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GCK Policy

“Health & Safety”

Objectives

For GCK to provide a safe environment for staff and children at all times and to minimise the occurrence and affect of illness in the centre.
Procedures & Strategies
The Health & Safety Policy includes 21 procedures.  These are:
1. Accident / Incident Management

2. Administration of Medication
3. Allergies
4. Animal Care
5. Biting
6. Civil Defence Emergency Procedure

7. Cleaning Procedure

8. Excursion Procedure
9. First Aid
10. Food and Drink
11. Hazards

12. Immunisation Procedure

13. Infectious Diseases Procedure

14. Nappy Changing Procedure

15. Poisonous plants and trees Procedure
16. Smoke Free Environments, Drugs and Alcohol Procedure

17. Staff Illness

18. Sun Safe Procedure

19. Supervision of Sleeping Children

20. Washing Children Procedure

21. Washing Laundry Procedure

1. Accident / Incident Management

Purpose: 
To ensure the best interests of the child and family are catered for in any accident that occurs at the centre.  An outline on how GCK will handle all accidents and incidents with children and all visitors.  
Procedure for Children’s Accident: 

The centre will have an accident book for the recording of all accidents that occur to children whilst they are at the centre. This accident book will be completed by the attending staff member, and signed by the parent and then signed by the Head Teacher or Teacher in charge. 
Information recorded include:

· Child’s name

· Date, time, location of incident

· Nature of incident

· Actions taken and by whom

· Evidence of parental knowledge

· Inherent risk and any further action to be taken and date of incident closure
· Minor Accidents: (not requiring attention from the medical profession immediately)

· In the event of a minor accident the parent, guardian or whānau member will be advised by way of the accident/incident report, which will be completed by the staff member who dealt with it. Any accident that takes place involving a head injury, regardless of seriousness will be reported to parents via a phone call after the accident in a timely manner.
· Major Accidents: (requiring immediate medical attention)

· In the case of a major accident occurring at the centre a staff member will comfort and care for the child while the ambulance is called. A record of the accident will be kept detailing all of the necessary information, and a copy of this will be sent with the child.

· Parents/Caregivers or a whānau member will be contacted immediately and told where the child has been, or to where he or she will be taken.

· Where the accident is defined as “serious” in terms of the Health and Safety in Employment Act (needing hospitalisation for more than 48 hours, loss of consciousness, loss of eyes or limb, poisoning, vision impairment) then the Centre must notify worksafe NZ as soon as possible and provide a written report of the circumstances within seven days. The centre will also inform the Ministry of Education.
· Near Misses: Need to be reported to the Head Teacher/Centre manager and then subsequently to the GCK Board.
Linked to Licensing Criteria HS 27
2. Medication at GCK
Purpose:

To promote the safety and wellbeing of children when administering prescribed medication at the centre.  

Management of medications (HS28)
The Ministry of Education classify medications in three groups:

1. Non-prescription medication, where written authority is required from the parents at the time of enrolment (on the GCK enrolment form and often given as treatment and recorded in incident/accident book)

2. Prescription medication used for a fixed period of time, where written authority is required from the parents at the beginning of each day

3. Prescription medication for ongoing use, where written authority is required from the parents at the time of enrolment or at a change in the child’s health plan.

It is essential that parents advise centre staff if they have already given their child medication prior to coming to the centre for any reason.
Procedure:

· Medication is given only by Teachers who hold a current first aid certificate, as long as the written authority of the parent has been given (appropriate to the category of the medicine).
· Staff will only give medication if staff member has undergone training at GCK and has signed in the front cover of medication book and/or undergone recent training at GCK staff meetings.
· On request of a parent, whānau or guardian for staff to administer medicine, the teacher will ensure that correct details are recorded in the centre medicine book/register, the record will be kept of the following details:
1. Date the medicine was to be administered.
2. Name of the Child.

3. Name of medicine & reason for medication
4. Quantity to be given.
5. Time to be given.
6. Parent signature for of medicine provided to centre.
7. Staff to complete:

· Time given by staff

· Staff sign

· Staff witness

· Quantity given to child

8. Parent signature of record check confirmation that medication was administered to child.
· On each occasion when medicine is administered the supervisor will first check and verify the type of medicine, dosage, frequency (matches the medicine/register book details) and if a prescription medicine, the name of the label and the “use by date”. 

