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Boondall Early Learning Centre 
2345 Sandgate Road, Boondall 4034 

Ph: 07 3865 3323     . 
Email: boondallelc@gcaweb.com.au 

 

Boondall Early Learning Centre 
 

From the Director’s Desk  
Welcome to our last newsletter for 2010. End of year preparations are 
in full swing. I hope you can all join us at our Christmas Party on 
Friday the 10th December. It will be a lovely way to farewell a very 
enjoyable and fulfilling year together. Our team have been doing a lot 
of reflecting on how much your children have grown; changed and 
flourished during the time we have known them. We all feel very 
grateful to have been part of this development. 
There has been a lot going on in the last few weeks and I have much 
to let you know. Firstly we welcomed Vanessa, Corrie and Steve to 
the centre last month. They have quickly become part of the Boondall 
ELC community. Vanessa started as our Jnr Kindy Group Leader, but 
will be moving to Toddlers in a few weeks time. Corrie is our third 
carer in the Preschool room and Steve is doing lunch relief until 
December. 
We are sure you will all be disappointed to hear that Dacia has left us 
to return to her family in Canada, who she misses very much. Her last 
day was Thursday 25.11.10. Nell has asked to step into the Toddler 
Assistant position which is a brilliant opportunity for her and the 
children are all familiar with her as well. 
We have employed Michele to fill the role of Preschool Assistant and 
we welcome her to the team this week. 
I have some news of my own as well. I have been offered an 
opportunity to work in the Office of Early Childhood Education and 
Care for a 6 month contract. This is a decision I have not made easily, 
but it is an amazing opportunity for me, my family and my career. I will 
be sad to leave Boondall Early Learning Centre, but know I will still 
see you all when I drop off and pick up Levi. 
Below I have listed the teachers in each room from the 4th January. 
These changes will happen over a transitional period of a few weeks 
and every attempt will be made to ensure consistency for the children. 
There will be no predictable staff room changes for 2011. 

Director Angela  

Room Group Leader Assistant 

Toddlers Vanessa Nell 

Junior Kindy Sarah Esther/Corrie 

Senior Kindy Jodie Kim 

Preschool Carly (Teacher) Michelle 

Relief/Float/ISS Natalie Logan/Carol/Lee/Gen 

We are currently filling rooms for 2011. Please ensure your booking is 
correct. I have sent out a letter to all families of children who are 
moving up into the next age group in 2011. Feel free to discuss any 
questions or concerns with your childôs current and/or new teachers. 
Wishing you and all of your families a very happy Christmas and a 
safe New Year.  
Warm regards, 
Meg Bell ï Director 
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Centre Availability 
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Junior Kindy Chatter 
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Thank you all for making 
my time at Boondall ELC so 
rewarding and such fun. I 
will miss you and your 
beautiful children very 
much. It has been 
wonderful being part of 
this brilliant team and I 
cannot thank them enough 
for the care they provide 
my son.~ Meg 
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Centre Availability 
We have days available in all of the rooms throughout the centre. If 
you would like to pick up an extra permanent day these days are 

available now. 

Room/ Days Mon Tues Wed Thurs Fri 

Toddlers * * * * * 

Junior Kindy * * * * * 

Senior Kindy * * * * * 

Preschool * * * * * 
 

* Indicates availability on that day 
Please Note: These vacancies may change daily. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Philosophy, Broad Goals and Policy Reviews 
Check notice board at reception 

Your input is valuable to us! 

§ WPHS 

§ Administration 

 
Andre (Ellisô Daddy) has volunteered his time to provide a 
gardening program every Monday from 9.30/10am. The 
children have been very eagerly planting watercress and 
watching it grow. This week Andre and the children began 
to create a sensory garden or ósmelly gardenô as the 
children have named it. We all really appreciate Andreôs 
time and this is such a brilliant experience for the children 
to learn from. 

