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Our Vision  

A society in which every child is given the opportunity in early childhood to 

develop the abilities to meet life’s challenges and opportunities. 

 

Our 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, and 

We promote the interests of children by providing advice to community organisations, 

the community sector and government. 
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Protecting your Privacy  
 
The information you provide about your child and/or family will be used 
solely by the relevant staff of The Infants' Home Child and Family 
Services’, for its intended purpose. This is to better understand and 
cater for your child/ren’s needs as part of our delivery of quality 
education and care programs to your child/ren and family, and for 
effective administration. 
 
This information will be shared with other organisations as required by 
Government Legislations and Statutes.  Information is stored on a 
protected computer system and/or a locked cabinet.  When files and 
records are disposed, they will be shredded and/or deleted and cleared 
from hard disk. 

The Organisation 
 

The Infants' Home, Ashfield, was founded in 

1874. 

As a charity, The Infants' Home Child and 

Family Services’ (TIHC&FS) is governed by 

a Board of Management, which is comprised 

of up to twelve honorary members. The 

Board brings a wide range of expertise and 

professional skills to the organisation. 

The Board and the Chief Executive Officer 

(CEO) of TIHC&FS meet on a monthly basis 

to manage the organisation, including 

determining policy and managing finances. 

Board members also sit on various 

subcommittees, which regularly review the 

services provided by TIHC&FS. 

The Board, CEO and staff have an ongoing 

commitment to improve the quality and 

expand the services offered by TIHC&FS, in 

keeping with TIHC&FS Charter. 

The services offered at TIHC&FS focus on 

families with children under school age.  The 

programs currently on offer include: 

 Learning and Development Centres (LDC) 

Family Day Care (FDC)  

Child and Family Support Services (CFSS) –  

Speech Pathology, Family Worker, 

Occupational therapist, Art therapist and 

Sydney Hope Family Cottage, 

Childcareplus© Program, Goodstart© 

Program, EveryDay© parenting program. 

More detailed information about the various 

programs is available at the Administration 

Office or on request or you may visit 

TIHC&FS website: 

www.theinfantshome.org.au 

 

 

Welcome  
 

Dear Families 

Welcome to The Infants’ Home Family and 

Child Services (TIHC&FS). 

Thank you for taking the time to read this 

Handbook, which contains information 

relating to your child’s care at TIHC&FS. 

Please keep it handy, as you may need to 

refer to it from time to time. 

TIHC&FS aims to provide caring, safe and 

stimulating environments for children.  Each 

child is given opportunities to explore and 

develop their own personal skills within their 

Learning & Development Centre. 

You are most welcome to come and spend 

time with your children during the day as 

discussed with your Team Leader.  Please 

feel free to contact your Team Leader at any 

time to discuss any problems or queries you 

may have about your child or TIHC&FS. 

We sincerely hope that your family will enjoy 

and benefit from your time at TIHC&FS. 
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We value staff, carers and 
volunteers as our primary 
resource in the delivery of 
high quality programs for 

children and families  

We work with the child 
in the context of their 
family and community  

We regard children as 
capable and 

resourceful and we 
enable them to initiate 
and contribute to their 

learning 

We recognise the 
mutual influence of our 
partnerships with our 
local and professional 

communities 

DIVERSITY  
Respecting and building 

on the strengths of 
differences in its various 

forms  

INTEGRITY  
Behaving fairly and 

ethically and 
communicating in an open 

and honest manner   

COLLABORATION  
Promoting partnerships with 

children, families, 
communities, staff and 

carers   

INNOVATION  
Discovering ways of 
achieving improved 

outcomes for children    

"Expect the Remarkable" 
 

Philosophy & Values 

We work together 
to build positive 

relationships 
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Care and Protection Statement  
 

Policy Statement 

The Infants’ Home is committed to the care and protection of children.   

Services are provided: 

�  That meet children’s individual needs and develop their potential,  

�  That involve and strengthen their families, and  

�  In ways that protect children from the risk of harm. 

 

Rationale 

All children have the right to live free from abuse (physical, emotional, sexual, as well as the abuse that comes 

from neglect and domestic violence) and the risk of abuse. 

In developing services, the ‘best interests of the children’ are paramount.  

Families have a right to be involved in decisions concerning the care of their children.  

Parents need to be supported and educated in their role as parents. 

Employment procedures and practices reflect the principles of: 

- The Child Protection (Prohibited Employment) Act 1998,  

- The Commission for Children and Young People Act 1998 No 146, 

- The Ombudsman Act 1974,  

- The Child Protection (Offenders Registration) Act 2000.  

Staff orientation, work practices and procedures for ensuring the safety of children is informed by The 

Ombudsman Act 1974 and The Children and Young Persons (Care and Protection) Act 1998 No 157 (notably Ch 

12, Children’s Services), Licensing Regulations, Quality Improvement and Accreditation System and Family Day 

Care Quality Assurance Principles. 

As set out in The Children and Young Persons (Care and Protection) Act 1998, staff are mandated to report 

concerns that arise in the course of their work, whenever there are “reasonable grounds to suspect a child is at 

risk of harm.” Such risk of harm reports must be made to the Department of Community Services Helpline 133 

627. 

Under The Ombudsman Act 1974, employees have a responsibility to report all reportable conduct allegations 

and child abuse convictions against an employee to the CEO, as Head of Agency, who in turn, must notify the 

Ombudsman (1800 451 524). 



