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2016 Staffing update - Teaching teams for 2016 have been sent out to all 

2015 families. Teaching teams for 2016 are as follows.  

  Pre-Kindy Kindy A Kindy B 

Curriculum 

Lead Teacher 

Fiona Yvonne Claire 

7:30 to 3:30 7:30 to 3:30 7:30 to 3:30 

  

Teacher 
Ash Amy Lara 

9:45 to 5:45 9:45 to 5:45 9:45 to 5:45 

 Qualified  

Educator 

Allyce Michelle Crisandy 

8:30 to 4:30 9:00 to 5:00 8:30 to 4:30 

Holiday Kindy is on offer at Campus Kindy between 221/09/2015 to 02/10/2015   

Term 4 will commence on 6th October 2015. Note: a friendly reminder that Mon-

day 5th October is a public holiday so the Kindy will be closed.  

Some Community Holiday Programs that are on offer: (just some ideas)  

  – Toowong Library  

 

  – Ashgrove Library  

  – Brisbane Botanic Garden  

 

  – Chinatown Mall  

  

  – Mt Coot-tha Library 

 

http://www.brisbane.qld.gov.au/whats-on/venue/library-events?trumbaEmbed=search%3Dmaker#/?i=1
http://www.brisbane.qld.gov.au/whats-on/venue/library-events?trumbaEmbed=search%3Dbook%20clubs#/?i=2
http://www.brisbane.qld.gov.au/facilities-recreation/parks-venues/parks/brisbane%C2%A0botanic-gardens-mt-coot-tha/whats-brisbane-botanic-gardens-mt-coot-tha#/?i=1
http://www.brisbane.qld.gov.au/facilities-recreation/parks-venues/parks/brisbane%C2%A0botanic-gardens-mt-coot-tha/whats-brisbane-botanic-gardens-mt-coot-tha#/?i=1
http://www.brisbane.qld.gov.au/whats-on/type/markets#/?i=1
http://www.brisbane.qld.gov.au/facilities-recreation/parks-venues/parks/brisbane%C2%A0botanic-gardens-mt-coot-tha/whats-brisbane-botanic-gardens-mt-coot-tha#/?i=2
http://www.brisbane.qld.gov.au/facilities-recreation/parks-venues/parks/brisbane%C2%A0botanic-gardens-mt-coot-tha/whats-brisbane-botanic-gardens-mt-coot-tha#/?i=2
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House Keeping 
Gate Safety –when entering and exiting the Kindy please ensure you check the gate behind you. For the safety 

of the children please ensures you turn around and check the gate is securely shut.  

 

 For the safety of all the children at Campus Kindy we STRONGLY ENCOUR-

AGE ALL parents to use our MAIN double gate as your main entrance gate. All 

other gates around Kindy are identified as emergency exit gates only, and by 

REGULATION they are to be used as EMERGENCY gates only and NOT 

to be used as a daily entrance point. The extra couple of minutes of your time 

to walk around and use the main entrance gate at the Kindy car park helps 

with the safety of the children at Campus Kindy. 

 

Sign-in and -out system (via digital) – please remember to sign your child in and out on arrival and departure of 

Campus Kindy via the digital signing system. It is important that you do so on each day when you arrive and 

depart. If you are experiencing any technology issues with the system please come and visit the                      

administration building where we will be able to sort out your issues.  

 

Lost property – at the end of each term there is always a BIG collection of lost property. 

Anything that has not been claimed for more than four weeks will be added to Kindy’s spare 

clothes collection.  To help reduce the lost property at Kindy please ensure all items are 

clearly labelled with your child’s name.  

 

Kindy Car Park & Safety – a reminder to all parents to take extra care in the car park. On your arrival and depar-

ture always take a second look before backing out of the car space and be mindful of any children or other 

cars to avoid any accidents.  

 Parking at Kindy around pick-up and drop-off times is always a busy time, particularly when you are in a rush. 

