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Meruka Overview

History of Meruka

The Meruka Child Care Centre and its surrounding parklands are situated within an area of local historic significance having once been part of a 900 acre property that was purchased in 1840 from the Crown. (Source: Victorian Heritage Database, Nillumbik Heritage Study 2001.)  
In 1911 the original property was sub divided into a number of smaller lots, one of these lots being the current location of the Centre and its parkland.  The Centre’s position at the top of the hill was once the location of the homestead and the long driveway lined with Monterey Cyprus trees is regarded as significant for the region for both its design and planting.  After a number of different private owners, the property was purchased, and is now maintained, by the Shire of Nillumbik.
The Meruka Child Care Co-operative was established in the current building in April 1994 with the assistance of Council members and dedicated parents from the community. 

Meruka Structure
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Management Committee 

Shareholders in the centre are responsible for deciding on the overall policies of the centre. However, since the users as a whole cannot be involved in all the decisions which need to be addressed, shareholders elect a small group of members to take responsibility for running the centre on their behalf. These members form the Management Committee, and normally meet on a monthly basis. 

The Management Committee is made up of:
· Chairperson
· Secretary
· Treasurer 
· Staff Liaison 

· Safety & Maintenance 

· Parent Liaison / Public Relations 

· Fundraising Representative

· Staff Representative
· Centre Co-ordinator
· Ordinary members (x2). 
The Co-ordinator has descriptions of the above positions available upon request. Notices of management committee meetings will be displayed in the Centre one week prior to the meeting, to encourage all interested stakeholders to come along to these meetings. However, only elected members can vote at Management Committee meetings.  A quorum of four shareholders is required for all Committee of Management meetings.

Meetings are convened in accordance with the Rules for Meruka Child Care Co-operative Ltd, as prescribed by the co-operation Act 1981, part D, rules 18 through 26.  The annual general meeting (AGM) is held in April every year. 
The spirit of a Co-operative

A Co-operative is made up of families with common child care needs and goals. Through the service provided within the centre and mutual parent support and co-operation, these goals can be achieved.

Involvement is the key to a successful Co-operative. This means that in a sense parents are co- owners and therefore they have a real say in what happens in the centre. The structure symbolises the collective commitment of the families using the centre.

In becoming a member of the Co–operative, the centre families become part of a caring community. They are contributing their own interests, energy and resources to the Co-operative on the understanding that the group is also undertaking to help and support them in return. 

This centre was established with the assistance of council members and dedicated parents in this community. It is Important that the spirit of the Co-operative be retained and strengthened. This Centre is a place that enables parents to share in the care of and responsibility for their children.

Philosophy

At Meruka we believe that all children are individuals with their own thoughts, feelings and past experiences. As educators we strive to respect and nurture each child’s individuality, growth and development. We believe children first need to discover who they are, so they are able to relate to others and become accepting of diversity. We do this by ensuring that the interests, abilities and culture of every child and their family are understood, valued and respected through our continued promotion of cultural awareness and value in all children. We respect and support the diversity that each child and their family brings to Meruka as well as sharing aspects of their culture with the other children and educators.

We believe that families play the most important role in a child’s life and we welcome and encourage family involvement in the centre drawing on this knowledge and experience. We respect and encourage children’s’ need for family connections between settings. We provide input and feedback to families on their children’s learning and information about how families can further advance children’s learning and development at home and in the community, and encourage families to provide input and feedback about their child’s life outside of the Meruka community and the Meruka program. Through building a rapport with each child and their family we can build trusting relationships, learn more about the child, their home life, culture, routines, likes, dislikes, fears and interests. This helps to make the child’s transition from home life to child care more positive and less daunting and assists educators to create a complete sense of belonging at Meruka. This provides educators with the tools to better scaffold children’s growth, learning and development. 

At Meruka we will strive to provide a safe, secure, stimulating and inclusive child care environment where all children will be nurtured and encouraged to grow, learn and develop at their own pace. We foster each child’s needs to feel included, happy, healthy and safe. We are committed to high expectations for all children’s learning and development, so every child can build self-esteem, and achieve pride in their individual learning achievements.  We believe in a play-based program, which allows children to help make choices in their learning and development that are built on the Early Years Learning Framework. These play types include sensory, technology, explorative, physical, creative, role and dramatic play.  Play can provide children with a sense of belonging and being and supports the development of children’s individual and social identity.  We believe that through play children develop an understanding of their social world. They learn to trust, form attachments, share, negotiate, take turns and resolve conflict. Since play varies from individual to individual, family to family, and across culture groups, play enables children to experience and to begin to understand difference and diversity.

We believe in working towards a more sustainable future for generations to come. Our natural environment is unique and plays an important role in the Meruka and local community. Through working together with families and the community, we are continually working towards creating inspiring natural indoor and outdoor play spaces that allow the children to learn, explore, and investigate their natural environment and create a sustainable future. 

Belonging, Being and Becoming 

· The Early Years Learning Frame Work for Australia 

· Produced by the Australian Government Department of Education, Employment and Work place Relations for the Council of Australian Governments. 

· Commonwealth of Australia 2009  

Victorian Early Years Learning and Development Framework 
· Published by Early Childhood Strategy Division Department of Education and Early Childhood Development and Victorian Curriculum and assessment Authority

· Melbourne November 2009

Purpose

The purpose of Meruka Child Care Co-operative is to provide quality care and development for children under the age of six, in the Nillumbik Community and surrounding shires.

The centre aims to provide an environment where children can further their development through a play based Educational program which is developed and evaluated by all educators in accordance with the Early Years Learning Framework.