The Infants’ Home Child and Family Services, 17 Henry St, Ashfield NSW 2131 Ph: 9799 4844 Fax: 9799 4122                      8 
 
 

What You Need To Know 

Program Areas 

TIHC&FS is licensed to take children from six (6) weeks – school age in the following Learning and 

Development Centres: 

LDC Area Age Total number of 
children on a  
daily basis 

Staff to child Ratio 
provided 

Rigby House 6 weeks – 2 years 29 children 1:4 

Johnson House  

Under 2’s 

6 weeks – 2 years 16 children 1:4 

Johnson House  

2 – school age 

2 – school age 26 children 1:8 

Gorton House 2 – 3 years 24 children 1:6 

Murray House 18 months – 3 years  22 children 1:6 

Robinson House 3 years – school age 59 children 1:8 

 

Each centre has a Team Leader and is 

supported by the LDC Manager.  Staff in LDCs 

hold qualifications in Early Childhood 

Teaching, Associate Diploma in Child 

Studies/Children’s Services, and Certificate III 

Children’s Services. Non-credentialed staff 

have wide experience and are supported in 

their professional development.  

Families are welcome to make an appointment 

with the Manager to discuss any issues of 

special interests or concern. Appointments 

can be made suitable to you. 
 

Policies and Procedure Handbook 

The Policies and Procedures Handbook is 

available for information, advice and comment. 

These handbooks provide guidelines on how 

the LDCs operate.   

(Refer to APPENDIX 2) A copy is available in 

each centre. 

Priority of Access 

The Infants’ Home LDC Centres comply with 

government priority of access guidelines and 

TIHC&FS GoodStart Guidelines.  A full copy of 

the policy is available in the TIH Policy & 

Procedure Handbook, located in each centre. 

LDC Hours of Operation 

The LDCs are licensed and operate for 52 

weeks of the year unless otherwise notified.  

TIHC&FS close on public holidays for which 

fees are payable.   

The operating hours are: 

Monday to Friday, 7:00 am - 6:00 pm 
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It is necessary to advise us on the definite 

hours of care you require for your child.  

Please let an educator know if these hours are 

to change, so that child to staff ratios can be 

maintained at all times. 

Our centres are not licensed to be open after 

6.00pm.  Please make every effort to ensure 

your child is collected by this time.  If your 

child is here after 6pm, you will be required to 

pay a late collection fee, which will be debited 

to your child’s account.  You will also be 

required to sign the late collection book in the 

Centre.   

Parents must collect their children and have 

left the Centre by 6pm.  Late fee schedule 

applies: 

·  6.00 – 6.15pm a flat rate of $15.00 

·  6.15 – 6.30pm a flat rate of $25.00 

·  Total max fee from 6.00 – 6.30pm is $40.00 

 

 

Parents who have been late on more than 

two occasions in the past 12 months will 

have their child’s enrolment reviewed by 

the LDC Manager. 

 

Settling In  

When your child first commences it is 

important that you feel comfortable about 

leaving your child at the centre.  You are 

encouraged to bring your child for orientation 

visits prior to them starting.   

Food 

All meals are catered for. Morning tea, hot 

lunches and afternoon tea are provided.  

Menus are displayed in each centre and are 

culturally friendly.  Vegetarian meals and 

special diets are provided on request. Please 

consult the Team Leader if your child is on a 

special diet or has any allergies. 

There are no peanut butter or nut products 

served or allowed  on the premises as we 

have children with severe allergies. Whole egg 

is also not served due to some allergies. 

Birthdays and Special Events 

If you wish to celebrate your child’s birthday or 

special event, please feel free to bring a cake 

or relevant foods on the appropriate day after 

speaking with an Educator. Educators can 

guide you on what is suitable. 

Due to allergies it is essential that all food be 

FREE OF ALL NUTS AND NUT PRODUCTS 

as well as chocolate. 

Bottle Fed Children 

Children who are bottle fed, are required to 

bring enough bottles of prepared formula or 

breast milk to last the day.  We supply full 

cream milk: cow’s milk, soy milk or alternatives 

in consultation with your medical advisor, 

TIHC&FS Health & Early Childhood 

Consultant and families. 

Mothers are welcome to breast feed their 

children at TIHC&FS.  Please discuss this with 

your centre Team Leader if required. 

Linen and Sleep / Rest Time 

Please supply linen for your child.  All bed 

linen will be sent home for laundering weekly.   

A special blanket, teddy, comforters, sleep 

aids can be brought in from home to help your 

child settle for sleep and rest times.  
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What to Bring  

Bags 

A clearly marked bag with your child’s name 

and easy enough for your child to open and 

close independently.  It also needs to be large 

enough to fit spare clothes, nappies, wipes. 

Clothing 

Please bring a complete set of spare clothing 

to be kept permanently in your child’s locker.  

Please check and replenish supplies as 

necessary.  Young children may require more 

than one set of clothing daily, but all children 

need to have spares, eg.  

·  Nappies 

·  Hat 

·  T-shirt or skivvy 

·  Shorts, pants or skirt 

·  Underpants , at least 2 pairs 

·  Socks 

·  Jumper or jacket 

Labels on all clothing and items belonging 

to your child will ensure these items can be 

returned to you.  Many of the experiences 

that children participate in at LDC are messy. 

Even when aprons are provided, children often 

find a way of getting ‘covered’ with paint, etc. 

Casual, comfortable and easily washable 

clothes are best. 

