYS after start of symptoms or until symptoms have 
resolved. 

 
Measles 

·  Keep child at home for at least 4 DAYS from first appearance of rash. Must be dry 
scabs on return to care. Can take up to 10 days. 

 
Mumps 

·  Keep child home for 9 DAYS after swelling first appears, or until swelling goes down  
 

Ringworm 
·  exclude until the day after appropriate medical treatment has commenced 

 
Rubella (German Measles) 

·  Keep child at home for 5 DAYS from first appearance of rash. 
 
Scabies 

·  Child cannot return to care until effectively treated and free of rash. 
 
Tonsillitis 

·  48 HOURS of antibiotics before child can return to care. 
 

Whooping Cough (pertussis) 
·   Keep child home for 5 DAYS after starting a 14-day course of antibiotics. 
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Section 7 - Fees and Child Care Benefit (CCB) 
 
Fees 
 
Carers are self-employed and therefore determine their fees and terms of payment.  This 
provides flexibility in fees charged that reflects the individual services that each carer 
provides. Please discuss your child’s fees with the carer before commencing care. 
 
Payment of Fees 
 
All fees are to be paid to the carer on the day agreed. Discuss with the carer, their 
preferred method of payment, e.g. cash, cheque or direct debit. Carers may request up to 
2 weeks payment in advance.  
 
Bond 
 
Carers will request that a bond is paid in advance before commencement of care.  
Families will receive a receipt for this money. 
 
Enrolment Fee and Administration Levy 
 
The Infants’ Home Family Day Care charges a non-refundable fee at the time of 
enrolment. If you terminate your care contract and later would like to resume, you will need 
to re-apply and pay the applicable enrolment fee (see guidelines for fees and charges). 
 
An administration levy is payable by all families to the Coordination Unit for each child in 
care (see guidelines for fees and charges). This is paid to your carer.    
 
Change to Booking 
  
Please discuss with the carer, if you require a change to your booking and complete a 
‘Change to Booking’ form. Carers require 1 weeks notice for a reduction in booked 
days&/or hours. The coordination unit must be advised of your request and give approval 
for contract changes prior to them coming into effect. Arrival and departure times must 
also be recorded at our office to cover your child and the carer for insurance purposes.  
 
It is important that the Coordination Unit knows the days and hours children are attending 
so we can keep accurate records of attendance and place other children into care where 
needed. Carers may be limited to how many children in certain age groups that they can 
have on a daily basis.  
 
Please Note: If you have booked an extra day with the carer and your child is absent, for 
any reason, you must still pay for the extra day. 
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Casual Care – cancellation of a booking  
Booked hours will be charged unless 12 hours notice has been given.  
 
Ceasing care with the carer/Terminating care with the scheme 
 
If you will no longer be using the service, you will need to give 2 weeks notice or 2 weeks fees in 
lieu of notice to the carer and complete a Change to Booking form with the carer. Please inform 
the Coordination Unit of your intention to terminate care. The Coordination Unit welcomes your 
comments about the service and will forward an exit survey that assists us in continuously 
improving the quality of care we provide. 
 
Non-payment of Fees 
 
Carers are responsible for collecting and receipting fees for children in their care. Where fees are 
not paid as agreed with the carer, the carer will discuss with the family payment options, and 
negotiate how fees are to be paid in the future.  Continued unwillingness to pay or negotiate 
payment could mean the child’s enrolment will be terminated 
 
Cancellation of Contract 
 
If fees become in arrears, your contract could be cancelled. You would then need to re-apply 
(new enrolment from and parent contract) to the Coordination Unit for care to resume, if the carer 
has a place available.  A decision as to whether care is again offered will be at the discretion of 
the service Manager and consideration given only when fees outstanding have been paid. 
 
Child Care Benefit (CCB) 
 
Child Care Benefit is a payment made to families to assist with the costs of child care. 
Families using approved child care can choose to receive CCB through fee reductions or a 
lump sum payment following the end of the financial year in which care is provided. Please 
contact the Family Assistance Office for more information on 13 61 50 or 13 1202 for more 
information in languages other than English. Teletypewriter (TTY) Freecall 1800 810 586 
(hearing and speech impaired people). 
 
Your rate of CCB depends on an estimate of your family’s annual taxable income, which 
will be checked at the end of the financial year. The Family Assistance Office (FAO) is 
responsible for decisions about the amount of care for which CCB can be paid.  
 
You will need to inform each service if your child or a sibling of the child is attending 
another approved child care service.  This will have an effect on your CCB percentage 
reduction. 
 
The FAO administers the work test and the Assessment Notice specifies 24, 50 or 50 + 
hours. The eligible hours for CCB are the hours of care that will be subsidies (fee 
reduced).  
 