We believe that parent and community involvement is important to the centre to provide new ideas in the running of Meruka and the structure of the programs and daily routines. Meruka creates a balance that enables educators and parents to work together and to have input into the daily running of the centre through management, suggestions and information.

The educators work in a collaborative way, sharing their knowledge and expertise with the parents and other staff. They work with the children to discover ideas, provide opportunities for learning, investigation and exploration. 

The educators recognise the importance of communication, teamwork and collaboration between the families and the centre’s staff and strive to form positive relationships with all. The educators’ acknowledge that learning is lifelong and they are committed to professional development. We continually develop our professional knowledge and skills to enable us to provide the best possible learning and development opportunities for all children at the centre. Professional development gives us the information that supports, informs, assesses and enriches our decision making about appropriate professional practices. By attending regular professional development training, it enables educators to be current with information and standards, therefore allowing us to be a better support for parents, and provide a higher quality of care and programming for the children.

The educators believe in providing a program that fosters all children’s developmental areas and they recognise and promote the value of play. The educators at Meruka aim to create a positive indoor and outdoor environment that is inviting, inclusive and rich in possibilities, helps promote and educate sustainability, and one that reflects the local community and the families that use the service. The educators set up experiences that allow the children to make choices, promote peer relationships and provoke thoughts and imagination. Through analysis of observations and from listening to the children, the educators continually aim to improve the experiences of the children. 

Goals:

For children: To provide an informal, safe and caring environment for all children to learn and develop through:

· Fostering a sense of autonomy, initiative, independence, consideration, responsibility, self-
esteem and self-control.

· Catering for all individual and differing needs.

· Enhancing development in identity, community, wellbeing, learning and communication.

· Opportunities for children to explore, experiment and be co-constructors of their own learning.


Both within the centre and outside of the centre in the natural environment.

· Meeting nutrition, health and safety requirements.

· Creating natural play spaces that allow children to explore, investigate and learn about sustainability and the environment

For Parents: To provide an environment which encourages active participation in the functioning of the centre and to provide a supportive environment that welcomes and informs parents of their child’s day through:

· Acknowledging the central role of parents and their families in children’s development.

· Encouraging parent involvement in the service as a whole.

· Maximising parent participation in management.

· Ensuring that the centre acknowledges and supports the cultural backgrounds of families.

· Providing information, advice and support to families on all aspects of the centre.

For Educators: To provide a supportive working environment and opportunities for professional development by:

· Providing opportunities for professional development through in-service training and staff 
development days.

· Providing information, advice and support so that staff can carry out their duties.

· Ensuring the environment fosters teamwork.

· Treating all staff with respect and as individuals.

· Recognising and utilising each educator’s knowledge, experience and culture.

For the Community: To foster the development of a sense of community and belonging within the shire and where possible, encourage and support other local community development initiatives whose objectives are consistent with those of the Co-operative. This is done by:

· Providing opportunities for social contact between families using the centre and the 
community.

· Participating in activities within the community and encouraging links with other services and 
the community.

Policies & Procedures
Meruka's Policies have been developed by the Management Committee in consultation with staff, parents and other stakeholders. 

Previously, all policies were made available to Parents and Educator's in the Centre’s Information and Policy Handbook however this year, Policies and Procedures have been extracted from the Handbook and made available to staff and parents via the Meruka website. Separate Parent and Educator Handbooks have been prepared to provide an overview of Policies and Procedures as well as other general issues relevant to the reader. If you do not have access to the Meruka Internet site, copies of all documents can be provided on CD upon request to the Centre Co-ordinator.

All staff are to ensure that they read the policies on a regular basis to ensure that they are familiar with the contents. Any queries should be directed to either the Centre Co-ordinator or to the Committee’s Staff Liaison Representative.

Policies have been allocated to four categories which are in line with the new National Quality Standards (NQS) as follows;

	Health Safety & Hygiene (NQS 2 & 3):

· OHS Policy

· Supervision of Children Policy

· Clothing & Comfort Policy

· Sun Smart Policy

· Oral Health Policy

· Health Policy

· Child Abuse / Child Protection Policy

· Hygiene & Food Safety Policy

· Healthy Food Policy

· Nut Aware Environment Policy

· Head Lice Policy

· Safe Sleeping Policy

· Anaphylaxis Policy

· Asthma Policy

· Playground Improvement & Safety Policy
· Sustainability

· Pets and Animals Policy

	Staff, Leadership & Service Management (NQS 4 & 7):
· Enrolment of Children Policy

· Fee’s & Levies Policy

· Cash Free Policy

· Privacy Policy

· Grievance & Complaints Policy

· Internal Grievance Policy

· Equal Employment & Opportunity Policy

· Bullying and Harassment Policy (formally Harassment Policy)
· Professional Development & Training Policy

· Additional Centre Activities Policy

· Students & Volunteers Policy

	Respect & Collaboration (NQS 5 & 6):
· Family Orientation Policy

· Diversity & Equity Policy

· Babysitting Policy

· Positive Guidance Policy

· Links with Community Service Policy
· Interactions with Children

	Educational Programming & Practice 
(NQS 1):
· Programming Policy

· Movement between Rooms Policy


All policies are reviewed annually by the Committee, however staff input is highly valued and important to ensure that Policies are both practical and able to be effectively implemented. Staff members who wish to participate in this process should contact the Centre Co-ordinator.
Terms of Engagement
Responsibility

The Committee of Management charges the Co-ordinator with the responsibility of the day-to-day running of the centre. This includes the implementation of all policies outlined in the Information and Policy Handbook, supervision of staff, children and visitors to the Centre, and compliance with relevant Legislation in respect to the provision of Childcare services in Victoria.

The second in charge will be responsible in the absence of the Co-ordinator.