· Prescription medicine will not be accepted for a child, if it is not their name on the container or if the medicine has passed its use by date. 

· Non-prescription medication will not be administered to a child. (unless it is signed off in our category (i) medications on enrolment form.
· For safety reasons, the supervisor will ensure that all medicines are stored in the office at the centre at all times.

· No medicines are to be stored in a child’s bag at any time.

· Medication for asthma or allergies will be administered as part of our Medication category (iii) and we will need an approved Plan of action with photo and the Enrolment form filled in under the category (iii)  medications. Please see separate part of medicine record for category (iii).
· Parents of children, who fall under category (iii) medicines will be called if medication is needed to be administered and parents will be required to sign the category (iii) form for their child which is kept in medicine folder.

Linked to Licensing Criteria: HS 28                     (Updated Nov 22)
3. Allergy Procedure
Purpose:
To provide all parties within GCK a clear process to deal with children who have allergies. 
Procedure:

· No child will be excluded from Kindergarten because of allergies.

· Any allergies must be recorded on the child’s enrolment form, and in the computer records held by the Kindergarten.

· Parents are responsible for informing the Head teacher as to the appropriate management plan should the child suffer an allergic reaction at Kindergarten.  The Head teacher is then responsible for informing all staff members.

· This information is then displayed on the notice board in the kitchen, to be referred to before any cooking or food-based activities are planned.

· Any medication needed by the child is to be stored and administered as per the Medication policy.

· All staff to maintain First Aid training, training in CPR, and training in the use of “Epipens” or equivalent.

Linked to Licensing Criteria HS 25, 28, 29
4. Animal Care Procedure
Purpose:
To provide access to creatures so children can observe and in some cases handle creatures. This will provide helpful understanding of nature and cycles of life.
Procedure:
· If animals are kept at Kindergarten there needs to be discussion between management and the head teacher about relevant details such as housing, feeding, care and holiday care.

· Head teacher to agree on level of handling by children of each creature.
· As appropriate children may care for resident animals.
· In the event of a Kindergarten pet dying, the staff and Head teacher will decide on appropriate action.
· All care should be taken to discourage visiting animals from coming onto the property and all faeces are removed promptly and area disinfected.

5. Biting Procedure
Purpose:

To ensure that children who bite are closely monitored and that specialised help is obtained if there is an ongoing pattern of biting.

Procedure:
· Biting like other aggressive behaviour often results from a child’s inability to adequately express themselves verbally. While we try to prevent biting attacks, it can be a problem for groups of children in early childhood settings. This can be upsetting for parents and can cause frustration and anger.


· The child who bites is not necessarily malicious. Biting is often an experimental way to initiate play, express frustration or adjustment. Fear, and even teething can cause a child to bite.

· Children who bite at the Centre will be closely monitored and perhaps separated from close proximity to other children. The child who has been injured will be comforted and attended to. Both sets of Parents will be notified of the incident. The staff will endeavour to assist the social learning process by supplying language, re-directing behaviour and working with the parents of the child concerned. Children over three years who are persistent biters, who bite another child more than four times and who cannot be successfully redirected will be referred to Group Special Education Services or a suitable alternative for follow up.

· It is important for the well-being of all children to minimise biting behaviour, and staff will keep in close contact with the families involved. Children who regularly bite will be placed on a programme to monitor their behaviour.  This will also be discussed with the parents along with strategies to manage it.
Links to Licensing Criteria: C10, PF2.
6. Civil Defence Emergency Procedure
Purpose:

Evacuation plan for children/staff needing to be evacuated from the centre due to a civil emergency.

To ensure the centre has evacuation procedures in place regarding civil emergencies such as fire, earthquake, gas emissions, etc.

Procedure:
Evacuation Plans

· Evacuation plans and procedures are displayed around the centre.

Decision to Evacuate

· There are four conditions under which evacuation of the Centre will be necessary:

· If ordered or advised to do so by officials; or

· If the building becomes structurally or environmentally unsafe (eg fire, earthquake, flood); or

· If the area or environment becomes unsafe (eg gas or chemical leak or local fire); or

· If a potential threat is likely to make continued occupation of the property unsafe.