It can be frustrating but please take your time to avoid any accidents. Recently UQ Security has notified us 

that a lot of students around the University have been taking advantage of our car park and parking for long 

periods of time, and as such there have been extra patrols around the Kindy car park. To 

avoid any confusion please ensure that your car can be identified as a Kindy parent’s car 

by displaying the ORANGE parking slip issued by the administration building. This slip 

will allow you 30 minutes of parking on the days you drop off and pick up your child. If 

you are staying at Kindy for longer than 30 minutes please ensure you pop into the       

administration building and request a GREEN visitor parking slip. If you ever experience 

any issues with Security regarding to your car while you are dropping or picking your 

child up at Kindy please feel free to come back in and ask either Alexis or me to assist you 

in the matter.  
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Kindy Fees – just a reminder that all Kindy fees need to be kept up-to-date with two weeks’ payment in          

advance and to always have your account paid in full prior to the end of term. If you have any questions or 

enquiries regarding your fees please feel free to drop by the administration building where Alexis or I will be 

able to assist you with any matter.    

Immunisation update – it is a requirement from the Office of Early Childhood that we have 

a documented record of all children’s immunisation records. Please ensure that you let 

us know EVERY TIME YOUR CHILD HAS ANOTHER IMMUNISATION and supply us with 

the updated records for their file. 

 

Recycling Material Donations – at Campus Kindy we always look at different 

ways to reduce waste and recycle. This can be simple things like materials for 

children to use in art and craft. So to help, you can bring along anything from 

home or work. Currently we are in urgent need of large paper for painting 

(any paper size that is larger than A3).  

Late Fee – a friendly reminder for parents as per regulations that the Kindy’s closing time is 5:30pm. A late fee 

will be applied if children are collected after 5:30pm. The fees are to cover the cost of the staff who stay 

back at the centre with your child.  

The late fee structure is as follows: 

 $20 for the first five minutes after 5:30 pm;  

$1 per minute for each minute thereafter.  

 Arrival at Kindergarten – on arrival at the Kindergarten,  

children MUST be taken to a classroom teacher. Children 

MUST be signed in each day; this is a government regulation.  

The opening of the Kindy is at 7:50am; please ensure your 

drop-off time is not earlier than our opening time.   

Campus Kindy Website – regularly check our website as new 

items are being constantly added, and please remember 

to provide us with some feedback!!!   

Special items from home – a friendly reminder regarding 

bringing “special items” from home (eg. Toys) we encour-

age these things to be left at home as there is a chance 

these precious things could get lost or broken. 

House Keeping 

Reminders to Parents 

 A reminder to all families that Cam-

pus Kindergarten is NUT and CHOCO-

LATE free. We have children in our 

care who have a severenut allergy; 

please take extra care in ensuring 

that there are NO foods that    con-

tain any trace of NUT. Campus Kindy 

MUST ask ALL families to double-

check all the food that is 

brought into the    centre 

and ensure that it is NUT 

and CHOCOLATE free.  

 Ensure you pack two spare changes 

of clothes to suit the weather or for 

those unavoidable accidents  
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Calendar of Events  
 

OCT 

NOV 

DEC  



National Quality Framework 
Updates  
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Quality Area 1: Educational Program and Practice  
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Nutrition Snack Recipes 

 

.

 

INGREDIENTS: 

 

 

 

 

 

 

 

 

 

 

Information source from - http://www.taste.com.au/recipes/17496/

mexican+meatball+cups?ref=collections,kids-healthy-mains 

http://www.taste.com.au/recipes/17496/mexican+meatball+cups?ref=collections,kids-healthy-mains
http://www.taste.com.au/recipes/17496/mexican+meatball+cups?ref=collections,kids-healthy-mains
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INGREDIENTS: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Information source from - http://www.taste.com.au/recipes/28355/
mini+spinach+feta+and+mushroom+gozleme?ref=collections,kids-healthy-mains 

http://www.taste.com.au/recipes/28355/mini+spinach+feta+and+mushroom+gozleme?ref=collections,kids-healthy-mains
http://www.taste.com.au/recipes/28355/mini+spinach+feta+and+mushroom+gozleme?ref=collections,kids-healthy-mains
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Nutrition Snack Recipes 

 