Employment of New Staff

A Staffing Sub-Committee to include the Co-ordinator and members of the committee will interview prospective staff members:
· Committee Members have the responsibility to welcome new staff members
· All new staff members are to read and must acknowledge the content of the orientation manual including the staff information section, which outlines their responsibilities, duties, and conditions of employment and disciplinary procedures
· Staff are not permitted to consume alcohol on the premises during working hours and no staff member is to be intoxicated while delivering care to the children
· Superannuation will be paid to all staff in accordance to the award
· Staff are not permitted to transfer any sick leave during a holiday period to an employment period
· Salaries are to be paid fortnightly electronically to all employees
· All Staff are to have a current Working with Children check and a police check no more than 6 months old on commencement of employment
· All Staff are expected to renew their WWC check every 5 years

· All staff on Work Cover must produce a certificate from the doctor before returning to work
· All staff members must hold a minimum qualification of Cert III in Children’s Services or other qualification or training recognised as being substantially equivalent or superior by the Department of Education and Early Childhood Development. Reference: Children’s Services Regulations 2009 – incorporating amendments as at 28 September 2010.

Qualifications

Staff will be employed at Meruka with the following Award Classifications and Levels 

(As per the Enterprise Agreement – Professional Childcare Standard 2015).
Level 3 - Certificate III in Children’s Services

Level 4 - Diploma of Children’s Services or equivalent

Level 5 - Assistant Co-ordinator (2IC)

Level 6 - Co-ordinator
When employing staff, the child/staff ratio will be met at all times in accordance with the Education and Care Services National Regulation 2009.
Additional qualifications
All staff members must complete the First Aid and Anaphylaxis Management Training set out in Regulation 63 (of Children’s services Regulations 2009 – incorporating amendments as at 28 September 2010):
(a) By 1 January 2012; and

(b) Then at least every 3 years.
Documentation

When accepting a position:
· A tax form must be filled out
· A superannuation form must be filled out

· A photo is required for our display

· A police check must be agreed to and checked

· A WWC must obtained or if already held, Meruka will check that is still current (Department of Justice website).
All new staff will be placed on a 3 month probation period with an assessment.

Induction

The quality of service is a direct reflection of the commitment and vision of the staff.

All new staff member will receive an induction to the Co-operative and their position that will provide them with introductions, clear expectations about their working arrangements and explanations about the operations, philosophy, policies and procedures of the centre. This will ideally be done, where possible, before commencement of their duties.

Please refer to Staff Induction Policy.
Return to Work Induction

Staff returning to work after a period of extended leave will, before commencement, meet with the Centre Co-ordinator who will:

· Take them on a tour of the centre and provide introductions regarding any recent changes to the policies or procedures of the centre
· Provide the staff member with a disk containing the latest Meruka Policies and Procedures and highlighting changes which have occurred during their absence
· Clarify the staff member’s role and any questions in regard to their employment and assign the staff member to an experienced staff member who will supervise, support and oversee the newly returned staff member’s transition back into the workplace to ensure the maintenance of continuity in the centre’s practices and standards.
Wages

Wages are paid fortnightly in the arrears, usually on a Monday if the usual pay day falls on a Public Holiday wages will be paid on the Friday before. 
Superannuation
Staff will be informed in writing at the end of each quarter, the contributions that have been made into their superannuation fund.
Dress Standards

Staff are requested to dress in comfortable and practical clothing.  

A uniform is provided consisting of:

· T-shirts and 

· Polar fleece jackets with a Meruka logo.   

These are the only T-shirts and jumpers allowed to be worn educators are not permitted to wear their own t-shirts, jackets or vests without a Meruka logo. 

Permitted Bottoms:
· Denim jeans  
· Loose fitting black pants or tracksuit pants 

· Loose Fitting 3/4 length pants

· Knee length shorts and skirts (Leggings can be worn underneath as long as the top of them is covered)

All pants, skirts and shorts need to be in good condition, with no rips and holes and must not be see through. 

Not Permitted Bottoms:
· Leggings 

· "Active Wear" - this means tight fitting workout leggings or shorts. 



Name Badges: 
Educators are supplied a name badge and these should be worn whenever staff are on duty. 
For safety and hygiene purposes, the Management Committee recommend that no short or tight skirts or shorts, thongs, and long earrings be worn whilst working on the premises. 

Staff must ensure that their finger nails are at an appropriate length. 

Staff and students are required to wear a sun hat when outside in adherence to the centre’s Sun Protection policy.

Leave Entitlements
Staff are to ensure that all requests for Leave are submitted to the Centre Co-ordinator using the Meruka Leave Form which can be found in the Staff Room or on the Meruka website. 

Leave entitlements are based on the Professional Childcare Standard 2010: An Agreement for Staff in Victorian Early Childhood Education and Care and are as follows;

· Annual



Four (4) weeks annual leave is provided each year. 



Two (2) weeks of this is taken at Christmas when the centre is closed.



Leave will generally not be permitted in December or January (outside of the 2 week centre closure) unless a formal application is made to the Management Committee.


At least 3 weeks' notice must be given to the Centre Co-ordinator or 2IC before leave will be approved and the correct form needs to be filled out (Request for Leave Form). 

· Personal (Sick / Carers) 


Sick Leave


If a staff member is ill and unable to attend work she/he must notify the Centre Co-ordinator as close to 7am as possible, as the centre needs to make other arrangements. 


If a staff member is aware earlier than 7am that they are unable to attend work they are to call the Centre Co-ordinator as early as possible after or before centre hours this is especially important for staff whose shifts start before 8:30am.  