Shoes: Comfortable shoes that cover the toes.  

NO thongs as children can very easily injure 

themselves. 

Nappies and Wipes 

Please provide a supply of disposable nappies 

and nappy wipes for children who are in 

nappies.  Usually at least four to five nappies 

are required per day.  TIH does not use cloth 

nappies.  

Please provide us with any other creams or 

wipes that your child needs for their comfort 

labelled  with your child’s name. 

Hats and Sunscreen 

All children are encouraged to wear a 

protective brimmed sun hat to be worn when 

children are outdoors. Hats need to be clearly 

marked with your child’s name.   

Sunscreen  is available in all centres for 

children.  We ask families of children under 

one (1) year of age to bring their own 

sunscreen.  If your child has allergies to 

sunscreen, please let the Team Leader know. 

Parents are asked to apply sunscreen on 

arrival at the Centre, particularly during the 

Summer months.  Sunscreen is re-applied 

during the day.  Permission to use Sunscreen 

is obtained during the enrolment process. 

Arrival and Departure  
Please wash your hands and your child’s 

hands on arrival, apply sunscreen all year 

round and make sure your child has their hat 

on if they are about to play outdoors. 

Always make contact with a staff member 

when you arrive and depart each day. 

It is extremely important that each child is 

signed in on arrival and signed out on 

departure .  This is our only way of knowing 

who is in care if any emergency (eg fire) 

should occur.  It is also a requirement for 

licensing purposes. 

If your child is absent they need to be signed 

with an (A) and your signature at your next 

arrival.  This is a licensing requirement and 

subsidies cannot be paid for a child not signed 

in. 
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Your contact details are recorded in the office 

but it is essential that you provide them in the 

LDC on a daily basis so you can be contacted 

in the event of an emergency.  This is done 

through the Sign In/Out sheets.  If you leave a 

mobile number as a means of contact, please 

leave phone switched on or check for 

messages during the day. 

Please note by leaving your number on the 

sign in/out sheet others can view your number.  

If you have concerns please speak with your 

centres Team Leader. 

Only people specified on your enrolment forms 

will be allowed to collect your child/ren unless 

additional authorisation is provided.  This 

applies to everyone including other family 

members e.g. siblings. 

To authorise additional people to collect your 

child, you will need to sign the required 

permission note and ask the nominated 

person to bring identification e.g. driver’s 

licence, work photo ID, passport. 

Please try and bring your child before 

10.00am to make the most of the morning 

program. 

Parent / Legal Guardian  
No child will be allowed to leave with anyone 

other than legal parent or guardian without 

written consent. 

Staff are only able to discuss a child’s 

progress or behaviour with the legal parent or 

guardian of the child, unless that parent 

authorises otherwise. 

Parents who have sole legal custody of their 

child must provide a copy of custody and 

access papers verified by a Justice of the 

Peace (JP) to the Team Leader to keep on 

file. 

Complaints & Compliments 
We value feedback on our programs.  The 

Infants' Home has a brochure titled 

“Developing Partnerships with Families” .  

This is available near the Sign In/Out sheets.  

Please speak to the Team Leader to discuss 

any concerns.  Please note the procedure to 

raise comments and/or concerns is available 

in all Centres.  (Refer to APPENDIX 3). 

Talk with your centre Team Leader about 

ways you can provide feedback. 

Curriculum  
All LDCs have educationally based programs 

focusing on the individual interests and needs 

of each child.  Your child’s progress is 

recorded on a regular basis in our Daily 

Diaries and in individual children’s journals.  

If you have any queries about the program 

please speak to the educators in the LDC 

centres. 

Visits from other services, eg Police, Fire 

Brigade, Ambulance Service, Dance Theatre, 

Puppet Shows, etc are organised throughout 

the year.   

Parent participation  is greatly valued in our 

programs.  TIHF&CS is made up of people 

who are diverse in many ways: cultural and 

language backgrounds; gender; lifestyle; 

socio-economic status; family composition; 

abilities; personal beliefs; and values.  We 

welcome opportunities to form close 

connections with you and your family. 

Excursions 

Excursions within the Grounds  

Children walk with staff through the grounds of 

TIHC&FS to visit other Centres for picnics or 

play on the front lawn.  Due to licensing  
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requirements, parents need to give us written 

permission for their child to participate in these 

informal excursions.  Permission notes are 

attached to TIHF&CS LDC enrolment form for 

internal excursions. 

Excursions Externally  

External Excursions are planned throughout 

the year for children over 2 years of age.  

Excursions extend and enhance the 

educational programs and introduce children 

to a variety of life experiences.  A separate 

permission note will need to be completed for 

each external excursion. 

Parent’s Group  

The Parent’s Group is open to all parents and 

guardians of children attending the LDCs.  It is 

an avenue to obtain information, contribute 

ideas, and meet other parents. 

The Infants’ Home parent meetings are 

scheduled for four times per year and are topic 

related. 

 

Family Information Meetings  are scheduled 

in each House and meet four times per year  

to hear update reports with respect to 

programming, special activities, special visits 

and excursions and provide an opportunity to 

meet with other parents and children. 

Notice boards and regular Newsletters are 

used to help keep communication open and 

current between families and TIHF&CS. 

Fundraising 

At different times during the year we have 

fundraising drives, eg raffles, cake stalls, etc. 

Proceeds are used to contribute to purchasing 

items for the LDCs and assists with additional 

services for children and families with 

additional needs. 