INGREDIENTS: 

 

 

 

 

 

 

 

 

Information source from - http://www.taste.com.au/

recipes/35510/easy+zucchini+rice+slice?ref=collections,kids-
healthy-snacks 

http://www.taste.com.au/recipes/35510/easy+zucchini+rice+slice?ref=collections,kids-healthy-snacks
http://www.taste.com.au/recipes/35510/easy+zucchini+rice+slice?ref=collections,kids-healthy-snacks
http://www.taste.com.au/recipes/35510/easy+zucchini+rice+slice?ref=collections,kids-healthy-snacks
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INGREDIENTS: 

 

 

 

 

 

 

 

 

 

 

 

Information source from - http://www.taste.com.au/

recipes/39366/corn+spinach+and+feta+muffins?
ref=collections,kids-healthy-snacks 

http://www.taste.com.au/recipes/39366/corn+spinach+and+feta+muffins?ref=collections,kids-healthy-snacks
http://www.taste.com.au/recipes/39366/corn+spinach+and+feta+muffins?ref=collections,kids-healthy-snacks
http://www.taste.com.au/recipes/39366/corn+spinach+and+feta+muffins?ref=collections,kids-healthy-snacks
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Policy Review / Feedback  

Dear Campus Communities, 

We are constantly updating and renewing our centre’s policies to provided 

the best quality care. We would appreciate any input or ideas you may 

have to contribute to our centre policies.  Please read the attached policy 

and provide any feedback you may have .  

NOTE: Other policies are also available for access in the admin building.  

POLICY OF THE MONTH:  

Policy Name:  

Please feel free to write down any feedback and comments and return 

this section to the office.  

 

 

 

 

 

 

 

THANK YOU   



The Gowrie (Qld) Inc. Policies and Procedures 

THE GOWRIE (QLD) INC 
 

KINDERGARTENS 

 
ADMINISTRATION OF FIRST AID POLICY 

 
CONSIDERATIONS: 

NATIONAL 
STANDARD 

 
2.1, 2.3, 4.1 
 

NATIONAL 
LAW & 

REGULATIONS 

169 

 

85 – 87, 89, 94, 136, 161, 168 

 

 
POLICY STATEMENT: 
To ensure that children in care receive immediate and appropriate first aid treatment as required 
by a staff member who is qualified in the administration of first aid, anaphylaxis management and 
asthma management. 
 
To ensure that first aid resources are available for employees and visitors to administer first aid to 
themselves or by a staff member who is qualified in the administration of first aid, anaphylaxis 
management and asthma management. 

 
RELEVANT FORMS/MATERIAL: 
Kindergarten Service Enrolment Form 
The Gowrie (QLD) Incidents, Injury & Trauma Policy 
The Gowrie (QLD) First Aid Qualifications Policy 
Incident, Injury, Trauma and Illness Record 
Notification of a Serious Incident SI01 (ACECQA) 
The Gowrie (QLD) Cleaning and Sanitization Policy 
The Gowrie (QLD) Critical Incidents Policy 
The Gowrie (QLD) Emergency Medication Authorisation Form  
The Gowrie (QLD) Recommended Contents of First Aid Kits 
The Gowrie (QLD) Managing a High Temperature Policy 
Approved First Aid Qualifications (ACECQA) 
Approved Anaphylaxis Management Training (ACECQA) 
Approved Emergency Asthma Management Training (ACECQA) 
DRSABCD Action Plan 
First Aid for severe allergic reaction (Anaphylaxis) 
Asthma First Aid (Asthma Australia)  

 
SOURCES: 
ACECQA (www.acecqa.gov.au) 
Education and Care Services National Regulations 2011  
Health (Drugs and Poisons) Regulations 1996 
St John Ambulance Australia www.stjohn.org.au 
Work Health and Safety Regulations 2011 
Work Health and Safety Queensland First Aid Code of Practice (2004) 
REVIEWED: November 2013                                            Date to be reviewed: November 2014 

http://www.acecqa.gov.au/
http://www.stjohn.org.au/
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IMPLEMENTATION: 

 
REMEMBER 

 
 

 
Ensuring the safety of children and staff is paramount to the Kindergarten 
Service, therefore it is a requirement that all Teachers / Educators hold 
approved first aid qualifications.  
 