In accordance with the Professional Childcare Standard 2015, if an employee (other than a Casual Employee) is ill and unfit for duty, the employee is entitled to 15 days sick leave on full pay.

A doctor’s certificate MUST be provided after:
· Two consecutive days have been taken 

· On Monday’s or Friday’s or 

· If it follows on from an RDO or public holiday. 


Staff are entitled to a total of 3 days sick leave per year where a doctor’s certificate is not required. 


It is up to each staff member to notify the centre Co-ordinator before 4 pm on the first day of their sick leave as to whether they will be returning to work the following day.


Carer’s Leave


Employee’s (excluding Casual Staff) may be entitled to use up to 76 hours of their Sick Leave entitlement for care and support of their immediate family or members of their household when they are ill or required care due to an emergency situation. 


In accordance with the Professional Childcare Standard 2015, employees will be required to provide documentation (i.e. Medical certificate or Statutory Declaration) to establish the illness of the person concerned.
· Infectious Disease Leave

Staff members (excluding Casual Staff) who contract an infectious disease through a contact at Meruka shall be entitled to Infectious Disease Leave in accordance with Section 20.1.2 of the Professional Childcare Standard 2015 as listed below.
	Disease 
	Leave with pay 

	Chicken pox (Varicella) 
	5 working days 

	German measles (Rubella) 
	5 working days 

	Hepatitis 
	As decided by medical practitioner 

	Influenza 
	5 working days 

	Measles (Morbelli) 
	10 working days 

	Mumps 
	10 working days 

	Rheumatic fever 
	As decided by medical practitioner 

	Scarlet fever 
	10 working days 

	Whooping cough 
	10 working days 


Employees who contract, or believe that they have contracted, any of the above diseases may notify the Centre Co-ordinator as soon as possible in accordance with Sick Leave notification requirements.

Applications for leave of this nature must be supported by a Medical Certificate and in the event that the illness claimed is Influenza the Certificate MUST state the word ‘influenza’ in full and have a pathology report present.
· Rostered Days Off (RDO’s)

Scheduled RDO’s are allocated by the Centre Co-ordinator and displayed on the Staff Room Notice Board. RDO Schedules are determined at the commencement of the year and each staff member is provided with a list of their allocated days.
Staff may alter a scheduled RDO’s only with prior permission from the Co-ordinator.
· Leave of Absence 

When staff are requesting a leave of absence, a Request for Leave form must be filled out 3 weeks prior to the leave and provided to Co-ordinator. Leave will be considered for approval by the Co-ordinator. Approval of leave will be dependent on the other events occurring at Meruka at that time. 
· Long Service Leave

Long Service Leave entitlements are determined in accordance with the Long Service Leave Act 1992 (Vic). Staff are to submit their request for Long Service Leave at least two months (8 weeks) in advance.
· Parental Leave

Parental leave relates to birth and adoption related leave entitlements. 



Unpaid Parental Leave

All employees that have completed at least 12 months of continuous service with Meruka (including Casual Employees who meet NES service criteria) are eligible to receive up to twelve (12) months unpaid parental leave. 


Paid Parental Leave

Depending on the your circumstances, Paid Parental Leave entitlements may also be applicable which would entitle you to receive eighteen (18) weeks of Federal Government funded pay at the rate of the National Minimum Wage. 
Full time, Part time, casual, or contract workers may be eligible and staff should refer to Centrelink directly to determine eligibility. Centrelink will advise Meruka when payments are applicable and Meruka will make payments in accordance with normal pay cycles.
Regardless of whether Parental Leave is paid, unpaid or a combination of the two, all staff wishing to take Parental Leave are required to;

· Notify the Centre Co-ordinator of their intention to take Parental Leave by submitting a Leave Form at least ten (10) weeks before the intended commencement (unless it is not possible to do so). 
The Leave Form should:

· Specify the intended start and end dates of the leave, and 
· Be accompanied by a Medical Certificate or other supporting documentation.
· At least four (4) weeks before the intended start date:

· Confirm the intended start and end dates, or

· Advise of any changes to the intended start and end dates (unless it is not possible to do so).
· Compassionate Leave

Staff are entitled compassionate leave without deduction of pay for a period not exceeding the number of hours worked by the employee in three (3) ordinary days’ work in the event of;

· Death of an immediate family member

· A personal illness or injury that poses a serious threat to life of an immediate family member.
This leave may be taken up to and including the day of the funeral.

This leave is NOT applicable if it coincides with any other period of entitlement to leave. 
· Jury Duty

Any employee required to appear and serve as a juror in any court shall be granted leave with pay for the period during which attendance at court is required, less any amount received from the court by way of fee for attendance.
· Relief Staff

When any staff member is absent due to illness, holidays, etc, relief staff are to be 
employed.

The Co-ordinator is employed by the Committee to organise relief staff as required without reference to the Committee. Staff/child ratios must always be met.

Staff Performance

Teamwork

· All staff must be aware of other staffs’ job descriptions.

· Be aware of the needs of the other staff.  Give assistance wherever possible.

· Office time is provided for each staff member to discuss any concerns they maybe having with other staff members or children. Strategies and suggestions will be discussed with the Centre Co-ordinator in working towards a positive outcome. 

· Open communication is encouraged at all times.

· Channelling communication/information to the most appropriate person is also encouraged.

· Students are made to feel a part of the team as much as possible.

· Staff are encouraged to ask for help when ever they need it.

Voice Levels & Language Use

· Staff must ensure that their tone of voice is at a normal level throughout the day for the benefit of all staff and children.

· Positive language is to be role modelled at all times when communicating to staff, parents and children.