· The Head Teacher (or person responsible on duty) will make the decision to evacuate (ie implement the evacuation plan) taking into account the immediate and longer-term safety of children/staff and if necessary will evacuate to Glendowie Primary School.

· Where possible the decision will be made before the centre environment becomes unsafe or before options to move safely to alternative location become unsafe.

Evacuation Preparation

· Check to see whether the alternative location and movement to it, is still possible, safe and usable.

· Where possible advise all parents of the preparation/new location by phone.

· Collect up all rolls and records (cards with parent contacts, accident book), particularly if the building is at risk of destruction/loss.

· Take first aid supplies to emergency location.

Prior to Evacuation

· Leave a notice securely attached to front entrance of building to advise parents where the staff and children have relocated to and advise of the mobile phone number.

· Take mobile phone.

· Advise police and CD officials.
Evacuate to Assembly Point: driveway to house at rear of property

· Move all staff and children to the assembly point.

· Take roll record and check sign-in sheets on arrival.

· Parents will be contacted to advise new location and to pick up their child.

· Staff will stay and care for children.

· Staff will ensure children are comforted, basic needs met, kept occupied and safe.

Planned Trial Evacuations

Fire

· All staff are required to follow the fire evacuation plan and duties displayed around the centre.

· The Supervisor will be responsible for informing the Fire Safety Department when the next planned trial evacuation will be taking place at the centre.

· Drill will be held, unannounced once a term.

· All staff will have training in fire evacuation procedures.

· Evacuation Schemes are filed in the Fire Safety file kept in the office.
· Evacuation of Disabled Persons Assistance Register will be located in the office.

Linked to Licensing Criteria HS 5, 7, 8  Regulations 9 (1,c)

7. Cleaning Procedure

Purpose:
To ensure GCK is kept clean for health and hygiene reasons.
Procedure:
· A cleaner will be employed by the Kindergarten management for daily cleaning duties on Monday – Friday. See cleaning lists for weekly and holiday cleaning.
· For washing toilets/ floors fill buckets from Art sink tap.
· For water disposal, buckets of dirty water must be emptied outside down drain not in shower.

· The children’s toilets will be cleaned each day or as needed.

· All cleaning fluids will be kept out of the reach of children at all times.

· Bleach will be used to remove unseen dirt and kill bacteria. 

· Tea towels will not be used for cleaning.

· Gloves will be worn when cleaning toilets.

· Green sponges are for the toilets only.

· Pink sponges are for the kitchen, wiping tables after lunch and food service only.

· Yellow/orange cleaning cloths are for the bathroom basins only.

· Blue sponges are for art work only.
· Tables will be disinfected daily before food is served.
· General play surfaces such as tables will be cleaned daily and shelves will be cleaned weekly.
· Toys and equipment will be cleaned thoroughly once a term or as needed.
· Floors and carpets will be cleaned thoroughly once each year or as needed.

· Cushion covers will be washed each term or as needed.
· Dress up clothes will be washed each term or as needed.
· Books and puzzles will be wiped with disinfectant when changed.
· Where there have been spills of blood or other body fluids the area will be bleached.
· Play dough will be made on every second Monday. 

Linked to: Regulation. 46, Criteria HS1. 

8. Excursion Procedure 
Purpose:
From time to time the staff at GCK will organise excursions outside of the Centre, as a learning experience for the children. Child safety will be the paramount concern when organising such excursions.  

Procedure:

In all cases, the following procedures will be followed:
· Signed consent will be obtained in advance from parents/caregivers.

· The head teacher, or delegated staff member, will take a list of the children with them, and a regular roll call will be held.

· The following adult:child ratios will be observed in order to maintain safety: 
· In cars, 2 adults: 3 children.

· Excursions near water, 1 adult:1 child

· Children with special needs, 1 adult:1 child

· Local walks to parks and St Andrew’s, 1 adult: 3 children,

· Where travel in cars is involved, all children must travel in appropriate safety seats.

· All cars used will meet legal requirements for roadworthiness, and all drivers will hold a full licence.

· No child will leave the centre with an adult other than their parent/caregiver, without written authorisation.

· At least one adult on the excursion will hold a first aid certificate, and a first aid set will be taken. An Epipen will also be taken when needed.
· Extra equipment will be taken as required, eg water, sunblock etc.