 

 “Animales en la 
Granja”  
(Animals on the Farm) 
The children are now learning about 
ñAnimales en la Granjaò (Animals on the 
Farm). This is one of childrenôs favourite 
modules! We reinforce family ties with 
stories about grandmother and  

 
grandfather as Pedro explores his grandparentsô farm and learns about 
cows, horses, sheep, goats, ducks, geese and more. New colours for this 
module are grey and white and we add number 7 to their counting. This 
module is jam-packed with 50 new words and core phrases such as ñLetôs 
go!ò, ñLook at theéò, ñCrikey!ò, ñWhatôs that?ò and ñWhat did you see?ò which 
children can add to their day-to-day vocabulary. In class, children make 
animal masks, do finger painting, have fun with treasure hunts and play dot-
to-dot challenges. 
Our bilingual program is run by AlphaTykes and more information about the 
program including pronunciation guides and information about the curriculum 
can be found at www.alphatykes.com.au. 

 

 

 

Thanks so much to 
Leanne Emery for 

thinking of us when 
doing her recent 

Spring Clean. She 
donated lots of 

useful and 
interesting things 
including sheets, 
plastic measuring 
spoons, magnets 

and lots more. It was 
all very much 
appreciated. 

Thanks!! 
 
 

 
Staff member of the month 

 

October Í Logan, for being so 

flexible with shift changes 
November Í Corrie for always 

being so positive, bright and bubbly  

December Í Vanessa, for being 

such a quick learner 
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NOTES TO PARENTS 

Ā Toys from home need to stay at home. We are again asking parents to 
please ensure that children are not bringing toys from home. These 
are often the cause of many arguments and much anxiety so we ask 
that you PLEASE do not allow your child to bring them to the centre. 

Ā When dropping your child off at the centre, please ensure that you 
help them unpack their bags and tell a carer your child has arrived and 
when you are leaving. We have had a couple of incidents recently 
where children have been left in rooms unattended or dropped off in 
playgrounds without staff being notified. This is particularly concerning 
in the very front playground accessed through Snr Kindy and Jnr 
Kindy.  

Ā Please call the centre by 8.30am to let us know if your child will be late 
or not attending. If they have not arrived and we have not heard from 
you by 10am, your child will be marked away for the day. 

Ā We have noticed a number of Items coming in bags that can be 
potentially dangerous if accessed buy a child. This includes insect 
repellent, plastic bags, and disinfectant hand gel and asthma ventolin. 
Please refrain from sending anything in bags which is dangerous if a 
child got a hold of it.  

Ā We must remind parents to please observe our Nutrition policy and not 
send chocolate, chips or lollies to Kindy. Even lollies that state they 
are a majority fruit contain high levels of sugar that children simply do 
not require and send the wrong message to children. We have lots of 
quick, easy, nutritious and tempting lunch box ideas that we can 
suggest to you if you need help. We are simply trying to encourage 
healthy habits in later life for your children. 

Ā Your feedback is always important to us. There are a number of 
different ways you can provide this to us: in writing via letter or email, 
Policy/procedure reviews (reception area), compliment, comment and 
complaint forms (reception area), parent communication book, room 
program and óWhat we did todayô book. 

Ā Please ensure your childôs immunisation details are up to date and we 
have a copy of these records for our files. 

Policy Update 

I have attached 
copies of our 

Medication Policy 
and also 

Administration of 
Medication Policy 
so that families are 
able to be familiar 

with the 
requirements they 
must meet if they 

wish centre staff to 
administer any 

medication. Please 
read these 

thoroughly as we 
have to adhere to 

all of the 
requirements these 

policies detail. 

  

Important events coming up: 
2010 and 2011 

  
10th December Preschool Celebration 4.30pm-5.30pm 
 Centre Christmas Party 5.30pm-6.30pm 
24.12.10 - 03.01.11 Centre Closed 
24th January Parent information evening and open night ï Lots of information 

for families. Also showcasing the centre to potential families within the 
community: focus on Kindergarten Program for 2011 

More information on all of these events will be displayed on notice boards in rooms, in statements and in 
the foyer closer to the dates. 
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Toddler 