Breaks

Lunch:

One hour as allocated between;

· 11.00 - 12.00, 

· 11.30 - 12.30, 

· 12.00 - 1.00, 

· 12.30 - 1.30, 

· 1.00   -  2.00, 

· 1.30   -  2.30 or, 

· 2.00   -  3.00.
Breaks:

10 minutes in the morning.
10 minutes in the afternoon for staff who are on late shift. 

Staff who commence work at 7am may leave 10 minutes early, ie. 3:50pm.

Personal Phone Calls
May be made during lunch or tea breaks. Please check to see if the phone is in use before making your call. Personal mobile phones are not allowed in the children’s rooms at any time (unless in an emergency).

Baby Sitting

The Management Committee will allow staff at Meruka to advertise their services for babysitting for families of Meruka out of work times. However the Management Committee wishes to stress that this is a private contractual arrangement between the staff member and the family involved. As such, the Management Committee, the Centre Co-ordinator and other staff members at Meruka accept no responsibility for these contracts.  

Travelling in Cars

Staff leaving the building with any child or parent must understand that the centre is not responsible or liable for any situation that may arise.

Staff Room

The staff room is for use by all employees, students, casuals and on occasion parents (typically during child orientation). Tea and coffee are provided by the centre as well as a fridge in which you are able to store personal food items (i.e. lunches). Spaces are provided for the storage of personal items such as bags or clothing.  All staff members will have an allocated pocket which will be used for the communication of important messages including pay slips. 
Computers located within the Staff Room are available for program planning purposes. All computers have internet access (NOTE: Internet use is only permitted for work related purposes during planning times). 
Staff will be allocated cleaning duties and are asked to be considerate of other users by maintaining a clean and hazard free space at all times.
Equal Opportunity Employment

Meruka Child Care Co-operative believes that its employees are entitled to be treated on the basis of their true abilities and merit and to be able to work in an environment which is free of discrimination. The Co-operative is committed to achieving equal employment opportunity for all employees as a means of increasing the effectiveness of Meruka and recognising the true potential of employees.

Accordingly, all employees are entitled to access promotion, training and the benefits of employment on the basis of merit.  Employees will be assessed on the basis of their skills, qualifications, abilities, prior work performance and aptitudes. All human relations policies and practices will be based on the merit principle; this means selecting and/or rewarding the best person in each situation.  It does not mean there will be favouritism or quotas.

All employees of Meruka Child Care Co-operative have a legal and moral responsibility to treat each other fairly, and are expected to fulfil these responsibilities as a condition of employment.

Discrimination in employment, and in the supply of goods and services, is unlawful under Commonwealth and Victorian legislation.  Thus, stereotyped assumptions based on prejudice will have no place in Meruka and there shall be no discrimination on the grounds of:

· Age

· Disability/impairment

· Industrial activity/inactivity

· Lawful sexual activity

· Marital status, including de facto relationships

· Physical features

· Political belief or activity

· Pregnancy

· Race

· Religious belief or activity

· Sex

· Status as a parent or carer

· Personal association with someone of the above attributes

· Irrelevant criminal conviction

Where employees believe they may have been discriminated against on any of the above grounds, they are encouraged to raise the matter with the Co-ordinator of Meruka.  Alternatively, they may raise the matter with the Staff Liaison Officer or the Chairperson.

The Centre Co-ordinator is obliged to treat reports of possible discrimination seriously and sympathetically and to investigate them thoroughly.  She/he is also obliged to ensure that no one is disadvantaged or victimised as a result of a discrimination complaint being made or investigated.

Established breaches of Meruka equal employment opportunity policy will be met with disciplinary action and may result in dismissal.

For further details refer to Meruka’s Equal Opportunity Employment Policy.

Bullying & Harassment

Meruka Child Care Co-operative places great emphasis on attracting and rewarding the best people.  The centre is committed to providing a safe and productive work environment, free from bullying and harassment for all our employees and others with whom we associate at work. 
There is no place for bullying, harassment and/or occupational violence at this organisation, where safety and a respectful work environment is a priority.  

Bullying and harassment are regarded as serious safety concerns. 
Further information regarding actions which may or may not be regarded as bullying or harassment is contained in the Occupational Health and Safety section of this Guide and also in the Centre’s Harassment Policy.
Internal Grievances 

Meruka recognises that from time to time individual staff members may have grievances that need to be resolved in the interest of good relationships and a constructive, positive workplace. It is our aim to ensure that grievances are resolved by negotiation and discussion between the parties.  

Grievance resolution activities shall follow the principles of Natural Justice which 
includes:
· The right to a fair hearing including adequate notice of what is alleged and reasonable opportunity to respond to allegations
· The right to an unbiased process of judgement.

 If you do have a grievance we encourage to you to initially:
· Attempt to speak directly to the individual in an effort to resolve the grievance and raise the issue openly and honestly
· If you are unable to resolve the issue through discussion with the individual, please refer the issue to the Co-ordinator
NOTE: In the event that the Co-ordinator is unable to assist in the effective resolution of the issue, or if it is felt that the issue is outside the jurisdiction of the Co-ordinator the issue may be referred to the Management Committee.
For further detail on issue resolution activities please refer to the Internal Grievance and Disciplinary Policy & Procedure.

Disciplinary Procedures
The Centre’s process for addressing staff disciplinary issues is contained with the Internal Grievance and Disciplinary Policy and Procedure and outlines the actions which would occur in the event that a staff member has:
· Failed to meet performance standards, 

· Breached Centre Policies, or

· Participated in actions deemed as ‘neglect of duty’ or misconduct.  
The Co-operative aims to address performance issues in an understanding and supportive environment by clearly communicating the concerns, setting clear goals and timelines for the resolution of the issue and providing reasonable support mechanisms (i.e. training).
The Co-ordinator does however, have the right to dismiss any staff member without notice for conduct that justifies instant dismissal, including gross misconduct or neglect of duty and in such cases the wage shall be paid up to the time of dismissal only.