· An insufficient number of adults coming will lead to the cancellation of the excursion.

· Any child/children not authorised to attend will either be left at the Centre with the appropriate number of suitable staff, or will be returned home with their parent/caregiver.
· Documentation required:

· Names of adults and children involved

· Time and date of the outing

· Location and method of travel

· Assessment and management of risk

· Permission and signature by head teacher.
Linked to Licensing Criteria: HS 17. 18

9. First Aid Procedure
Purpose:
To ensure that there is a first aid cabinet provided at the centre ready for immediate use, equipped to a standard approved by the Health Funding Authority.

Procedure:
· Any First Aid Cabinets are placed on walls inaccessible to children.

· The Service Provider Contact Person (SPCP) will assign a staff member to be a First Aid Officer.

· The First Aid Officer will be required to check the First Aid Cabinets every 3 months for its contents; replacement and renewals made as necessary.

· The First Aid Officer is to see the SPCP for replacements or renewals.

· All staff at the centre are required to have a current First Aid Certificate.

Links to Regulations:25: 1-3

10. Food and Drink Procedure
Purpose:
To maintain a safe environment for those affected by food allergies and to ensure healthy standards are retained. 
Procedure:

· Children bring their own food for morning tea, lunch with them to Kindergarten. 
· Staff will supervise the children as they sit and eat their food and drink.

Parents are all advised to read the Ministry of health, choking food guidelines leaflet which was provided at enrolment and is displayed in the Kindergarten. Parents are all advised that they are not permitted to provide their child with food on the foods to exclude list. In addition, parents are encouraged to follow the guidelines with regards to the preparation of food on the food to alter list. All parents are advised that from time to time GCK may run events for families which involve shared plates including possible foods on the foods to exclude list (for example a sausage sizzle). At such family events GCK is not responsible for the supervision of children whilst eating.

· Parents are all advised that peanuts, or items with a high peanut content such as peanut butter or nut bars are not permitted because of the risk to children with allergies.

· Whole eggs or egg sandwiches are also discouraged. Otherwise the food provided is at the parents’ discretion.  Food sharing amongst the children is not permitted.

· Because of the risk to children with allergies, and a desire not to exclude any children, the practice of bringing birthday cakes or any other food including sweets or lollipops to handout as a leaving celebration to GCK will not be permitted.

· Drink bottles are being trailed at GCK. Filtered water is provided for all children at morning tea, and at other times on request.  Staff will monitor these times to prevent the sharing of cups amongst the children.

· From time to time staff may organise a cooking activity with the children.  They will be aware of the children with specific food based allergies (see policy on allergies) and will choose recipes that pose no threat to the children’s well-being.

Linked to Licensing Criteria HS 19, 21

11. Hazards

Purpose:

For GCK to meet the employer responsibilities under Health and Safety Employment Act 1992.

Procedure:
· Including appropriate systems for identification of hazards, elimination of all that can be rectified.
· Isolation of people from hazards and minimum danger by safe work practices.

· Information system for notifying each other of hazards within the Kindergarten and recording and investigation of all accidents both to children, adults and the GCK Board.
· Buildings and grounds checked termly by Head Teacher. 

· Daily hazard checklist indoors and outdoors completed and signed by staff on duty.
· Equipment that is in need of repair reported by staff to Head Teacher and remove from use, recorded on daily hazards sheet and recorded in maintenance book.
· A register of ALL accidents, Child and Adult to be kept at indoor sign on table.
· If there is serious injury to Employees - notify specified agencies…..see flow chart.
· Emergency evacuation plans displayed above fire hose cupboard and by office door.

· Fire evacuation, earthquake and Lockdown drill practised each term and evaluated by head teacher. This will then feed into annual evaluation of emergency procedures.
· First Aid cupboard is situated in bathroom on wall out of reach of children.

· All staff members are to hold a current First Aid  certificate 
· Check of fire equipment and procedures by N.Z. Fire Service – approved body – (included with Church).
· Emergency EXITS from Kindergarten CLEARLY marked.
· Specified agencies may include Work Safe, Ministry of Education, Ministry of health, Oranga Tamariki- Ministry for children, NZ emergency services.

