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What we do
Interchange Loddon-Mallee Region Inc. (Interchange LMR) is an NDIS registered disability support provider, with
over 30 years’ experience in providing community, social, recreational and at home support to individuals with
disabilities. In view of this experience, Interchange IMR has become a leader in the disability industry in the
Loddon and Mallee regions. Our role is to support people with a disability to connect with their community and
lead the life of their choice. Interchange LMR staff have a person-centred approach when providing support to
participants. A person centred approach involves listening, being open-minded, coaching, sharing ideas and
seeking feedback. This process is ongoing and evolving to ensure each person is supported in working toward
his or her personal goals. Interchange LMR is committed to ensuring that the people who care for participants in
programs or services act in the best interests of the individual and take all reasonable steps to ensure their
safety. Interchange LMR is a child safe organisation and undertakes all reasonable steps to guard the safety of
all children within our care.

Philosophy
We provide a warm, fun and safe environment that connects and cares for children, young people, educators,
families and the community
We nurture individuals physical, emotional, social, cognitive and spiritual wellbeing by providing an environment
that encourages children and young people to participant, take risks and explore nature.
We are invested to deliver the highest quality programs lead by a team of qualified, capable, passionate and
engaged educators and volunteers.
We respect diversity by acknowledging the cultural backgrounds, languages, values and contributions of all
families and the surrounding community.

In this handbook
This handbook contains a lot of information you will need to know while your family is enrolled in our programs.
Please ensure you read and understand all the sections of this handbook. If you have any further questions or
feedback about anything in this handbook, please feel free to talk with the team at your site.
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Our Educators
Our purpose and motivation each day is to ensure your child feels confident, happy and connected to their world.
As parents and guardians, you play the most significant role in the education of your child and we look forward to
working together to encourage their growth and development.
Active supervision
Our Educators actively supervise your child, the environment and each other with effective and consistent
communication, systems, policies and procedures. We know that actively playing alongside the children is the
best way to supervise, respond and promote positive interactions and learnings.
Qualifications and Expertise
Our passionate and educated educators:
- Have a passion for disability and education
- Are trained in Level 2 first aid
- CPR
- Anaphylaxis
- Asthma Management
- Regularly undergo training
- Have current working with Children and police checks

Enrolments
We welcome all new enrolments into the program. Enrolment packs may be collected from the school office or
from our website. To ensure we collect all the information required to support your child we encourage you to
meet with our friendly Educational Leader at the school site to complete the enrolment form. Please call us on
0439 815 874 to make a meeting.

Bookings
Permanent
Booking permanent days of care with us ensures your child a guaranteed place, this helps give them a sense of
stability and belonging to their environment. To make any changes to your permanent booking, whether it be a
cancellation or addition please contact our office on 0439 815 874.
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Casual
We understand that families need flexibility in their options for childcare. We offer you the ability to make casual
bookings, with or without permanent days. We try to accommodate all requests; however casual bookings are
entirely subject to availability. To ensure every child’s safety, our programs will not operate above the licensed
number of places for reach services or above our specific child to staff ratio.
Waitlist
When a program reaches capacity, a waitlist will be maintained for enrolled families seeking additional or a
change of days, and for new families requiring care. It is your families responsibility to inform ILMR of any
changes to personal information or care requirements during the waiting period.
Orientation
Starting in After School Care (ASC) is another big step in your child’s life. Our role each day is to provide your
child and their peers a safe space after school to allow them to continue developing, socialising and enjoying
themselves.
We encourage parents and guardians to accompany their child during orientation (where appropriate). During
this time your child can familiarise themselves with our educators, other children in the program and learn what to
expect during their time with us.
From time to time we may ask for shorter periods of support during orientation. As we want this experience to be
as positive as possible a slow transition into the program may be required. We will be sure to discuss this with
you before care commences.
What we provide
- Healthy afternoon tea and healthy snacks
- Sunscreen
- Toys and educational resources
- Sports equipment
What to bring
- SunSmart Hat
- A refillable drink bottle.
- An extra jumper or coat during colder months
- Possible change of clothes.
All your child’s belongings should be labelled. Valuables and money should be left at home were possible.
The program will not accept any responsibility for lost, damaged or stolen valuable personal possessions
brought to the program.
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Food and Nutrition
Nutritious food is essential for your child to be able to concentrate and actively participate in their world. Our
programs provide healthy meals and snacks to your child which follow the Healthy Eating guidelines for Children
and Adolescents.
We cater for almost all dietary requirement including allergies, cultural and religious preferences. We do
understand that your child may have specific requirements for their meals. Please share them with us and we will
do our best to cater for their needs. If they require food to be brought with them from home please discuss this
with our OSHC Project Manager or Educational Leader before doing so.
Please note our programs aim to be nuts safe so food brought into the program is asked to contain no nuts.