For further details on Disciplinary Procedures please refer to the Internal Grievance and Disciplinary Policy & Procedure.

Professional Development & Training

Meruka Child Care Co-operative is committed to providing and facilitating regular professional development opportunities for staff, in order to maintain skills and qualifications within the childcare industry. 

Training and professional development shall provide:

· For the training of staff in duties and tasks which they may be required to perform;

· For the training of staff to meet current regulations and Department of Human Services requirements;

· Opportunities for staff to identify and,

· Follow up on areas of interest and expertise which may benefit or relate to the functions of the Co-operative

Staff are each expected to undertake a minimum of four (4) professional development sessions per year.

Please refer to the Professional Development & Training Policy for further details.

Performance Appraisals

Every April and October each staff member will sit down with the Co-ordinator individually and discuss their work performance. This is a time the staff can plan an ongoing self-improvement plan and goals for the next 6 months through in-service training and development. The content of these discussions is kept confidential.

Staff Meetings

Staff meetings are held once a month, in the evening (after the closure of the centre) and generally run for 1 – 2 hours.  
All staff are expected to attend staff meetings and will be paid for attending.

If, however, unforeseen circumstances (i.e. illness) mean that you are unable to attend a meeting, apologies must be given to the Co-ordinator. 

Students are invited to attend and the Committee of Management’s Staff Liaison Officer may also attend. 
The taking of minutes is to be a shared responsibility amongst the staff.

Students
Meruka encourages the involvement of childcare, mothercraft and work experience students at the centre. Meruka recognises the valuable contribution students and volunteers offer the centre. Meruka acknowledges the importance of providing an appropriate learning environment for students in the discipline of childcare.

Further details regarding selection, Centre requirements and expectations can be found in the Students and Volunteers Policy.
Incident Reporting & Workplace Injuries
Meruka is committed to maintaining a safe workplace for all employees, children, parents, visitors and contractors. While the aim is always to prevent injuries from occurring there are times when accidents do occur. 

Staff will be familiar with Injury / Accident Reports in relation to events concerning children (if you are unsure of our procedure please refer Child Incident / Accident Reporting Procedure) however may not realise the importance of reporting events involving themselves, parents, visitors or contractors. 

Medical expenses or Lost Time Injuries / Illnesses incurred by staff may mean that you are entitled to lodge a claim for Workers Compensation. There are a range of conditions that apply to the lodgement of a Workers Compensation Claim so to ensure that you receive the appropriate support it is very important that you report your injury / illness quickly.  (For further details regarding Workers Compensation please refer to our OHS Procedures Section 5)
Incidents / Injuries involving Parents / Visitors or Contractors should also be reported. While it may not always require any further action by the Centre it means that we can take appropriate action where required.

All work injuries, work related illnesses and dangerous occurrences will be investigated regardless of the extent of the injury or property damage and by immediately reporting any such event you can assist us to put in place response measures to prevent any reoccurrence.

Please remember that:  

ALL incidents / injuries that occur at Meruka, or are a result of activities performed at Meruka, MUST be reported immediately to the Centre Co-ordinator.

Occupational Health & Safety

Meruka is committed to providing a safe and healthy environment for its staff, children, families, contractors and visitors. 

The types of hazards that may be found within the childcare environment include, but are not limited to, the following:
· Manual Handling

· Infectious Diseases

· Slips / Trips / Falls

· Food Safety

· Dangerous Goods and Hazardous Substances

· Hazardous Items (Hot Drinks, Plants, Medications)

· Bullying / Harassment / Stress

· Emergency Scenarios.
This section has been developed to promote awareness of the hazards within our workplace and direct you to related policies or procedures where applicable.

Manual Handling
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Key manual handling hazards in Child Care services relate to: 
· lifting children in/out of cots and highchairs, or on/off change tables 
· working at low levels with children 
· moving equipment 
· storing supplies and equipment 
· using office areas 

· maintaining indoor and outdoor areas.
 
There are several types of injuries associated with manual handing tasks including: 
· muscle sprains and strains 

· injuries to muscles, ligaments, intervertebral discs and other structures in the back 

· injuries to soft tissues such as nerves, ligaments and tendons in the wrists, arms, shoulders, neck or legs 

· abdominal hernias

· chronic pain.
Below is a summary of correct techniques referred to as the PLAN SMART approach: 
PLAN before you complete any manual handling tasks, consider if you can eliminate the whole or part of the task or apply some control measures to reduce any manual handling risk. 
Size up the load/stable base of support/secure the load. 
Move close to the load/keep the load close to your waist. 
Always apply the semi-squat position. 
Raise the object smoothly and with your legs.

Turn by moving on your feet, avoid twisting movements.
Infectious Diseases


How are infections spread?

There are four essential steps to the spread of infections. Infection control is aimed at breaking this chain of infection. 

The steps are:

1.  The person with the infection spreads the germ into their environment,

2.  The germ must survive in the appropriate environment e.g. air, food, water, on objects and surfaces,

3.  Another person then comes in contact with the germ,

4.  This person then becomes infected.
How can Infections be controlled?
The three most important ways of preventing the spread of infectious disease are:
1. Immunisation.

2. Effective hand washing; and
3. Exclusion of sick children and staff;
If these are not done properly, the many other processes that support infection control, such as cleaning and food safety procedures, will not work well.
Immunisation

Upon starting at Meruka you will be asked to supply evidence of your immunisation status. 
This information will help us to protect you if there is an outbreak of a contagious disease at the centre. Staff members who have not been vaccinated may be excluded from the centre in the event of an outbreak. 