It is a regulatory requirement that parents / guardians provide authorisation 
for emergency medical attention whilst children are in care at the 
kindergarten service inclusive of first aid. 
 

 
FIRST AID KITS 

 
The Approved Provider of the Kindergarten Service must ensure that an 
appropriate number of first aid kits are kept having regard to the number of 
children at the service.  These kits must be suitably equipped, easily 
recognisable and readily accessible to adults. 
 
A list of all staff members holding a current first aid qualification must be 
displayed beside each First Aid Kit in the service. 
 
This information is detailed below in Education and Care Services National 
Regulation (89). 
 
89 First aid kits 
(1) The approved provider of an education and care service must ensure 
that first aid kits are kept in accordance with this sub regulation, wherever 
the service is providing education and care to children— 
(a) an appropriate number of first aid kits must be kept having regard to the 
number of children being educated and cared for by the service; and 
(b) the first aid kits must be suitably equipped; And 
(c) the first aid kits must be easily recognisable and readily accessible to 
adults, having regard to the design of the education and care service 
premises. 
 

 
WHAT YOU 
SHOULD DO 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Staff should refer to procedures outlined in the Incidents, Injury & Trauma 
Policy in regards to the immediate steps to undertake following an incident, 
injury or trauma.  This includes following the Action Plan of DRSABCD. 
 
D     Danger 
R     Response 
S     Send for Help 
A     Airway 
B     Breathing 
C     CPR 
D     Defibrillation 
 
DRSABCD Action Plans are to be displayed at the kindergarten service.  
 
Emergency Phone numbers will be displayed next to each phone including 
poisons information 13 11 26. 
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The Kindergarten service will establish a system by which the contents of 
the first aid kits are checked and maintained at least six monthly in addition 
to being restocked following a major incident, injury or trauma. 
 
Those services which undertake excursions or daily bus run as part of the 
program will ensure that there is a suitable first aid kit taken during these 
times. 
 
The Gowrie (QLD) Recommended contents of Children’s First Aid Kit does 
not include items such as safety pins, splinter probes, antiseptic solution 
and stingoes.   
 
As the kindergarten service is also a work place for employees, visitors, 
volunteers and students additional first aid supplies such as these need to 
be made available for use either in a separate first aid kit or a marked 
container that these items are not for use when treating children in care. 
 
The above items are not recommended in the immediate first aid treatment 
of children in care due to the adverse reaction which may occur or in the 
case of splinters pushing the foreign body further into the wound. 
 
Wounds are cleaned with saline solution or water and covered as 
appropriate; families are then able to make the decision to apply other 
products outside of care. 
 
Splinters or any other foreign body if not able to be removed with fingers are 
to be cleaned and covered as appropriate for removal by the family / 
medical practitioner.  In this instance the family is to be informed as soon as 
possible to enable them to make the decision when to seek treatment. 
 

 
BLOOD & 

BODILY FLUID 
SPILLS 

 

 
Appropriate hygiene practices and standard precautions including the use 
of personal protective equipment (PPE) e.g. gloves should be undertaken 
when providing first aid and cleaning any area and resources following the 
incident, injury or trauma. Use of disposable plastic aprons can be 
considered when appropriate.  
 
Management of blood or body substance spills 
Spills should be attended to as soon as possible – Educators direct children 
away from this area or move to another environment if possible until the 
spill can be attended to without compromising the safety and supervision of 
the group. 
 
Protective gloves should be worn. Absorbent material, such as paper towels 
should be used to absorb the bulk of the blood or body substance. These 
contaminated materials should then be disposed of in a leak-proof, sealed 
waste bag.  
 
The procedure of cleaning the area with detergent and disinfectant should 
then be undertaken as outlined in the Cleaning and Sanitization Policy. 
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STORAGE OF 
MEDICATION 

 
All children’s individual medication is to be stored in nominated areas which 
are inaccessible to children e.g. lockable medication boxes or cupboards 
not first aid kits, this ensures that correct administration of medication 
procedures are followed. 
 