Linked to Licensing Criteria HS 12                                       (Updated May 2022)
12. Immunisation Procedure
Purpose:
As a licensed kindergarten we are required to keep a record of the vaccination status of all enrolled children.

Procedure:
· When enrolling, a copy of vaccination certificate will be needed and kept with the child’s records.

· Head teacher will keep this information up-to-date and accessible where possible. 

· Should there be an outbreak of a disease for which there is a vaccination, parents will be informed so as to protect vulnerable children. If children who are not immunised come in contact with someone who has the disease, they will likely have to be excluded from kindergarten for up to 14 days.

13. Infectious Diseases Procedure
Purpose:
To help curb the spread of infection, it is necessary to indicate certain situations where a child may need to be excluded from the kindergarten.

Procedure:

All Infectious and notifiable disease including: 

Chicken pox, cholera, diphtheria, dysentery, enteric fever, leprosy, typhoid, polio, small pox, streptococcal sore throat, typhus, whooping cough, yellow fever.

The Heath department advises children to be excluded from the kindergarten when suffering from any of the following:
Campolobacteriosis, conjunctivitis, cryptosporidium, cytomegalovirus, gastroenteritis, giardiasis, hand, foot and mouth disease, head lice, hepatitis A and B, herpes simplex virus, hib (influenza type B), impetigo, measles, meningococcal disease, mumps, pertussis (whooping cough), rotavirus, rubella, salmonella, scabies, shigellosis, shingles, streptococcal sore throat, tuberculosis. Please see the infectious diseases chart on display at GCK in parent area for more information.
· A parent or caregiver will be asked to take home a child arriving at kindergarten with symptoms of: fever, diarrhoea or vomiting, in pain and/or unusually lethargic.

· If a child has a temperature during the night, been vomiting or has a green runny nose, then they are asked to be kept home for that day.

· If the child is on antibiotics, they will be asked to be kept home for the first 24 hours that they are on antibiotics.

· Should a child become ill during the kindy day, parents will be called to pick up their child. The child will be kept separate from the other children in the office on a bed (a space to be temporarily kept at a safe distance from other children), with a spill bucket and cared for (supervised and emotionally supported) until parent/caregiver arrives to take them home.
· If a child becomes seriously ill during session, emergency service to be called or child taken to own doctor at discretion of head teacher.

· Information to be available for staff and parents indicating when ill or recuperating child needs to be excluded from kindy.

· Parents of all children to be informed of any infectious disease within the kindergarten group via the notice board or Story park.

· Unwell staff to take time off.
· Healthy children of unwell parents whenever possible to continue attendance. 

Linked to Licensing criteria HS 26,27,PF30,PF31
14. Nappy Changing Area & Procedure
Purpose:
To ensure that soiled children are changed in safe, hygienic and private manner. 
Parents are to supply nappies, wipes and any creams as needed.
The nappy changing area

· Changing facility is of a suitable height and construction to ensure safety and hygiene, including a belt to safely strap in a child.
· Facilities are kept free of hazards, maintained and in good repair

· Procedures are in place to keep the area clean.

· The area includes suitable storage space

· The nappy changing area promotes independence ie children safely climbing onto the table via step ladder, provides some privacy but can be seen from another area of the service.

· The change table is near a hand washing facility.

· The area is away from food preparation and play areas.

Procedure:

· To develop children’s independence they can be encouraged to help remove shoes.

· To foster dignity and privacy other children are encouraged not to stand and watch nappy changing.

· Nappy changing is an opportunity to talk and listen to individual children. 

· Changing of Children is to be done is the bathroom only.

· Staff must wash their hands before handling children.

· Staff must wear disposable gloves while changing children, clean gloves for each nappy change.
· Child to be safely strapped in at all times on the nappy change table and a teacher should have one hand on child at all times, supervising at all times.
· Any soiled clothes should be put in a plastic bag, and returned to the child’s parents at the end of session.

· Clean children using nappy wipes (provided by parents), or shower if necessary.

· Place used wipes, soiled pullups/nappies and disposable gloves (inside out) in a plastic bag, and disposed of in the rubbish bin inside (urine nappies) or outside if (faecal nappies)
· Staff to clean nappy changing table with disinfectant after each nappy change.
· Staff will wash their hands after changing each nappy.