Eligible families will be required to complete a “CCB advice of family details” form or a 
“Notification of full fee paying customers” form upon enrolment.   
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Eligible Hours 
To claim CCB for more than 24 hours of approved care per week, you and your partner, if 
you have one, must be working, studying, looking for work, have a disability, carer 
responsibilities’ or other special circumstances.  
 
If you and your partner have work related commitments and need more than 50 hours of 
care per week, you need to talk to the FAO about your eligibility to receive more than 50 
hours of CCB. 
 
The hours of care claimed across the week for all approved services must not exceed the 
amount of hours recorded on your assessment notice.  Make sure you update your details 
with FAO if the number of hours you are using in another service changes.   
 
Allowable Absences 
CCB is paid in certain circumstances when a family is charged for care that their child 
does not attend. CCB is paid for all occasional absences (including holidays and sick days 
without a certificate) up to 42 allowable absence days , for each child per financial year 
across all approved long day care, family day care and approved outside school hours 
care services. 
 
CCB is also payable for approved absences for the following reasons: 
·  Illness  
·  Rotating shifts or rostered days off - with a statement verifying rotating shifts or 

rostered days off 
·  Temporary closure of a school or pupil-free days 
·  Public holidays 
·  Periods of local emergency as declared by the FAO 
·  Court ordered shared custody - with a copy of the court order 
 
Claiming CCB as a Lump Sum 
For families to receive their lump sum payment, the service must provide child care usage 
details to the FAO. This can only be done with CRN details for the claiming parent and 
child/ren.  
 
Change to Family Circumstances 
Families need to notify the FAO of changes to circumstances: 

- Income changes 
- Work related commitments in relation to the 24 hour and 50 hour limits. 
- change of child care provider 
- parenting arrangements change 
- child starts school 
- child leaves /enters care 
- Notifying changes of payment choice 

 
Families need to provide documentation for approved absence days i.e. doctors certificate 
Families need to complete and lodge the annual review of CCB and Family Tax Benefit  
form or a CCB lump sum claim with the FAO 
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Useful contacts 
·  Family Assistance Office on 13 6150 
·  For more information in languages other than English 13 1202 
·  Teletypewriter (TTY) Freecall 1800 810 586 (hearing and speech impaired people) 

 
Arrival and Departure 
Attendance Record 
The attendance record is a record of the dates and times each child has attended care in 
the scheme. It enables the service and parents to meet the Commonwealth Government’s 
attendance and absence accountability requirements. The parent/caregiver or authorised 
person who brings/collects your child to/from the carer's home must sign the exact and 
actual arrival and departure times of their child/ren and initial all absences occurring on 
booked days. On each day your child attends before or after school care, you will be 
required only to sign into the carer's home in the morning (for before school care) and to 
sign your child out of the carer's home in the afternoon (following after school care). The 
carer may sign your child out of the carers' home in a before school situation, and into the 
carers' home only in an before and after school hours care situation. 
 
If you do not sign/initial the attendance records for a day, it will be assumed that your child 
did not attend the carer's home and Child Care Benefit will not be paid for this absence. 
Any fee reductions given for that day will be adjusted by the Coordination Unit or 
recovered from you by the Family Assistance Office. 
 
Carers must ensure that when your child leaves their home, the person who collects your 
child is a parent or a responsible person who is authorised in writing by you. A driver’s 
licence or other photo identification may be requested to confirm your authorisation of an 
emergency contact. This person is to sign the attendance record. Older siblings are not 
allowed to collect your child without prior arrangement and unless the sibling is at least 16 
years of age. Carers will discuss their handover procedure with you prior to your child 
commencing care to ensure the safe transfer of responsibility of children.  

 
Early/Late Pick Up 
Please ring and let your carer know if you will be late in arriving or picking up. The carer 
should not be restricted in their daily schedule. For example, they may have children to 
take/pick up from school or they could be coming to the Coordination Unit for play session.  
Carers may request you to drop your child off directly at play session if you will not arrive 
in time for the bus pick up.   
 
There is an extra charge  for being ten minutes past your booked hours or early drop off 
(see guidelines for fees and charges). If you are consistently late, you should consider 
negotiating an extension of your booked hours with your carer. 

 
Public Holidays 
Fees are to be paid by all parents with a child normally booked in care on that day. The 
normal daily rate applies, providing the carer is available and working the normal working 
day before and after the public holiday. If you are working and your child needs care on 
the Public Holiday, the rate will be a loaded rate for the normal booked hours (see 
guidelines for fees and charges).  
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Carer Holidays/Absence 
If the carer is not available either for holidays, for illness or other absences, no fees are 
charged. If you need an alternative carer during this period, please contact the FDC office 
as soon as possible. The office will endeavour to find another carer. Please note that fees 
paid to the alternate carer will be according to those set by that carer. 
 