Enrolment 

Security Deposit  

A Security Deposit, equivalent to two weeks 

full fees is payable on enrolment.  The 

Security Deposit is refundable when a child 

leaves the LDC, providing that four weeks 

written notice is given to the LDC Manager.   

 

In the event a child does not commence on 

the agreed starting date, the security deposit 

is not refundable and daily fees will apply. 

Fee levels set by TIHC&FS LDCs are 

reviewed twice a year, January – July. 

Daily Fees 

Fees are payable for the number of days for 

which a child is permanently booked.  This 

includes when the child is sick or does not 

attend, eg when parents take holidays or 

rostered days off and public holidays.   

Fees 

Fees are payable two weeks in advance .  

Regular fortnightly payments must be made to 

ensure your account is always kept two weeks 

in advance.  A $5.00 late fee will be charged if 

your fees are in arrears. 

Receipts are placed in your child’s pocket for 

payments received. 

 

Failure to pay fees on a regular and timely 

basis may result in the loss of the place for the 

child’s enrolment.  Once fees are more than 6 

weeks in arrears, failure to develop an action 

plan with the LDC Manager will result in one 

weeks notice to resolve the situation or the 

place will be lost. 
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Method of Payment 

Options available to parents are: 

Payment in person (cheque or EFTPOS 

preferred – NO CASH) 

Cheque, in a clearly marked envelope with 

your child’s name, centre name and the 

amount and deposited, in the mailbox on 

Henry Street or Admin building back door. 

Internet banking (Electronic Funds Transfer) 

Auto/Periodical payment by employer or self 

Please indicate to Customer Services Officer 

and/or Administration Office which method of 

payment you will be using.   

Fees must be paid in advance if your child is 

going on a holiday. 

Child Care Benefit Scheme 

Child Care Benefit (CCB) is a payment made 

to the families to assist them with the costs of 

child care.  Australian residents using child 

care provided by approved child care services 

or registered informal carers are entitled to 

receive CCB if they comply with immunisation 

requirements.  CCB helps to create a more 

affordable system of child care.  It supports 

workforce participation. 

The amount of subsidy received by each 

family depends on the total household gross 

income and is subject to approval from Family 

Assistance Office.  In addition, the amount of 

CCB claimable depends on the work and 

study commitments of families.  Families 

where both parents are either working or 

studying are entitled to 50 hours of CCB per 

week, whilst families where only one parent is 

working, are entitled to 24 hours of CCB per 

week. 

Parents are responsible for contacting the 

Family Assistance Office and registering for 

CCB.  The subsidy can either be deducted off 

the family’s weekly fee or receive a lump sum 

payment at the end each financial year.  

Reassessments are carried out throughout the 

year and fees adjusted accordingly.  It is the 

responsibility of parents to arrange a 

reassessment with the Family Assistance 

Office if an increase of 25% or more in income 

occurs during the 12 month period. 

Absences 

Child Care Benefit for Absences from Child 

Care  

When a child is not attending care for any 

length of time, the Centre must be contacted 

as early as possible.  Government Regulations 

requires that the Centre knows why your child 

is absent from care. 

CCB is paid in certain circumstances when a 

family is charged for care that their child does 

not attend.   

The circumstances are categorised into two 

groups: 

·  allowed absences and  

·  approved absences. 

 ‘Allowed Absence’ Days 

CCB is paid for up to 30 allowable absence 

days for each child per financial year across 

all approved LDC centres, family day care and 

specialised outside school hours care 

services.  ‘Allowable Absence’ days can be 

taken for any reason. 

‘Approved Absences’ Days 

CCB is also payable for absences taken that 

are confirmed in writing for the following 

reasons: 

Illness (with a medical certificate) 

Non-immunisation 

Rostered days off 
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Rotating shift work 

Temporary closure of a school/centre or  

pupil-free days 

Periods of local emergency 

Court ordered shared custody 

Public holidays 

There is no limit on the number of approved 

absence days a child’s family may claim, 

providing they are taken for the specified 

reason. 

CCB will be paid for absence days if: 

attendance records are correctly completed by 

the Centre and the absences are initialled by 

the parent; 

Supporting documentation is required for 

approved absences – except for Public 

Holidays. 

CCB is paid at the family’s CCB entitlement for 

each eligible hour of care for absences taken 

as allowable or approved absence days.  The 

CCB entitlement rules such as the 24 and 50 

hour limits still apply. 

Once the child has reached 30 allowable 

absences days, CCB will not be paid for any 

further absences, unless the absences are 

taken for an approved absence day reason.   

 

 

 

 

 

Illness 

CCB is payable for absence days where a 

child, parent or sibling is ill.  A medical 

certificate is required to support the claim 

for CCB .   

Change in Care Days 

Please advise your Team Leader if you are 

considering making any changes to your 

child’s booked days. Four weeks notice is 

required.  The appropriate form is available 

from your Team Leader when there is a 

permanent change made to your child’s 

booked days. 

If you require a casual  extra day, please 

discuss this with your Team Leader who will 

provide you with the appropriate form. We 

cannot swap days , that is, we are unable to 

offer alternate days to those booked. 

Your security deposit, which is always 

maintained to equal two weeks  full fees , 

will need to be adjusted accordingly when a 

permanent change in your child’s days of care 

takes place or your Child Care Benefit is 

changed. 