· Note the nappy changes onto the nappy change chart, on the bathroom wall – child’s name, time of change, and teacher’s name, type of change required.
· Parents of nappy changed children, can view the nappy change chart at any time.
· Only permanent staff and a child’s family/caregivers are to change nappies, not relievers or students.

· The nappy changing procedure will be displayed in the bathroom area. There is a nappy change schedule 11am/2.00pm and teachers will check regularly that children are clean and dry.
(Updated June 2022)
Links to Regulations: Regulation 45, Criteria PF25  and Reg. 46, Criteria HS3. 

15. Poisonous plants and trees
Purpose:
Kindergarten management will endeavour to provide a play environment indoor and outdoor which should prove appropriately challenging for children and should provide opportunity for exploring the natural world, but ensure the physical environment is safe from plants and trees that are poisonous. 

Procedure:

· Management will NOT plant knowingly plants or trees which have parts which may be poisonous to children

· Available to staff will be information re identification of poisonous plants and trees and any emergency procedures

· Regular checks of ground to remove self sown plants that are poisonous

· Where appropriate children will be made aware of the danger that plants or trees can cause and the importance of removal and safe disposal of it.

16. Smoke and Vape Free Environments, Drugs and Alcohol
Purpose:
In accordance with current Government legislation GCK is a smoke and vape free environment, and smoking/vaping is not permitted at any time within the building or the playground area.

The use of illegal drugs in the Centre or on the property is also prohibited at all times, and adults or (children) suspected of being under the influence of illegal substances will be denied entry to the Centre or access to any child. (No person on the premises uses, or is under the influence of, alcohol or any other substance that has a detrimental effect on their functioning or behaviour during the service’s hours of operation.)
Prescription drugs for children will be stored and administered in accordance with the Medication Policy.

It is the Church and kindergarten policy that alcohol is prohibited within the Church, Centre and grounds at all times including family evenings and events held in the kindergarten. Any adult (or child) suspected of being under the influence of alcohol will be denied entry to the Centre, or access to any child.
Linked to ECE Regs 29, 40, Smokefree Environments Act.

17. Staff Illness
Purpose:

To take all reasonable steps to ensure staff are not sick and are capable of working and to exclude them if they are suffering from a specified infectious disease.

To take all reasonable steps to ensure that children do not come into contact with anyone (including staff, parents, visitors and other children) who have any disease or condition (that is likely to have a detrimental effect) and which is capable of being passed on to children.

Procedure:

· All staff members have a duty to report to the Head Teacher immediately, where they have reason to suspect any adult, staff member, visitor or child will or is attempting to or has come on to the premises during operation hours, that is an “infectious person” defined as any person, who may come into contact with children and who have a disease or condition (that is likely to have a detrimental effect) and which is capable of being passed on to children.

· Where the Head teacher or person on duty has reason to believe that an “infectious person” is attempting to come onto, or is present on the premises, then the Head teacher will advise that person that their presence is unlawful and they are to leave immediately.

· All staff members have a duty to report to the Head teacher immediately, where they have reason to suspect any staff member/person working at the centre will or is attempting to or has come on to the premises during operating hours, that is “staff member not in good health” defined as a person working in any capacity in the centre, who clearly is in a state of ill-health, which limits their capacity to work safely or who is suffering from an infectious disease listed in the 2nd Schedule of the Health Regulations 1966.

· When the Head teacher or the person on duty has reason to believe that an “infectious person” or “staff member not in good health” is attempting to come onto, or is present on the premise, then the Head teacher will advise that person that their presence is unlawful and they are to leave immediately.

· The Head teacher may require evidence of a medical certificate, after a person has been required to leave (or prevented from attending) as a result of this policy, if they wish to return.

18. Sun Safe Procedure
Purpose:
To ensure children are kept safe when outdoors in the summer months.  
Procedure:

· From the start of term four, throughout Term One, and until a date in Term Two advised by the Kindergarten, ALL children will be required to wear sunhats whenever they go outside.  A period of one week will be given for children to accustom themselves to this, and then the rule will be:” No hat, no outdoor play.”
· Staff will be encouraged to model appropriate sun-safe practice to the children in their own behaviour.

· Parents will be asked to apply sunscreen to their own children before bringing them to Kindergarten.  Sunscreen will be re-applied to children by the children with staff support, unless parents have raised concerns or objected to this process. 
· Parents are encouraged to supply their own as needed for children with allergies etc.