Child Absence/Holidays 
If your child is absent form care for any reason, please inform your carer as soon as 
possible.  Carers will continue with their plans for the day if they have not heard from you.  
i.e. if after half an hour without contact, the carer may continue with planned outings to the 
park etc. 
 
Fees are still payable and normal full hourly rates apply. No add on costs e.g. food or 
transport is charged during parent holidays. 
 
Parents are encouraged to provide a medical certificate for absences due to illness.   
 
 
Attendance records must be signed for every absence , including sick leave, 
holidays, public holidays etc.   
 
Carers may request 2 weeks notice and payment in advance, or at a date negotiated by 
the carer. If fees are not paid as negotiated then your contract may be cancelled. (You 
would need to re-apply and re enrol for care to the Coordination Unit before care can start 
again).   

 
 

Useful Websites : 
  
SIDS – Sids and Kids         www.sidsandkids.org 

Sun Safety – Cancer Council      www.cancercouncil.com.au 

Nutrition – Nutrition Australia      www.nutritionaustralia.org 
Allergies, Anaphalaxis – Australian Society of Clinical  
Immunology & Allergy – ascia      www.allergy.org.au 
Parenting & child health, kid’s health, teen health & young adult health – Children’s, youth 
and Women’s Health Service, Child & Youth Health  www.cyh.com 
Nursery furniture, safe toys, safe products –  
Department of Fair Trading      www.fairtrading.nsw.gov.au
         

           Safe food handling – Foods Standards Australia  
 & New Zealand          www.foodstandards.gov.au 
 NCAC (National Childcare Accreditation Council  www.ncac.gov.au 
 Family Day Care Australia     www.familydaycareaustralia.com.au 
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Service Policies and Procedures List.  
 

1. Principles 
The Infants’ Home Vision, Philosophy, Role and Values 
The Infants Home Family Day Care Philosophy 

2.  Health, Nutrition, Hygiene and Critical Incidents 
 Administration of Medication 
 Back Care and Lifting 
 Carer Illness 
 Critical Incident Management 

    2.4.1            Notification of the Death of a Child 
 Dental care 
 Emergency/Fire Evacuation 
 Food Handling and Storage 
 Hazardous Substances and Equipment 
 Immunisation 
 Infection Control 

    2.10.1            Notification of Infectious Diseases 
 Managing Children with Allergies and Anaphylaxis 
 Managing Children with Chronic Health Conditions 
 Management of Incidents and Injuries 
 Management of an Unwell Child 
 Nutrition 
 Pet Hygiene and Safety 
 Selection and Use of Cots 
 Sun Protection and Awareness 
 Supporting Children’s Needs for Rest and Quiet Time 
 Water 

3. Carers, Families and Care Provision 
 Carer Participation in the Scheme 
 Code of Ethics (Ethical Conduct) 
 Family Contact with the Coordination Unit and Feedback Opportunities  
 Family Involvement in the Scheme  
 Family or Carer Grievance (Procedure for Handling Complaints) 
 Home Visits 
 Professional Development and In service Training (Development and Education) 
 Quality Interactions (Interactions with Children) 
 Relief Carers 
 Role of the Carer 
 Supervision 
 Recruitment and Selection of Carers 

4. Children’s Safety, Learning and Development 
 Arrival and Departure 
 Authority to Collect Children – Custody and Restricted Access 
 Child Development Records and Programs 
 Child Protection 
 Children Remaining in Care Outside Contracted Hours or Not Collected 
 Electronic Media 
 Excursion and Travel  
 Inclusion of Children with Additional Needs (Treatment of Children with Special Needs) 
 Programming (Development and Education) 
 Supporting Children’s Behaviour 
 Scheme Resource,  Equipment and Toy Library 
 Transporting Children Using Carers Own Vehicle or The Infants’ Home Vehicle  
 Play session 

5. Care Environment and OH&S  
 Care Provision in Units 
 Providing a Drug and Alcohol Free Environment 
 Providing a Smoke Free and Clean Air Environment 
 Workplace Assessments 

6.  Coordination Unit and Administration 
 Child Care Benefit 
 Closure of Carers Service 

6.2.1                 Carer Deregistration 
 Confidentiality 
 Equity (Access) 
 Finalisation of Child’s Care with Family Day Care 
 Media 
 Payment of Fees, CCB and Receipting 
 Placement of Children (Access) 
 Placement of Children for Alternate Care 
 Priority of Access (Access) 
 Time Sheets 
 Privacy 
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Child Care Advisor: 
              
                                                                                               
              
               
 
Your current available carer choices are: (Please telephone each carer for an 
appointment: 
 
Name: 

Address: 
 
Telephone Appointment time: 
 
Name: 

Address: 
 
Telephone Appointment time: 
 
Name: 

Address: 
 
Telephone Appointment time: 
 
NOTES:              
               
              
               
              
              
              
              
              
               