Hand washing

The following diagram outlines the commonly accepted hand washing technique. 
Meruka also supplies hand sanitising solution for each room. 

Exclusions

The spread of certain infectious diseases can be reduced by excluding a person who is known to be infectious, from contact with others who are at risk of catching the infection.
Meruka has a clear exclusion policy within its Health Policy. (Refer Meruka Website). 

This policy includes the recommended exclusion periods for a number of infectious diseases and these periods apply equally to children and staff.
Staff should be aware that in the event of an outbreak, additional exclusion periods may apply. (i.e. Gastroenteritis – typically 24 hour exclusion however in the event of an outbreak this may be extended to 48 hours)

Given your key role in the identification of child illness it is particularly important for you to be aware of your responsibilities regarding the Health Policy and how exclusions may apply.

If parents are placing undue pressure on you to accept a child into care when exclusions are applicable, please refer the parent to the Centre Co-ordinator.

Slips/ Trips/ Falls


The following factors can contribute to the risk of slips trips and falls;
· Contaminants (i.e water, oil, grease)

· Floor Surfaces 
· Floor surfaces require sufficient grip to prevent slipping, especially in areas which may become wet or contaminated. 
· Cleaning
Cleaning ensures that;

· Contaminants are effectively removed

· A build-up of cleaning product residue is avoided

· The floor does not become too slippery

· Floors maintain slip resistant properties (of non-slip flooring).

· Prompt attention to spills is also important in order to prevent slips.
· Obstacles & other trip hazards
· Trips most often occur because of uneven flooring or cluttered walkways with low obstacles which are not easily visible or noticed.

· Environment (including lighting)

· People & Activity
· Footwear should be;

· Suitable for the type of work and work environment

· Comfortable with an adequate non-slip sole and appropriate tread pattern

· Checked regularly to ensure treads are not worn away or clogged with contaminants.
Food Safety


Food Safety & Kitchen Practices
Staff involved in the preparation of foods at Meruka are only permitted to undertake food preparations tasks if they;
· Hold a current Food Safety Level 1 Certificate, or

· Are supervised by a holder of the Food Safety Supervisor Certificate.
Staff and any other person involved in the service will:

· Practise good personal hygiene before and during the preparation, serving or eating of food.

· Maintain hot food at over 60 degrees Celsius.

· Maintain Cold food at below 5 degrees Celsius.

· Prevent the cross contamination between raw and cooked food (especially with meat) by storing these separately, and using separate utensils when preparing and serving food. 

· Serve food in a separate bowl or cup for each child

· Not re-use leftovers

· Keep the kitchen clean and tidy at all times.

· Restrict the food preparation areas for that purpose only.

· Comply with the cleaning schedule displayed in the kitchen.

Food handling techniques and equipment monitoring requirements are outlined within the Centre’s Food Safety Plan. Training shall be provided to all staff during staff meeting by the Food Safety Supervisor a minimum of 4 times per year.

For further details please refer the Food Safety Plan located within the kitchen.

Food Safety for Children

Staff are reminded that parents are NOT permitted to bring in food and snacks for their children whilst at Meruka, unless first discussed with the co-ordinator. 

If children do not eat the centre’s meals, for individual or religious reasons, permission from the Centre Co-ordinator to bring in food is required. This food should be handed directly to a staff member who will store the food in an appropriate place until the child requires it

Under NO circumstances should foods known to contain nuts be brought into Meruka. 

Examples include:

· Peanut butter sandwiches, dips or crackers

· Nutella sandwiches or dips

· Biscuits and cakes with nuts in them

· Muesli bars with nuts

· Chocolate containing nuts e.g. Snickers

· Dried fruit & nut mixes 

For further details please refer Nut Aware Environment Policy

Dangerous Goods & Hazardous Substances
Dangerous goods are items which are classified on the basis of their immediate physical or chemical effects (such as fire, explosion, corrosion and poisoning) on property, the environment or people.


Hazardous Substances are items are classified only on the basis of health effects, both immediate and long-term.  

Many chemicals can be classified as both a hazardous substance and a dangerous good.
All Dangerous Goods & Hazardous Substances stored or used at Meruka are listed on a Chemical Register which is stored in the Laundry beside the Chemical Storage Shelves. 
This Register also contains information sheets referred to as Material Safety Data Sheets (MSDS) for each Dangerous Good or Hazardous Substance. MSDS’s outline safe storage and handling methods for the chemicals including details of response actions in the event of an emergency or accident.

All staff are to make themselves familiar with the location of the Chemical Register and MSDS.
Hazardous Items (Hot Drinks / Medications / Plants)


Staff are not permitted to drink HOT drinks in the rooms or outside where children are present

  Medications are to be stored in accordance with the OHS Policy and Medication     

  Procedure
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  Smoking is NOT permitted within the Centre or its grounds.
Plants – staff should be aware that a number of Plants can pose hazards to children. Information regarding Poisonous and Hazardous Plants is provided for staff and families in a folder in the Foyer of the Centre.
Bullying / Harassment / Stress
What is bullying?

Bullying is repeated unreasonable behaviour directed towards a worker or group of workers that creates a risk to health and safety. In most cases, this behaviour is persistent and happens over a period of time.

Bullying can take many forms, such as publicly humiliating someone, verbal abuse or spreading malicious rumours or gossip.

Bullying can be verbal or in writing, including online. It can be carried out by more than one person and be experienced by individuals as well as groups of people.

Bullying can be directed downwards (from supervisors/managers to workers), sideways (between workers) or upwards (workers to supervisors/managers).