Arrival and Departure
Your child’s progress
When you arrive at the program, and when you pick your child up we encourage you to talk to us about how they
are going and hear about your child’s day at the program. This communication helps to ensure your child’s
development between home, our program and school is consistent and that we are making their time with us
enjoyable. On arrival for the safety of the children in our program the glass doors have been locked parents will
use the door bell to alert the staff they have arrived to collect their child and a staff member will come to the door
to let you in.
Sign –in / sign out Procedure
To ensure safety is maintained at all times, our service follows an arrival and departure policy and procedure. All
children must be signed in and out of the program by an authorised person.
The names and contact numbers of all people authorised to collect your child must be included in the child’s
enrolment record. Any changes to these details must be given to your program in writing as soon as possible.
The person collecting your child must provide photographic identification such as a current driver’s licence.
Late pick up
In the event that a child has not been collected before closing time, we will attempt to contact the parent/guardian
on the available telephone numbers.
If we are unable to make contact, the nominated emergency contacts will be phoned. If no contacted has been
established 30 minutes after closing time, the local police will be called to our program as specified in our arrival
and departure of children in our procedures.
Written warnings will be provided to families after the first occurrence of a late pick up. 2 late pick up will
result in a suspension of services.
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Education
We are committed to providing an engaging educational program that supports your child’s needs and interests.
Our programming aligns with the National Quality Framework, the Disability Standards and the ‘My Time, Our Page| 5
Place’ Framework for School Age Care in Australia. A variety of structured and spontaneous experiences will be
provided each day, utilising both indoor and outdoor spaces to keep your child engaged in their learning.
Activities may include games, construction, music, art, craft, sport, dance, gardening, and cooking. The
experiences are designed to encourage participation of all children, however we acknowledge that engagement
and participants may look different for different children. We appreciate that your child may need periods of rest
and relaxation therefore we have areas available for children to rest when needed.
By participating in our programs your child will:
-Have their ideas, interest and capabilities enthusiastically developed and nurtured.
- Learn from educators who receive regular training and professional development opportunities.
-Have parental feedback and insights incorporated in their care plans.
-Have their routines and transitions incorporated into their time in care.
You can learn more about the National Qualify Framework all the disability standards by visiting the following
websites;
National Quality Framework – https://www.acecqa.gov.au/
National Disability Standards- https://www.dss.gov.au/
or speak with any of our experienced Educators.
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School Holiday Programs
We run holiday programs each school term. These programs are open to all families regardless of their
attendance in After School Care.
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Our Holiday Programs are full of stimulating and engaging activities for children, run by our energetic educators.
Each day includes two exciting planned activities which are either an incursion, excursion or centre-based
activity.
If an incursion or excursion is unable to run due to unforeseen circumstance (e.g. weather), an alternative activity
will be organised.
Children participating in incursion can enjoy the main program of the day, and are also offered other activities
such as:
-

Art & craft
Puzzles/ board games
Book/quiet corner
Sensory experiences
Music & movement areas
Outdoor/ physical space
Science, nature

The school holiday program is released approximately 4 weeks before the end of the school terms and informs
you of the program. You can book days in the holiday program via phone or booking forms. Please ensure your
child is dressed appropriately for the weather and the programmed activities for the day. Please bring the
following items to any School Holiday Program:
-