 

Withdrawal of Your Child 

Please advise the Administration Office and 

Team Leader of your child’s Centre if your 

child is to leave our care.  Written notice of 

four weeks in advance  is required and can 

be given to either of the above people.  We 

would appreciate if you could fill out an ‘exit 

form’ (available from the Administration 

Office).  We value your feedback about our 

service.   

When a minimum of four weeks notice in 

writing is not given your security deposit will 

be forfeited. 

 

 

 

Absences that exceed the 30 allowable 

absence days and are not an approved 

absence day reason will not receive a CCB 

payment.  Therefore parents will need to pay 

the full fee. 
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Parking and Access 

The ‘driveway’ is the main pedestrian access 

to TIHC&FS. Parking is available on the street.  

Driving and riding bicycles onto the grounds is 

not permitted under any circumstances.  Only 

TIHC&FS buses and authorised vehicles are 

permitted to enter the driveway.  The 

‘driveway’ entry is open between 7am – 6pm.  

In addition the white gate off Henry Street is 

open between 7.00am and 10.00am and again 

between 3.00pm and 6.00pm.  This gate is 

locked at other times for security purposes. 

Always be aware of security.  Lock your car 

and remove any valuables when parked in the 

street. 

 

Please observe the “NO PARKING” zones and 

NEVER LEAVE CHILDREN UNATTENDED 

IN YOUR CAR. 

 

Change of Address or  

Phone Numbers 

It is essential to your child’s well being that 

you keep us informed of any change to your 

home address or telephone number, your 

work address or telephone number, and/or 

contact persons address or telephone number.  

This needs to be updated if required when 

your child moves within the LDCs. 

In cases of an emergency, delays in 

contacting you can be eliminated.  Please 

remember to sign your child in/out and leave 

an updated contact number for the day. 

 

 

When You Collect Your 

Child 

On picking up your child, it’s good to speak to 

a staff member about the day. 

We love to hear your suggestions about our 

programs at any time. Educators can appear 

busy at peak times when you drop off and pick 

up your child.  We invite your comments 

directly into our Daily Diaries  and in ways 

you feel comfortable – talk with your centre 

Team Leader. 
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Before heading home speak with an Educator 

and check the following: 

 

 

 

Health  

Medical History 

We need to interview you on your child’s 

enrolment to the LDC and take relevant details 

of medical history, allergies and immunisation 

status, feeding and sleeping routines and 

other dietary requirements. 

 

Keeping Your Child at Home 

“Consider a child may be ill or is developing an 

illness, and seek advice from a doctor...If you 

notice a child has ANY of the following 

symptoms. 

·  A fever (temperature over 37°C or feels 

feverish to touch). 

·  Irritable, agitated, fretful, crying, not able to 

be comforted, behaving abnormally, 

·  Listless, quiet, inactive, has no interest in 

normal play activities, not wanting to eat or 

drink, no wet nappies, 

·  An excess number of wet or soiled nappies, 

·  Is not having the usual number of wet 

nappies (usual is 4-6 a day), 

·  An unusual colour or smell to the urine or 

faeces.” 

Reference: Health and Safety in Children’s 

Centres, Model Policies and Practices 2006 

University of New South Wales 

Common        

Questions 

Where to find the 

answer 

What experiences 

was your child 

involved in? 

See the Daily Diary, 

your child’s journal and 

noticeboards 

Did they enjoy a 

particular book or 

song? 

Check charts, daily 

diary and noticeboards 

Is there any news? 

Check your child’s 

communication pocket 

/ chart 

What was for lunch 

today? 
Check the meal chart 

Did they sleep / have 

a rest? 
Check the sleep chart 

Do you have artwork 

to take home? 

Collect your child’s 

artwork folder 

Do you need to collect 

your child’s medicine? 

Check medication 

chart 

Check your child’s 

locker is properly 

stocked? 

Collect washing and 

see what needs 

replenishing 

 
Sign the sign out 

sheet  

We have a Public Health responsibility 

to protect your child from outbreaks of 

infectious illness.  We understand that 

the pressure of sick children can 

impact on your work/studies.  We rely 

on you to follow these procedures, 

which will assist us to minimise 

outbreaks of infectious illness and 

avoid being in a position of having sick 

children in childcare. 
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Please do not bring your child to childcare if 

he/she is unwell.  Children who are unwell are 

very miserable when away from home.  Staff 

have a number of children they are 

responsible for, and it is not possible to give 

children the individual attention that they need. 

Should your child become ill at the centre and 

show any of the above symptoms staff will ring 

for the child to be collected promptly. 

If the child has required medical attention 

during the night at a casualty dept or a 24 hour 

medical centre, the child should not attend the 

centre for 24 hours or longer if needed.  

Please provide a Doctor’s Certificate as this 

will also be needed for CCB. 

 

Prescribed Medication 

Program Area staff will only administer 

prescribed medication to children.  For safety 

reasons medication should be given directly to 

the Team Leader and not kept in the child’s 

bag.  The medication must have the child’s 

name with instructions regarding the dosage 

and frequency of administration on the label 

and the medication must be in its original 

container/bottle. 

Medication forms are available from your 

Team Leader/Educator in your centre.  

Medication will not be administered unless a 

medication form has been completed and 

signed by the parent/caregiver.  The child’s 

name, medication, dosage and time of 

administration are to be entered by the parent 

on this form every day that treatment is 

required.  When a child has medication the 

Team Leader/Educator must be informed and 

the medication given to the Team 

Leader/Educator.  The Team Leader/Educator 

will then store the medication in a first aid 

locker located out of reach of children or 

refrigerated if required.  When medication is 

given, the Team Leader/Educator will sign the 

form stating the time it was given and the 

dosage. 