Talk  
Hola family and friends, it is time for another 
edition of Toddler Talk.  Well the year has 

flown by: let me tell you what we have been up to.  
We have just finished our main focus of forming bonds and relationships ï 
this was to allow myself to build up a strong relationship with the toddlers 
and their families. Personally I think this was a huge success, I am 
recognising the toddlerôs individualôs cues and communication styles, and feel the lines of 
communication have been opened with families as well. We used a lot of planned and 
spontaneous, group and individual activities to help strengthen bonds.  
Recently the Toddlers have shown a keen interest in home corner, and what you might call home 
life. On Thursday a couple of the toddlers picked up the peg basket and took it over to Carol. They 
sat down with Carol and she stuck a peg to Samôs top. Sam was fascinated with the peg and used 
his problem solving skills to try and remove the peg. It was fascinating to watch such a simple item 
as a peg open up Samôs methods of thinking. The rest of the Toddler group soon swarmed to the 
peg pen and were all trying to stick pegs to each otherôs clothing and remove them. On Friday they 
repeated the same process which was instigated by the toddlers, which gave Dacia and I a 
thought for our new focus. We brought the ironing board down from Junior Kindy and some babies 
clothing and letting the Toddlers practice ironing. We also made our own clothes line out of spare 
materials. As each day passes we come up with new ideas, brainstorming them all together based 
on the Toddlers interests and strengths. If you have any ideas or would like to contribute any 
ñhome lifeò materials please feel free to do so. There is the parent/family suggestion form up on 
the wall or you can use the communication book to jot down suggestions.  
Happy 2nd Birthday recently to Sam, Joshua and Noah. A big thank you to families for bringing in 
special cakes and items to make your babies day extra special! We have a couple more birthdays 
coming up before the end of the year so please feel free to speak to Nell or myself if you have any 
special requests and we will do everything possible to cater to them. 
We are making leaps and bounds in Espanol recall. I am blown away sometimes by the amount of 
information the Toddlers retain and recall. We leave weekly worksheets above the lockers beside 
the daily programme book; please take one home to help incorporate the Espanol words and 
numbers for the week at home. Please see Nell or myself if you would like help with pronunciation. 
We have been promoting health and hygiene in the toddler room. With a recent outbreak of foot 

and mouth Dacia and I are extremely diligent in trying to control the 
spread of infection by disinfecting the entire room on numerous 
occasions, disinfecting toys daily, using hand sanitiser where 
appropriate and machine washing soft surfaces. We have recently 
learnt a song about washing hands, which the Toddlerôs have been 
really engaged in. I have included it below so you can use it as a tool at 
home to add some fun and encourage regular hand washing;(In the 
tune of row, row, row your boat) 
Wash, wash, wash your hands, 
Play our handy game, 
Rub and scrub, scrub and rub 
Germs go down the drain, 
HEY! 
On a sad note we recently had to say good-bye to Dacia who is 

returning home to Canada to see her family. The babies and I will miss Dacia a lot but we have an 
amazing assistant stepping into the role by the name of Nell. Nell is really excited to be in the 
Toddler room and looks forward to making those special bonds with the Toddlers and their 
families.  
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Some of you would have recently received a letter in your pocket stating 
that your child will be moving up to Junior Kindy soon! We have been 
having transitioning visits to prepare for this and look forward to starting in 
Junior Kindy next year.    
Well I think we have covered everything necessary for another month. I will 
have most likely forgotten something so if there is anything Nell or I can do 
for your baby or you please come and speak to us.  
Have a safe and happy Christmas and New Year and we look forward to 
seeing you all at our Christmas party. 
Adios amigos! 

 Sarah, Nell and the Toddlers 

 

Junior Kindy Chatter  
 

"Hola" from the Junior Kindy room. 
As you would already know, my 
name is Vanessa and I am the Group 
Leader in the Junior Kindy room. I 
have had lots of experience working 
with children over the years and look 
forward to my time caring for all of 
your children.  
During my first few weeks at the 

centre, the focus in the room was getting to know you, your 
family and especially your children and their interests. This 
has been a smooth and easy process and I have thoroughly 
enjoyed learning about each childôs individual strengths, capabilities and family culture. 
In supporting óDay for Danieló the centre organised a visit from the local police to talk with the 

children about safety. Thi also extended on 
parent input on children's safety. This will be 
our focus over the next few weeks. The children 
will be learning about safety on the road.and 
emergency number "OOO". We will be 
practising this number on the telephones so 
that the children can gain an understanding 
through interactive process of using a 
telephone.  
You will notice learning stories around the room 
of experiences we have been participating in. 
Over the month of November we have been extending our 

knowledge on Road Safety with the children. We've had many discussions with the children on not 
walking on the road without adult supervision. We also spoke to the children about car park safety. 
One of our room projects we have completed is making traffic lights. The children all worked 
together making a "GO, "AMBER", "STOP" lights. We also have had many discussions on their 
meaning. If you have any input as to how else you would like to see this topic extended please feel 
free to speak with Esther or myself. We always welcome your input. 