· Head teacher will remind parents/Whanau in newsletters of GCK sun policy, and what type of sunscreen will be used. 
Licensing criteria; Regulation 46 health and safety practices standard.

19. Sleeping Children Procedure

At GCK we don’t formally offer a designated sleep time, as we are providing a rich Kindergarten full day program full of choices of quiet and/or active activities. From time to time, we do have tired children, so we offer a designated sleep area as required.
Procedure:

· At GCK we have blue sleep mats for children to sleep on, which are the appropriate size, covered with water proof material and have individual bedding which is kept in individual clean drawstring bags and washed after use. (PF29, PF30,PF31,PF34)

· If a sleep time is required the bed will be set up in the office. If multiple children are requiring a rest, the indoor mat area will be used as the sleep area and alternative activity spaces will be available to the other non-sleeping children. When setting up beds the area surrounding each child allows sufficient air movement to minimise the risk of spreading illness. (PF33,PF34)
· A record will be kept of children who sleep, including the time they went to sleep, and the time they awoke.
· Children will not have access to food or liquids while in bed.

· A check will be made on sleeping children every 10 minutes and this will be documented on the table kept in the sleep folder and signed by the person who did the check.
· The sleeping area and sleeping child are checked every 10 minutes for warmth, breathing and general wellbeing, or more frequently according to individual needs. 

· Any bedding used will be laundered according to our washing policy.

· Parents will be informed via phone call or at pickup re: their sleeping child.

	Date
	Child’s name
	Time went to sleep
	Check each 10 min, write times
	Staff to sign next to each time checked
	Time woke up
	Room 

Temp
	Teachers signature

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


(Updated Nov 2022)
20. Washing Children Procedure
Purpose:
To ensure that GCK adheres to all legal and ethical requirements when washing and cleaning children.
Procedure:

· Inform another staff member that you will be washing a child

· Get a towel from the kitchen cupboard.
· Staff must wear disposable gloves while washing children.

· Wash child carefully. Use warm water and soap provided in shower area to ensure a hygienic wash down and to avoid infection.
·  Dry child thoroughly with clean towel. (Hygienically laundered)
· Any soiled clothes should be rinsed and put in a plastic bag, and returned to the child’s parents at the end of session.

· Note wash on the toileting checklist, on the bathroom wall – child’s name, time of wash, and teacher’s name.

Links to Regulation: Regulation 45, Criteria PF25 and Reg. 46, Criteria HS30. 

21. Washing Laundry Procedure

Purpose:
To ensure that GCK maintains a high standard of hygiene

Procedure:

· Linen to be washed includes towels used for drying outdoor equipment, dish towels, cloths & sponges for wiping tables. 

· These soiled towels will be kept in the wash basket in the teacher’s bathroom.
· Towels used for cleaning soiled children will be placed in a plastic bag and taken home that day to be washed.
· Sponges used to wipe art tables are kept by the art area.
· Pink sponges used to wipe table cloths after lunch and used to wipe the kitchen bench are kept in the kitchen.
· A roster for parents who will take home the washing is posted by the sign-in book.
· A parent will take the washing home each Friday to be washed.
· Washing will be returned on the following Monday.
· Washing needs to be washed in a washing machine, a hot wash cycle to ensure a fresh hygienic wash (as recommended by Ministry of Health) and hung out to dry or placed in the tumble dryer.
22.Lock down Procedure- 

Purpose:

To ensure if an event occurs outside of the Kindy buildings which pose an immediate threat to the children of Glendowie Christian Kindergarten, the children and staff are kept safe.

Procedure:
· A lockdown is indicated by use of the code word ‘Mat drill’ and the staff will quietly call out mat drill, the sign for children to quickly come inside.
· Lock down procedure is initiated and police are advised on 111. Stay on the phone with emergency services if possible.

· Teachers will clear all outdoor areas, hallways and kitchen area.

· Go inside and stay inside. Keep children calm, away from windows and on the mat.

· Lock doors and windows and do not open until the lock down is declared over.

· Control noise and movement of children. 

· If blinds are on windows, ensure unobstructed to allow for visual inspection.

· Be aware that further information may take some time to be available so please be patient.
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