Please do not forget to collect your child’s 

medication at the end of the day. 

 

Non-Prescribed Medication 

Non-prescribed medication such as 

decongestions and cough mixtures will not be 

administered unless specifically prescribed by 

a medical practitioner.  A signed letter must be 

provided from the Doctor stating the child’s 

name, the name of the medication, the 

dosage, the time to be given and the reason 

for the medication. 

 

Prescription Medication – Long Term 

Where medication for the treatment of a long 

term condition, such asthma or epilepsy is 

needed, either intermittently or on a 

continuous basis, parents will need to meet 

with the Team Leader to discuss their child’s 

condition to understand the treatment 

required.  A written health management plan 

will need to be developed and implemented. 

 

Nappy Rash Creams 

If a child develops nappy rash staff will discuss 

the treatment of the rash with the 

parents/caregivers.  The Program Area has a 

supply of Sorbolene cream that can be applied 

to the rash each time the child’s nappy is 

changed, alternatively the parent/caregiver 

can supply another cream that can be applied 

also.  However , if a prescription cream is 

provided, the guidelines for prescription 

medication will be followed. 



The Infants’ Home Child and Family Services, 17 Henry St, Ashfield NSW 2131 Ph: 9799 4844 Fax: 9799 4122                      18 
 
 

Fever 

When a child’s temperature rises to 37.5ºC a 

staff member will contact the child’s 

parents/caregiver and inform them that their 

child has a temperature.   

When the temperature rises to 38ºC the staff 

member will once again contact the 

parent/caregiver and will ask for permission to 

administer the prescribed amount of 

Paracetamol preparations or Nurofen for the 

child’s age and ask the parent/caregiver to 

collect the child from the Program Area. 

If the child’s parents/caregiver and emergency 

contacts cannot be contacted, the Team 

Leader/Health and Early Childhood Consultant 

will give approval to administer Paracetamol 

preparations or Nurofen and complete a 

medication form.  Parents will then be asked 

to sign this form on arrival to the Program 

Area. 

If Paracetamol preparations or Nurofen does 

not reduce the temperature and 

parents/caregivers cannot be contacted the 

Team Leader/Health and Early Childhood 

Consultant will arrange for the child to be 

taken to the hospital by ambulance. 

 

Important 

We rely on your honesty to inform us if 

preparations of Paracetamol or Nurofen are 

used within 4 or 8 hours of attending care.  

These preparations will reduce fever, which 

can be a sign of illness.   

 

Guideline for Restlessness Due to Teething  

Paracetamol preparations are an excellent 

night time/bed time management of teething 

symptoms.  For day time teething symptoms, 

when children are in care, the following often 

helps: 

·  Teething gels – send in to the Centre 

·  Frozen teething rings – send in to the centre. 

·  Rusks to chew on – if age is appropriate. 

However, if paracetamol preparation is 

needed for teething during the day, the baby 

or child should remain at home for the day. 

Exclusions from Care 

If your child develops a fever in the first few 

hours of attendance at the centre, staff are not 

able to give Paracetamol without your verbal 

consent by phone to prevent inadvertently 

overdosing your child.  As per guidelines for 

giving of emergency medication, parents will 

be contacted to collect the child. 

General 

The following exclusions are requirements of 

the National Health and Medical Research 

Council Recommended Minimal Periods of 

Exclusion. 

Gastro 

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 to the Centre.  

Gastro illness is very contagious in a childcare 

setting. 

Conjunctivitis 

Symptoms such as red eyes and sticky 

discharge.  If discharging, treatment is 

required for 24 HOURS before they can return 

or longer if sticky discharge is still present.  

See your doctor. 

Continual Coughing and Heavy Cold 

Keep at home for 48 HOURS as heavy colds 

can spread to other children each time they 

cough. 



The Infants’ Home Child and Family Services, 17 Henry St, Ashfield NSW 2131 Ph: 9799 4844 Fax: 9799 4122              19 

Tonsillitis and/or Streptococcal  

48 HOURS of antibiotics before child can 

return to the Centre. 

Head Lice 

Until free of lice and eggs, and have effectively 

been treated.  Specific shampoos for Head 

Lice are available from the chemist. 

Ear Infection 

If ears are discharging, 48 HOURS of medical 

treatment is required or until discharging 

ceases before child can return to the Centre. 

Chicken Pox 

Keep child at home for 5-7 DAYS from first 

appearance of spots.  Scabs must be dry on 

return to the Centre, can take up to 10 days.  

As of 2001 immunisation is available for this.  

Please see your doctor 

Measles 

Keep child at home for 7 DAYS from first 

appearance of rash. 

Rubella (German Measles) 

Keep child at home for 4 DAYS from first 

appearance of rash – please ring the Centre to 

inform the Authorised Supervisors of the 

diagnosis as this illness has severe 

implications for parents, carers and staff who 

may be pregnant.  

Impetigo or any Infected Sores 

If on exposed parts of the body, eg face, child 

cannot return until all sores are completed 

healed.  Other areas need to be covered with 

a dry dressing while at the Centre. 

Ringworm 

Until appropriate medication has begun, 

infected area needs to be covered.  If on the 

head, child cannot return until Medical 

Certificate is provided. 

 

 

Scabies 

Child cannot return to the Centre until 

effectively treated and free of rash and itch. 