Service children’s paracetamol e.g. panadol for the use in managing a high 
temperature (Refer to Managing a High Temperature Policy) should also be 
stored in nominated areas which are inaccessible to children e.g. lockable 
medication boxes or cupboards not first aid kits. 
 
In relation to adrenaline auto injectors prescribed to individual children as 
part of the Risk Minimisation Plan the Parent / Guardian is able to discuss 
with the Nominated Supervisor the most suitable storage of this medication 
which is still inaccessible to children but readily accessible to staff in the 
event of an anaphylactic reaction. 
 

 
 

EMERGENCY 
ASTHMA & 

ANAPHYLAXIS  
MANAGEMENT 

 

 
First aid kits are able to contain service emergency salbutamol inhaler and 
spacer for the management of emergency asthma. 
 
At the discretion of the kindergarten service committee first aid kits are able 
to contain a service emergency adrenaline auto injector for the 
management of emergency anaphylaxis. 
 
This information is noted in Education and Care Services National 
Regulation (94). However currently under the Health (Drugs and Poisons) 
Regulations (1996), Regulation 256A written authorisation for the 
administration of these emergency medications is required. 
 
Families are able to provide this authorisation through completion of an 
Emergency Asthma and Anaphylaxis Medication Authorisation Form or 
Emergency Asthma Medication Authorisation Form (Where the service 
does not hold Service Anaphylaxis Medication). 
 
A Summary List of the Children who are authorised to be administered this 
emergency medication and those who are not authorised is to be kept in an 
easily accessible place for staff reference in an emergency situation while 
confidentiality of this information is also retained. 
 
94 Exception to authorisation requirement - anaphylaxis or asthma 
emergency 
(1) Despite regulation 93, medication may be administered to a child without 
an authorisation in case of an anaphylaxis or asthma emergency. 
(2) If medication is administered under this regulation, the approved 
provider or nominated supervisor of the education and care service or 
family day care educator must ensure that the following are notified as soon 
as practicable— 
(a) a parent of the child; 
(b) emergency services. 

 
DIAGNOSED 

CHILD  

 
Where a child is diagnosed with Asthma or Anaphylaxis their individual 
Management Plan / Action Plan is to be followed. 
 
As per Medical Conditions Policies a diagnosed child must have their 
individual medication at the service whenever they are in care 
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NON 

DIAGNOSED  
CHILD 

 

 

RESPONSE TO ANAPHYLAXIS INCIDENT 
 

 
WHAT YOU 
SHOULD DO 

 
 

EpiPen™ 
Adrenalin Auto-
injector is an 
intramuscular 
injection of 
adrenalin 
designed for lay 
use in the 
treatment of 
anaphylactic 
reactions. 

ANAPEN is 
another brand of 
anaphylactic 
medication 

 

 
Know the symptoms 
Early symptoms of Anaphylaxis may include: 

 Itchiness of palms and soles, faintness, feeling of generalised warmth, 
tingling, throat or chest discomfort, unusual taste in the mouth and 
breathing difficulty, and often a rash around the mouth. 

 Advanced symptoms of Anaphylaxis may include: 

 Facial swelling, hives, breathing difficulty, choking or coughing, 
vomiting or stomach upset, dizziness, loss of consciousness, 
diarrhoea, cramping and a drop in blood pressure. 

 
Reassure child 

 Reassure the child and if suitable remove him/her to a quiet area 
under the direct supervision of a suitably experienced member of the 
staff. 

 Gather the service medication and check the authorisation list for 
permission for the child 

 Inform the Nominated Supervisor / Responsible Person of the 
program immediately. 

 
Steps to follow in an anaphylaxis emergency 

1. Follow DRSABCD and call Ambulance 000 (notify them this is an 
anaphylaxis emergency). 

2. If authorisation provided by parent / guardian Administer Service 
Adrenalin injection (EpiPen™/Anapen).  Only staff who have 
completed and hold current first aid training in the Emergency 
Management of Asthma and Anaphylaxis are able to administer the 
medication.  Note the time of administration of medication. 

