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	Purpose:
	To provide Centre Management and Educator  of the requirements to managing and maintaining the premises of Wahroonga After School Care Centre Inc. in accordance with the National Regulations and Standards




Policy Statement 

The Centre will endeavour to provide a safe and secure Centre to ensure the storage of information and documents, the security and maintenance of the buildings (both internal and external) and their environments reflect the National Regulations and Standards ensuring the safety of all persons. 

Procedure

Security:

· Approved Educators and management members will be given a key to access the building and equipment areas.
· Extra keys will only be cut after agreement by management and in consultation with the School administration. 
· All monies and important documents will be kept in a lockable cupboards and access will be permitted by approved Educators and management members.
· Educators will ensure that the building is left in a secure manner before leaving and all windows, cupboards and other relevant areas are locked. All heating and lighting is off and all doors properly secured.
· Educators will inform the school and or the police and management as soon as possible if there has been a break into the Centre of any kind. Educators will remain at the Centre until directions are given by either school administration or the police.

Building, Equipment and Maintenance:

· Equipment will be chosen and purchased to meet the children's developmental needs and interests. There will be enough furniture, materials and developmentally appropriate equipment suitable for the education and care for each child.
· The Centre premises, equipment and furniture will always be maintained and safe.
· The Centre WHS audit will be done every 6months, by Educators and management
· Children will be provided with adequate, age-appropriate toilet, handwashing and drying facilities. The toileting facilities will be maintained and cleaned daily by the school. During Vacation Care period the Centre will take on the responsibility of cleaning and maintaining the toileting facilities. 
· The Centre will have an appropriate number of first aid and asthma kits that are suitable to the ages and needs of the children attending. The first aid kit will be easily recognised and accessible at all times. Supplies to the first aid kits will be reviewed weekly.
· Electrical appliances shall be in good working order and inspected 12 monthly.
· Electrical circuit breakers will be installed and be maintained and reviewed 12 monthly.
· Provision will be made in the budget for regular maintenance, repairs, equipment and costs of major capital works.
· The equipment will be regularly checked to ensure it is safe and complies with relevant Australian Standards 
· Recycled craft material will be checked for potential hazards before being used by the children.
· Educators will ensure safe handling of all tools used as part of any activity and risk assessment will be reviewed or instigated on any new tool being used.
· Families will be encouraged to notify Educators of any safety issues they observe.
· All maintenance issues must be reported to the WHS officer and or the Nominated Supervisor as soon as possible. The risk matrix and hierarchy of control will be a reference to reduce the risks and or hazards  
· Faulty equipment will be eliminated and reported to the WHS officer and or Nominated Supervisor.
· Maintenance records will be kept recording any maintenance that needs to be addressed. 
· The maintenance record will include:
· 	Type of problem
· 	 Date that it was observed
· 	 Who made the notification and when?
· 	 What was done to rectify the problem?
· 	 Date repaired and if needed tradesperson employed to repair the problem
· If deemed a school concern then it will be reported on Google documents
https://docs.google.com/forms/d/e/1FAIpQLSeB5xrUxCGLk5HdG2vNQDHCrybt91qqwKME7s3S1bfWffXevg/viewform
· For repairs over $3000 a minimum of three quotes will be sought and reviewed by management who will make a decision on a further course of action. The Nominated Supervisor or someone with management control may obtain the quotes.
· All contractors should have their own public liability insurance and if engaging in work whilst children are at the Centre will have a working with children check number.
· It is the responsibility of the Parent Committee once a problem has been raised, to ensure that it is rectified in the most efficient manner and that the Centre is safe for Educators and clients.
· Should the Centre be considered unsafe or as being a health risk, then the Centre will be closed, after notice has been given to all relevant parties, until the problem has been rectified.


Storage:

· Storage areas will be cleaned and tidied termly or when seen as necessary.
· Food storage will be in in line with the regulations and food handling safety policy.
· Play equipment and toys should be easily accessible to all children during the operating hours of the Centre.
· Children will show respect for the equipment and be expected to pack equipment away that they have used to avoid trip hazards.
· All equipment is to be neatly packed away in the nominated area at the end of each session.
· Craft equipment will be stored in a separate area; children should ask permission before removing any craft equipment, such as paints and glues etc. which has not been set up by the Educator.
· All items such as cleaning materials, disinfectants, flammable, poisonous and other dangerous substances, tools, toiletries and medications should be stored in the designated secured area which is inaccessible to the children. Educators are responsible to ensure that these areas remain secure and that they do not inadvertently provide access to these items.
· Educators and management will ensure that all family records are kept in a nominated secure place, ensuring that records are kept confidential and not left accessible to others during the daily operations.
Ventilation, Temperature and Natural Light:

· All heating and cooling systems will be of good quality and checked regularly to ensure safety and reliability. 
· Educators will take individual needs and specific activities into account when ensuring that heating, ventilation levels are comfortable.
· Should Educators, children or families complain about the temperature in the Centre not being at a comfortable level, this matter will be drawn to the attention of management and steps will be made to address the problem.
· Adequate ventilation will be provided at all times. Windows will be properly maintained to ensure easy opening.
· Where activities involve toxic materials such as paints and glues, Educators are to ensure there is adequate ventilation before undertaking the activity.
· Natural light is considered to be most desirable. Provision of natural light areas will be enhanced as much as possible.
· Adequate light will be maintained both indoors and outdoors. 

Pest Control:

· Food items will be properly stored so as not to attract pests and vermin.
· Waste bins will be emptied and cleaned daily.
· Kitchen, food preparation areas and storage will be cleaned and maintained daily.
· All areas will be checked regularly for any signs of pests or vermin.
· Should any pests or vermin be identified then action should be taken to rid the Centre of the problem by:
· Initially using non-chemical methods such as physical removal, maintaining a clean environment, and use of any non-chemical products.
· Low irritant, environmentally friendly sprays to be used minimally and only with adequate ventilation and preferably not in the presence of the children.
· Other methods such as the employment of a pest control company if deemed necessary by management where the above methods have failed.
· All action will be taken to remove the children, Educators, families and visitors from the environment until it is safe and viable.
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	· Work Health and Safe Policy
· Privacy Policy
· Enrolment and Orientation Policy 
· Financial Management Policy 
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