As the warmer months are 
approaching, we would really 
appreciate that you make sure 
that your child has a drink bottle. 
Also, labelling you children's 
belongings really helps us to 
identify their items.  
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A big Happy Birthday to Tahlia in the month of November. We would also like to welcome Katie to 
the Junior Kindy room. Katie has settled very well into the room and made some new friendships 
straight away. 
We have been making the transition for the Toddlers to Junior Kindy next year a little smother by 
combining groups when possible. Many of the Toddler children now will know who I am so that 
when changes are made next year, they will feel more secure. In the month of December we will 
be doing lots Christmas projects from around the world. 
Some of the projects will include Christmas threading, 
making cards, Christmas collage and lots of painting. If 
parents have any ideas on projects or resources feel free 
to join us or drop in your ideas. 
 
Wishing all of you a very Merry Christmas from Vanessa, 
Esther and all of the Junior Kindy children 
 
 

Senior Kindy News  
November went by really quickly and December has rolled 
around so fast, we can almost start counting down the days 
until Christmas now! We have been keeping busy in the 
Senior Kindy room. We have given the room a bit of a 
makeover which the children all got involved in. They thought 
it was pretty exciting to move the furniture and toys around! 
Let us know what you think of the new look! 
We have been spending alot of time in the room investigating 
and exploring different cultures. The children found the 
Aboriginal culture interesting, especially as we learnt about the different creative aspects of the 
culture. They loved hearing the story of Warnayarra the Rainbow snake, and it has been the focus 
of imaginative games they have been playing throughout the day. I think they just about know the 

book off by heart now as we have read it so many times! Many of the children 
have been really creative with the paintings they have been doing, trying out 
dot painting, painting with materials from the outdoors and making their own 
clapping sticks. They ask a lot of questions as we are looking through the 
books, looking at the artwork and watching the videos, as they are genuinely 
curious about all the things they are seeing.  
We are now starting to look at the Spanish culture and the children are 
bringing the knowledge they already know to this topic, always using the 
spanish words they have learnt. The flamenco dancing was a big hit, and 
they really loved having a go at dancing themselves and using all of the 
musical instruments. We had Alejandroôs mum Natalie come in and share 
with us the Brazilian culture of their family, which was fabulous! The children 
adored seeing the costumes and instruments and getting to have a go at all 
of it. They made some great music and had a lot of fun samba dancing! 
We have spent some time looking at brushing our teeth after Tremaine's 
mum Esther had mentioned he 

had been showing some interest in brushing his teeth 
but still needs a bit of help! The children all put in alot of 
input during our discussion about the best way to brush 
their teeth. They also loved sharing with us the type of 
toothbrush and toothpaste they have at home. Check 
out our dental display in the bathroom and also look out 
for our upcoming posters on foods that make us feel 
good and food that make us feel tired! 



November/December 2010 

 7 

With the weather warming up we have been taking advantage of the lovely days and getting 
outside to have some water play. We hope to be spending many more days outside with always 
remembering to slip, slop, slap! Please make sure your child is dressed appropriately for the 
sunny weather with no sleeveless tops on! 
As many of the Senior Kindy children have been showing an interest in letters, writing and 
drawing, Kim and I have got some writing pages for the children. We have made A3 sized 
laminated paper with the foundation alphabet and numbers on it for the children to practice writing 
over with some white board markers. It will help them with letter and number recognition and 
practicing their writing as well. 