3. If authorisation not provided continue to follow DRSABCD and advice 
from emergency services. 

4. Notify parents/ Emergency contact 
5. Complete an Incident, Injury, Trauma and Illness Record.  
6. Notify the President / Management Committee Executive of what is 

taking place and any outcomes if not previously done. 
7. Please note that the completion of all these tasks should be managed 

as efficiently and effectively as possible with the consideration of the 
child’s wellbeing paramount at all times, and ensuring the safety of the 
other children in the group. 

8. Inform the relevant regulatory authority of the incident through your 
normal representation within 24 hours as per legislative requirements. 
As the child required urgent medical assistance an SI01 form is to be 
completed and an Incident, Injury, Trauma and Illness Record. 
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NON 

DIAGNOSED 
CHILD 

 

RESPONSE TO ASTHMA INCIDENT 

 
WHAT YOU 
SHOULD DO 

Know the symptoms 
Signs of asthma in young children are:  

 Dry, irritating, persistent cough that worsens with play.  

 Complaint of a sore tummy  

 Tightness in the chest.   

 Shortness of breath, which often shows as tummy breathing 
(abdomen looks more swollen than usual).  

 A wheeze (whistling sound) that can sometimes be heard when the 
child is breathing out.  

 
These symptoms may vary from child to child and from time to time within 
the same child. Some children may have a number of symptoms, while 
some may only have a cough or a wheeze.  
 
Reassure child 

 Reassure the child and sit in an upright position, if suitable remove 
him/her to a quiet area under the direct supervision of a suitably 
experienced member of the staff. 

 Gather the service medication and check the authorisation list for 
permission for the child 

 Inform the Nominated Supervisor / Responsible Person of the 
program immediately. 

 
Steps to follow in an asthma emergency 

1. Follow DRSABCD and call Ambulance 000 (notify them this is an 
asthma emergency). 

2. If authorisation provided by parent / guardian Administer Service 
Salbutamol Inhaler (eg Ventolin).  Only staff who have completed and 
hold current first aid training in the Emergency Management of 
Asthma and Anaphylaxis are able to administer the medication.  Note 
the time of administration of medication. 

3. If authorisation not provided continue to follow DRSABCD and advice 
from emergency services. 

4. Notify parents/ Emergency contact 
5. Four minutes after administration of medication if there is no 

improvement in symptoms as per emergency first aid, administer 
another dose of medication and record the time of this administration.  
Continue to reassure the child and follow the cycle of emergency first 
aid for asthma until symptoms improve or emergency services arrive. 

6. Complete an Incident, Injury, Trauma and Illness Record.  
7. Notify the President / Management Committee Executive of what is 

taking place and any outcomes if not previously done. 
8. Please note that the completion of all these tasks should be managed 

as efficiently and effectively as possible with the consideration of the 
child’s wellbeing paramount at all times, and ensuring the safety of the 
other children in the group. 

9. Inform the relevant regulatory authority of the incident through your 
normal representation within 24 hours as per legislative requirements. 
As the child required urgent medical assistance an SI01 form is to be 
completed and an Incident, Injury, Trauma and Illness Record. 
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AMBULANCE  
TRANSPORT  

 
The Nominated Supervisor or primary carer to accompany the child in an 
ambulance with the enrolment details. 
 
If the Nominated Supervisor / certified supervisor is unable to travel with the 
child to the hospital due to staffing requirements being met at the service, 
documentation is to be handed to the emergency personal and the 
President/CGB informed that the child is going to travel without staff. 
 
Please note that in instances of children being transported to hospital and 
inability to contact parent/guardian/emergency contact, the President (if not 
contactable then the CGB) is to be notified immediately. 
 

 
NEVER 

 

 
An individual child’s medication is never to be administered to another child. 

 
FOLLOWING 

THE 
EMERGENCY 

 

  
As per Critical Incidents Policy debriefing of children and or staff may be 
discussed and arranged with the Approved Provider as relevant to the 
incident. 
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