Cold Sores, Mouth Ulcers, Thrush 

Child not to return to the Centre until 

effectively treated as these spread via cups 

and toys.  Cold sores need to have dry scabs 

on return. 

Hand, Foot and Mouth Disease 

5 – 7 days absence usually.  Child to remain 

absent until blisters have dried up. 

Hepatitis A 

Child needs to remain absent until a Medical 

Certificate provides clearance. 

Hepatitis B 

Child needs a medical Certificate to provide 

clearance to return. 

Please note: Brief description of symptoms 

can be obtained from the Early Childhood 

Health Consultant.  Please let your Team 

Leader know if you require this information. 

Other Circumstances 

On the advise of The Infants' Home Medical 

Officer, children may need to be kept away 

longer than the recommended times, eg 

outbreak of gastro illness within a Centre.  The 

Public Health Unit will inform The Infants' 

Home Staff during gastro outbreaks. 

It may also be necessary for a child not to 

attend if for some reason the child’s immune 

system is depleted, eg if the child is on 

cortisone therapy. 

Creams 

If your child requires a medicated cream for 

nappy rash etc, please inform staff and give 

written permission 
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Immunisations 

It is a policy of The Infants' Home that the 

Immunisation Schedule issued by the Public 

Health Unit is adhered to.  Your child will need 

to be up to date with immunisation for their 

age, or have an exemption before attending 

the Day Care.  You can obtain an exemption if 

your child has a natural immunity to a 

particular disease or if you have a formal 

conscientious objection.  In the event of 

vaccine preventable children will need to be 

absent until the Public Health Unit or V.M.O. 

clear us of the illness. 

Immunisation can be arranged with the Health 

and Early Childhood Consultant and the 

Visiting Medical Officer, through your doctor or 

via clinics run by your local council. 

Visiting Medical Officer 

A G.P. conducts weekly clinics on Wednesday 

afternoons with the Health and Early 

Childhood Consultant.  Should you wish your 

child to see the Doctor, please complete the 

‘Request to see Doctor’ form in you Program 

Area and hand the form to staff.  Should 

vaccines be required, please complete the 

‘Request for Vaccine Form’ and ensure the 

blue book is brought to the Centre on the 

Wednesday so the Doctor can complete the 

Immunisation sheet in your child’s blue book. 

Child and Family Services  

Child and Family Services (CFSS) provide 

services that are designed to provide 

additional assistance to families. Some of 

these are universal and aimed at the 

community, while others are targeted and aim 

to provide a particular service to meet a 

specific need. The CFSS team are available 

for staff and parent consultation.   

A fee schedule applies to all CFSS services, 

although scholarships may be provided to 

allow access to services on the basis of 

financial hardship. Discuss your concerns with 

your centre Team Leader and they will consult 

with the CFSS Team. 

 EveryDay© parenting programs are provided 

to assist families in the task of parenting.  

At present this program includes the following 

services:  

The ‘Red Bug’ playgroup in the park is 

provided in Ashfield Park during term on 

Monday mornings from 10:00 – 11:30 am.  

The Father’s play group every second and 

fourth Saturday, 9:00- 11:00 am. 

Parenting programs, as advertised each term. 

ChildcarePlus© Program 

Additional services available for parents and 

children, where the child is enrolled in our 

child care programs. These include: 

Speech pathology 

Occupational therapy 

Special education 

Small group programs 

Individual counselling and family assistance 

GoodStart© Program 

This program provides a range of integrated 

multi-component support programs that 

address a range of child development and 

parenting needs. These programs are 

accessed after consultation and assessment 

with CFSS staff.  

Sydney Hope Family Cottage 

This is a specialised service supporting 

parents in caring for their baby. It provides: 

Feeding, sleeping and settling routines in 

infants 

Home visiting or on site day stay consultation 

Provision of information and referrals.  
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Important Information / Details  

CHILD CARE BENEFIT DETAILS 

TIHC&FS Carer Reference Number  

(CRN) 555 001 089S 

(Robinson, Murray, Gorton and Rigby) 

  

TIHC&FS Carer Reference Number  

(CRN) 555 004 114A 

(Johnson House 0-5) 

 

TIHC&FS BANK DETAILS 

Westpac 

Branch (BSB): 032000 

Account: 510373 

 

If you require assistance to better understand the 

information in this handbook – please contact the 

Customer Service Officer or your Team Leader. 

 

If you need language assistance (translators), 

please contact: 

Community Relations Commission:  1300 651 500 

Telephone Interpreter Service (TIS): 131 450 

Family Assistance Office: 13 61 50 

 

If you would like to make a complaint about 

TIHC&FS you can speak to the Team Leader, 

Manager LDC, CEO or if you are not satisfied with 

the outcome you may then contact the NSW 

Ombudsman.  

General Enquiries: 02 9286 1000 or visit: 

www.nswombudsman.nsw.gov.au and follow the 

links. 