 
A few quick reminders: 
Å We have had a few missing clothes or containers that 
may have gone home in your child's  bag by mistake. Please 
return them as soon as you can. We appreciate your help 
and understanding with this! 
Å Please name all of your child's belongings, Kim and I 
do our best to get all of your child's things back to you at the 
end of the day, and this is made easier when things are 
named. In the Senior Kindy room, we are trying to encourage 
the children to look after their things, but sometimes items 

don't quite make it to their bags. A simple name or even initial on everything your child brings will 
help us reduce lost items. 
Å Bring a named water bottle for your child everyday. This allows them to stay hydrated, and 
to all have independence as they can go to the fridge or drink bottle 
container and get a drink whenever they need one. 
Å Please do not allow your child to wear singlets or sleeveless shirts 
or dresses to the centre, especially now that the weather is warming up! 
Their is also sunscreen available in the room for you to apply to your child 
in the morning. Lets work together to Slip, slop, slap! 
Å Remember to check your child's pocket each day. The pockets are 
located right beside the stairs in the room. Your child's pockets contains 
notices, newsletters and other important bits of information so make sure 
you regularly check it so you don't miss out on upcoming events! 
 

*HAPPY 4th BIRTHDAY TO YOU!* 
We would all like send some birthday cheers to the following children for the month of November 
and December: 
Callum 13th November, Lincoln 28th November, Hine 14th December  
We would also like to welcome the McManus and Brooks families into the Senior Kindy room! We 
hope their children Tom, Victoria and Hine enjoy their time in the room. 
We would also like to say a HUGE thanks to Blaydeôs mum Erin who have gave up her own 
valuable time to come and hang out in the Senior Kindy room! Erin helped out with cooking, crafts 
and just general activities in the room. Please feel free to pop in if you ever have any free time! We 
promise youôll have heaps of fun! 
Thatôs all for now! Have a fabulous holiday, Christmas and New Year! Take 
it easy! 

Jodie and Kim 
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Preschool 

Gossip  
Hello and welcome to another instalment of whatôs been going 
on in Preschool. Firstly we need to welcome a few new faces 
to our wonderful room. Eric, Elijah and May joined us over the 
last few weeks and all seem to be settling in well with the help 
of all their Preschool peers. We are so happy to have you guys 
with us and want to warmly welcome you and your families to 

our centre community. We also need to say a big happy birthday to Charlie who turned 5 on the 
11th of October, and Amy who also turned 5 on the 14th. We hope you guys had fantastic birthdays 
and created some memories you will carry with you for a long time. I would also like to thank all 
my Preschool buddies who helped me celebrate my birthday with the Halloween party. I had such 
a great time and I hope everyone else did too! (And thanks for taking care of me when I cut my 
finger open getting the food ready for it!) 
We have our new pockets up now (and don't they look flash!). All your statements, notices and 
newsletters will be found in there from now on. We are still waiting on the second one so all the 
Preschoolers who have a younger sibling have their pocket tag on their sibling s pocket (i.e. in 
their siblings room).  
We took a real interest to the Commonwealth games while they were on. We were busy talking 
about the different events when Kiara and Matthew announced that their sister was in India getting 
ready to swim in the Commonwealth games. We got busy googling her, and seeing what we could 
find out. We cheered Melissa on and were really proud when she received a bronze medal. 
Hopefully she will be able to come in and talk to us about her experiences some time soon.   We 
talked heaps more about different sports, and how athletes get so good at what they do, and also 
about how they keep their bodies so fit and strong. We linked this to 'nude food day' and sorted 
food into groups of healthy choices and sometimes food, and then even looked at the sugar and 
fat content in some foods and made comparisons to help us make healthier choices.  We also 
have explored different ways to move our bodies and develop our muscles. 
We talked lots about the crazy rain we have been having, and all the storms. Some of us 
expressed feelings of concern, not too sure about the loud thunder, 
or what would happen if the power went off. We talked about ways 
we could prepare ourselves and make sure we knew how to keep 
ourselves safe, and came up with the idea of creating a storm kit. 
This helped us think of all the things we would need, and 
reassured us that we were always safe here, even if we did just 
want to be snuggled up next to our Mums and Dads.  