In assessing whether behaviour is unreasonable, you should consider if an impartial person observing the situation would think it’s acceptable to behave that way.

What is NOT bullying?

Reasonable Management Action

It is important to differentiate between bullying and an employer’s legitimate authority to direct and control the way work is done. It is reasonable for employers to allocate work, and for managers and supervisors to give fair and reasonable feedback on a worker’s performance.

This can include setting performance goals and deadlines, allocating work, rostering work hours, deciding not to select a worker for a promotion or informing a worker about unsatisfactory work performance or inappropriate behaviour.

Conflict at work
People are bound to have occasional differences of opinion and these are a normal part of working life. Disagreements can leave people feeling upset but they should not be confused with bullying behaviour. However, if it’s left unresolved, conflict may develop into a bullying situation.

Single acts
If a person is subject to a single incident of unreasonable behaviour, it’s unlikely to be bullying. However, the incident shouldn’t be ignored as it may have the potential to escalate into bullying. Addressing the behaviour before it is repeated is the best way to manage the situation.

Other situations
Just as there are a broad range of behaviours that can be bullying, there are many that won’t be. For example, being abrupt with someone because you’re busy, not inviting someone to a non-work related social event and personal disputes outside of work.

Bullying and Harassment is not only unacceptable; it is unlawful pursuant to state legislation (Equal Opportunity Act 2010) and federal legislation (Sex Discrimination Act, 1984; Racial Discrimination Act 1975; Disability Discrimination Act 1992; The Australian Human Rights Commission Act 1986, Age Discrimination Act 2004).

It is the responsibility of management to provide a working environment free from harassment.  The Committee of Management will ensure that all complaints are treated confidentially, seriously and sympathetically.  Appropriate action will be taken whenever harassment has been found to have occurred.  This may be disciplinary action if the harassing behaviour is carried out by an employee or withdrawal of child/ren’s place if a parent has been harassing an employee or other Meruka community member.

No employee will be penalised or disadvantaged as a result of raising concerns or complaints relating to harassment.
What can you do if you are being harassed?

· Do not ignore the harassment (ignoring the behaviour could be taken as tacit consent);

· Inform the offender that the behaviour is offensive and unacceptable and against centre policy;

· Seek assistance in having the behaviour stopped.  This may include making a report or a complaint.

Who can assist you in making a report or complaint?

If you feel that you are unable to resolve the matter yourself, the following people will be able to assist you:

· Co-ordinator;

· Staff Liaison Officer who has been appointed by this centre as a Harassment Contact Officer.  Meruka recognises that in some instances discussing the matter with the Co-ordinator is not appropriate.
· In addition to the Committee of Management you may approach the Equal Opportunity Commission for independent advice at any time.
Refer Meruka’s Bullying & Harassment Policy for further information.
Emergency Scenarios

An Emergency Management Plan has been developed for the Centre considering likely emergencies which may occur. The plan outlines roles and responsibilities, preparation / maintenance activities as well as recommended initial response activities for the following potential events;
· Bushfires
· Internal fires and smoke
· Medical incidents including;
· Anaphylaxis
· Asthma
· Pandemics / Communicable Diseases
· Snake / Spider Bites
· Storms and Flooding
· Gas leak 
· Chemical Spills
· Bomb threats
· Personal Threat (i.e. Intruder / Siege / Hostage / Abusive Person)  
Paper copies of the Emergency Management Plan are available in each childcare room and the Office and electronic copies are available for review on the Meruka website.

All staff undertakes a combination of external and in-house training to ensure that they can implement the plan in the event of an emergency occurring.

Bushfire Season
The lovely bush surrounds of the centre does unfortunately mean that Meruka is regarded as being situated within an area of higher bush fire danger. In response to this, a Bush Fire Policy and Procedures have been developed to ensure that the safest possible responses will be followed to in the event of a bushfire in the vicinity of Meruka.

Both the Policy and Procedures are available on the Meruka Website however a couple of key reminders for parents are as follows;

High Alert Fire Days


Meruka will be on high alert for bush fire danger in the following circumstances: 
· when advised by external agencies such as Nillumbik Council, Department of Human Services or other government agency, police or fire services.

· in the event of a total fire ban

· advertised days of extreme fire danger, 

· temperatures being forecast for over 40oC, 

· there is the smell of smoke in the air or strong winds.
· at the discretion of the co-ordinator

Staff will be alerted the previous day, if possible, that it is a Meruka High Alert Day via phone call, email or SMS. Parents are asked to seriously consider keeping their children home on these days or asking their employers if they can work from home.
On the day of the High Alert, a High Alert Notice will be placed on the front door and the sign in books. 
Bushfire Protective Clothing

Staff are NOT to permit children to remain at the centre on High Alert Fire Days unless they have appropriate protective clothing.  

Appropriate protective clothing includes;
· Cotton hat 
· Covered shoes
· Water Bottle
· Cotton or Woolen Socks
Centre Closure – CODE RED Days 
Meruka has been included on the Victorian Department of Early Education and Childhood Development’s (DEECD) 'Bushfire at Risk Register' and as such the centre will CLOSE on days when a Code Red Warning has been issued. There will, in most cases, be 3 days notice provided to services of pre-emptive closure with confirmation no later than 12pm (midday) the day before. 

Once the decision to close is made, this will not change – regardless of changes to weather forecast.  (Note: All warnings of potential or actual closure of facilities will be posted to the DEECD website. www.education.vic.gov.au/bushfires)
Meruka will cover the cost of care for children booked on a day when the Centre is forced to close due to adverse weather conditions for one day of closure per year. Staff will be paid for all days of forced centre closure.
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