 

 

The Infants’ Home Child & Family Services 

17 Henry Street, Ashfield  NSW  2131 

Telephone: (02) 9799 4844 

Facsimile: (02) 7977 4122 
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Appendix 1 

 

Index of Policies 

 

1. The Infants’ Home 

1.1  Acts of Parliament 

 

2.  Principles 

2.1  Vision, Philosophy, 
Roles & Values 

 

2.2  Program Brochures 

2.3  Policy Development & 
Review 

2.4  Ethical Conduct 

 

3.  Child Protection, 

3.1  Child Protection 

 

4.  Consumer Feedback 

4.1 Family Feedback 

4.2 Family Feedback- 
Complaints 
Handling 

 

5. Occupational health & 
Safety 

5.1 OH&S Statement & 
Policy 

5.2 Animal & Pet Hygiene & 
Safety 

5.3 Asbestos, Reporting & 
Prevention of 

5.4 Contractors, 
Management of 

5.5 Critical Incidents 
Management 

5.6 Electrical Safety 

5.7 Emergency Evacuation 
Procedures, 
Preparation of 

5.8 Fire Prevention 

5.9 Food Hygiene 

5.10 Hazardous Substances, 
Handling & Storage 
of 

5.11 Infection Illness & 
Manual Handling 
Risks for Pregnant 
Staff 

5.12 Manual Handling 

5.13 OH&S Committee, Role 
& Function of 

5.14 OH&S Inductions 

5.15 Plants & Vegetation 

5.17 Personal Protective 
Equipment 

5.18 Reporting staff injuries, 
Incidents 

5.19 Risk Management 

5.20 Return to work from 
injury or Illness 

5.21 Smoking 

5.22 Storage of Resources, 
Files, Hazardous 
Substances and Equipment 

5.23 Sun Protection & 
Awareness 

5.24 Water Safety 

 

6. Employees 

6.1 Access to property & 
Parking 

6.2 Achieving together 

6.3 Alcohol at functions 

6.4 Financial Delegation 

6.5 Information Technology 
Usage 

6.6 Media & Publicity 

6.7 Overtime and Time in 
Lieu 

6.8 Professional 
Development 

6.9 Recruitment & 
Orientation 

6.10 Remuneration for Non 
Award staff 

6.11 Rosters 

6.12 Salary Sacrifice 

6.13 Staffing standards & 
Group Size 

6.14 Staff undertaking formal 
study 

6.15 Students at TIH 

6.16 Volunteer 

6.17 Working Together 

6.18 Staff Optional Uniform 

6.19 Staff Member's Children 
enrolled in a TIH Program 

 

7. Administration & 
Support Services 

7.1 Ethical Sponsorship 

7.2 Investment 

7.3 Purchasing 

7.4 Records Management 

 

8. Learning & Development 
Centres 

8.1.1 Arriva; & Departure 

8.1.2 Authority to Collect 
children 

8.1.3 Children on Premised 
outside licensed hours 

8.1.4 Culturally relevant- Anti 
Bias- Inclusion 

8.1.5 Curriculum rationale- 
Learning & Development 
Centres 

8.1.6 Development & Play 
Equipment 

8.1.7 Electronic Media 

8.1.8 Excursion 

8.1.9 Family & Community 
Partnerships 

8.1.10 Guiding children's 
social competencies 

8.1.11 Home Visiting 

8.1.12 Quality Interactions 

8.1.13 Rest & Quiet Time 

8.1.14 Routines 

8.1.15 Transition to School 
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8.2.1 Allergies, Anaphylaxis, 
Management of 

8.2.2 Chronic Health 
Conditions  

8.2.3 Cleaning & Disposal of 
Body Fluids 

8.2.4 Death of a child 

8.2.5 Dental Care 

8.2.6 Hand washing 

8.2.7 HIV AIDS, 
Management of 

8.2.8 Immunisation for 
children 

8.2.9 Incidents, Injuries & 
Medical Emergencies 

8.2.10 Infectious Diseases 

8.2.11 Medication 

8.2.12 Nappy Change 

8.2.13 Nutrition  

8.2.14 Toileting 

8.2.15 Unwell child 

8.3.1 Children's Records 

8.3.2 Entry to & Inspection of 
a Children's Services 

8.3.3 Enrolment & 
Orientation 

8.3.3 i Intake Procedure for 
LDC & FDC 

8.3.4 Authorised Supervisors 
of a Children's Services 

8.3.5 Finalisation of Care 

8.3.6 Payment of Fees 

8.3.7 Privacy 

8.3.8 Priority of Access 

8.3.9 Placement of Children 
Over Licensed Numbers  
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Appendix 2 
 

 

Developing Partnerships 
with Families 
 
The Management and Staff welcome 
feedback about the service provided.   
 
Your comments will help us provide a 
better service.  
 
You are invited to participate in the day 
to day activities of The Infants’ Home. 
Your involvement could include: 
 
·  Contributing your special skills 

·  Volunteering to help in the Centre 

·  Participating in the LDC Parents 

Group 

·  Assisting with fundraising 

 

Making a Comment – 
Talking about your 
Concerns  
 
1. Concerning the program 
 
Make a time suitable for you and the 
team Leader to talk and discuss your 
concerns.  If you still have concerns talk 
to the LDC Manager. 
 
2. Concerning an individual staff 

member 
 
Make a time suitable for you and the 
Team Leader to talk and discuss your 
concerns.  If you still have concerns talk 
to the LDC Manager. 
 
3. Concerning the Team Leader 
 
Make a time suitable for both of you to 
talk and discuss your concerns.  If you 
still have concerns please contact the 
LDC Manager and/or CEO. 
 
4. And/or you can use the space on 

this leaflet to write your 
comments 

 
Your comments or grievances will be 
addressed.  Appropriate action will be 
taken and you will be notified of the 
outcome. 
 
5. As an alternative 
 
You can contact the Children’s Services 
Advisor at the Department of Community 
Services on 9205 1500.
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