After that crazy Monday of wind and rain 
we discovered lots of branches and sticks 
in our playground and created fishing rods. 
We went on to Google fish, make material 
fish, and set up an indoor fishing area 
where we caught loads of tasty fish. We then ventured out to our rain filled 
garden trough and cast our lines in amongst the submerged plants. We 
liked the way the fish we had found on the net, and printed off glistened 
under the water, and all cast our lines in. as we stood round we shared 
fishing stories from our family adventures, and even started creating our 
own stories (I really donôt think Evan actually wrestled a crocodile while out 
fishing one day).  
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We extended on our interest in this through getting a few caterpillars that I found creeping round 
my garden and watched as they grew and changed. We were really excited about the idea of them 
making cocoons and changing into moths or butterflies but sadly they both seemed to disappear. 
We talked to Chukaroo (caterpillar 1) about stranger danger after Poppy McGee (caterpillar 2) 
went missing but that didnôt seem to help him much. We enjoyed making clay caterpillars and 
carving lines and shapes into them.  
We also took a real interest in stories over the past few weeks and acted out a few of our 
favourites. Rainbow snake was very popular and we loved acting out the big snake coming in a 
storm and smashing houses (Aboriginal story) and we also enjoyed a Maori story about a 
Taniwha, and a story from the Torres Strait Islands about 
a lady who got taken by the moon.  
We have also gotten back into our interest with school. 
We have enjoyed role playing being at school, doing 
'school work', googling our schools and showing our 
peers what our uniforms, classrooms and teachers will 
look like and talking lots about what school will be like. 
Sometimes we even pop our lunch boxes into our bags 
(because they don't have fridges at school), put our bags 
on, and head to a make shift classroom for some very 
important work.  
We have had increased numbers over the last month, 
and have 24 children on a few days of the week. This makes our room a bit busier, and a bit 
louder. We are trying to ensure we are still creating enough quiet areas, and a calm atmosphere 
by setting up a few experiences around the room and even outside. Because of the increased 
number of children we are going to go back over the bullying focus we did earlier in the year to 
ensure everyone feels confident standing up for themselves and their peers.  
Last but not least we need to say a huge thank you and farewell from Preschool to Nell. Even 
though she will be just through the doors in toddlers we will still miss her very much in our room. 
She has done so much for us this year but we know the toddlers will love her just as much as we 
do! We would like to welcome Michele to our room and we have enjoyed getting to know her and 
look forward to her being part of our team. 
Oh and I also want to thank all of the wonderful Preschool families for the great year we have had 
but I can do more of that at our Preschool Christmas party (10th December) so hopefully I will see 
you all there.  
Well I think thatôs about all from Preschool for now. Take care until next time, Carly, Nell, Corrie 
and Logan 
................................................................................................................................................ 
 
HLTH 1.11 Medication Policy H E A L T H 
P O L I C Y & P R O C E D U R E 
Reference: State Specific Childcare Regulations & Act as per SCH1.1 State Based Regulations & Legislation Schedule 
Issue Date: September 2009 
Review Date: August 2010 
QIAS Principles: 5.3 
Source: Staying Health in Childcare 4th Edition ï December 2005 

Objective 
To support the administration of prescribed medications during a childôs attendance at the Centre. 
Explanation 
All staff have a duty of care and a lawful duty to ensure that ONLY the correct medication is given as per instructions 
from the treating Doctor. 
Implementation 
The following conditions MUST be present in order for designated senior staff member to administer medication/s as 
requested by the family: 
1. A Doctorôs/Naturopathôs letter is to be left at the centre stating the childôs name, illness, medicine and dosage, 
method of administration and times to be given. 
2. All medication must be in the original container provided by the pharmacy and labelled showing the name of the 
child, date of issue and instructions. 
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3. Parents are to write the medication request, each day, on the childôs HLTH F1.5 Administration of Medication Form, 
sign the sheet and give the medication to a staff member to be placed in a safe place, out of reach of children. 
4. If a nebuliser is to be used, a family member will instruct staff in its use and provide a formal Asthma Plan from a 
Doctor. 
5. NO herbal or non-prescription medications will be given without a Doctorôs/Naturopathôs written order. 
6. Medications belonging to other siblings or out of date medications WILL NOT be given. 
7. If parents wish over-the-counter creams to be applied for nappy rash, teeth eruption or chaffing of lips, a Cream 
Application Form will need to be completed and signed. 
8. If a child is known to have severe asthma attacks or severe allergic reactions, parents will be requested to fill in the 
Emergency Medication Plan of Action Form and the Individual Health Management Plan Form and supply a Doctorôs 
letter stating the emergency medication/action to be taken. This form will be filed in the Emergency File in alphabetical 
order. 
9. Staff will take every care with administration of medication by checking the parent request, medication, dose, 
method of administration and time to be given. Two staff will check every medication and ensure the medication is 
given to the correct child. Both staff will sign the HLTH F1.5 Administration of Medication Form. 
Prepared By: GCA Version: 1.3 Page Number: 1 of 2 
Paracetamol Administration: (Applies to all States Except SA) 
1. The parent must give prior permission for the administration of a single dose of paracetamol which is included on 
the Enrolment Form. 
2. The childôs temperature must be over 38 degrees Celsius and the parent contacted for verbal consent. The parent 
must collect the child from the centre as soon as possible. 
3. Staff will document the times, temperatures and conversations. 
4. Two staff will check the age-appropriate dosage and administer this to the child. A record of the drug administration 
will be made on the HLTH F1.5 Administration of Medication Form. 
5. The centre can administer pre-purchased paracetamol if permission has been obtained from the local Public Health 
Unit. Records of parental consent, stock control and correct dosage administration must be kept. 
6. Paracetamol must be kept in separate, secure storage. 
This policy must be followed in conjunction with HLTH1.21 Administration of Medication Policy. 
Associated Documents 
HLTH F1.5 Administration of Medication Form 
HLTH1.21 Administration of Medication Policy 
Prepared By: GCA Version: 1.3 Page Number: 2 of 2 
 

HLTH1.21 Administration of Medication Policy H E A L T H 
P O L I C Y & P R O C E D U R E 

Reference: State Specific Childcare Regulations & Act as per SCH1.1 State Based Regulations & Legislation Schedule 
Issue Date: September 2009 
Review Date: August 2010 
QIAS Principles: 5.3 
Source: 
1. Staying Health in Childcare 4th Edition ï December 2005 
2. Medicines ï Safety Issues Fact Sheet Feb 2007 ï Better Health Channel Website www.betterhealth.vic.gov.au 

Objective 
For staff and families to be aware of the correct procedure to give medication to a child. 
Explanation 
The centre has a duty of care to ensure that medication is correctly administered to a child attending the centre. The 
repercussions of incorrect administration of medication to children can be sever therefore thorough adherence to this 
policy is vital to the childôs health and well being. 
Implementation 
No medication will be administered to a child unless prescribed by a Doctor with appropriate labelling. If the 
medication is an over the counter drug, it will only be administered according to the Pharmacy labelling on the bottle, 
unless accompanied by a Doctorôs letter as details in HLTH1.11 Medication Policy. 
No medication will be administered to a child unless presented at the centre in the container in which it was 
dispensed. Staff will not administer unlabelled medication. 
Short Term Medications 
These are medications that may be prescribed for a short period of time, e.g. Amoxil. Parents are to complete a HLTH 
F1.5 Administration of Medication Form when requesting medication be given. This form is to be completed every day 
that the medication is required. After administration of medication, the staff member who administered the medication 
must complete and sign the Administration of Medication Form. 
The parent or guardian must also sign this form on collection of their child to acknowledge that medication has been 
administered to their child. 
Long Term Medication 
These are medications that may be prescribed for administration over a prolonged period on a regular basis, e.g. 
Bricanyl, Ventolin. Parents are to complete a HLTH F1.6 Long Term Administration of Medication Form when 
requesting that medication be given. The form is to include the date, childôs name, plus the identification, purpose and 
time of dosage of medication and the name of the prescribing doctor and parentôs signature. It is also to include a 
section to be renewed every six months or if there is any change to the medication dosage. After administration of 
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medication, the staff member who administered the medication must complete and sign the Long Term Administration 
of Medication Form and another staff member must witness it. The parent or guardian must also sign this form on 
collection of their child to acknowledge that medication has been administered to their child. 
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Needle Injections 
Staff at the centre are not trained to administer needles and will therefore not be required to do so. If a child requires 
needle injections arrangements must be made for it to be administered by the parents or a trained person. 
Associated Documents 
HLTH1.11 Medication Policy 
HLTH F1.5 Administration of Medication Form 
HLTH F1.6 Long Term Administration of Medication Form 
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