Water bottle
SunSmart Hat
Lunch & Snacks

Cancellations and Absences
As a parent or guardian of a child in the program you must ring the ILMR office on 0439 815 874 before 11am to
report an absence. If your child is picked up early from school and will not be attending the program, please
ensure you notify ILMR as soon as possible.
For cancellation for school holiday program please contact our office on 0439 815 874 before 3pm
the day before.
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Policies and Procedures
All our policies and procedures have been developed in accordance with the Education and Care Services
National Regulations 2011. Each full version of our policies are available at https://www.interchangelm.org.au/ or
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can be requested on site.
If you have any questions of feedback around any of these please speak with our team.
Child Safe environment
ILMR has a strong commitment to the United Nations Convention on the Rights of the Child, upholding Child
Safe Standards. Each member of staff undergoes training in this area and can make a notification to the
Department of Human Services Child Protection Unit where it is considered under reasonable grounds that a
child is in need of protection (please see our Safeguarding Children Policy for further information.)
Custody
Guardians, as stated on the enrolment form, have legal access to their child at all times unless a legally binding
Parenting Order, legally binding restraining order or information and/or documentation supplied by Police, the
Department of Human Services Child Protection Unit relating to the child states otherwise. Families must ensure
that there is a copy of any current, relevant, legally binding documentation relating to the child are kept with the
child’s records at the service.
Inclusion
ILMR are strong advocates for all children’s right to have access and participate in high quality programs and
services. We respect the diversity and individuality of identities and abilities and promote the benefits of inclusive
practices. We work in partnership with children, families, educators and other key professionals to ensure
inclusion and a sense of belonging and employment. ILMR believes that our staff, volunteers, children, families
and members of the community all make up our rich and diverse community. We view this as a fantastic
opportunity for us to deliver an inclusive non-bias service. Staff support children with knowledge and
understanding, through role modelling effective and respectful interactions.
Confidentiality
The Educators at ILMR maintain confidentiality in all matters at all times. At no stage will personal information of
families and staff be given to a third part (except where required to be given to DET, DHHS or Worksafe in
regards to reporting incidents, injuries or child protection matters.) staff ensure they protect children’s rights at all
times. Please refer to our Privacy Policy for further information.
Photos, Videos and Imagery
With your permission, photographs and videos will be taken of your child while at our services. On enrolment
parents and guardians are requested to acknowledge whether you allow your child to be photographed. These
photographs will be used internally at your child’s program for display and programming purposes or marketing
purposes, both outlined in the enrolment form. If imagery is planned to be used for promotional purposes
additional consent will be requested. Under no circumstances are families, children, staff, students or visitors
allowed to take photographs or videos or the children while at the service with personal cameras or mobile
phones without first seeking consent.
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Behaviour Guidance
ILMR staff regularly participate in training and professional development to support and facilitate positive
behaviour and interactions. For behaviour guidance to be effective it needs to be both positive and consistent.
Through the use of positive reinforcement, acceptable behaviours are encouraged in an ongoing manner.
Individual behaviour guidance plans may be set up where appropriate in conjunction with children, parents or
guardians, educators and school or health professionals. If a child’s behaviour is putting themselves, other
children and/or staff in danger, conditions may be placed on their attendance.
Medication, Allergies & Medical Management plans.
If your child requires medication, please hand it to a staff member and complete all details on the Authorisation to
Administer Medication Form upon arrival to the service. Medication should never be left in your child’s bag but
physically handed to a staff member. A copy of the Administration of Medication Procedure can be found on our
website or on site.
Specific information regarding medical conditions, asthma, anaphylaxis and diabetes can be found in the Medical
Conditions in Children’s Programs Policy and Anaphylaxis Policy in Children’s Programs, located on our website
or on site.
These policies actively support your child and family through vigilant collaboration when a medical condition must
be positively catered for to support your child’s safe experience at the ILMR service. All children that have been
diagnosed with any medical condition or allergy by a doctor must provide the service with a current
Medical/Allergy Management Plan from your doctor outlining the nature of the health or medical condition.
Details of any subsequent triggers, reaction identification information and first aid details are also required to be
documented in the medical Management Plan. A Risk Minimisation Plan will then be completed in consultation
with your Centre Manager/Coordinator, prior to your child attending the service.
All staff are informed of individual children’s requirements, and the Medical Management Plan and Risk
Minimisation Plan are available for all staff to view. Guardians are required to ensure Medical Management Plans
are current and if required, further meetings will be arranged to ensure consistent communication of relevant
information. Medical Management and Risk Minimisation plans are required to be updated annually.
With your consent information and documents regarding medications, allergies and Medical Management plans
can be shared from your child’s school on the enrolment form.
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Illness
From time to time your child may become ill at home or at the service. It is the ILMR’s responsibility to protect all
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children, families and staff from the spread of infectious diseases at the service. As a parent you are the person
that knows your child the best, if there is any change in your child’s general health or wellbeing please keep your
child at home and seek medical attention. If your child becomes unwell at the service, they will be immediately
monitored and recorded and you will be informed by telephone. Due to this, you may be asked to collect your
child earlier than usual. If a temperature of 38 degrees is registered, you will be contacted via telephone and if it
continues to rise and/or your child has appearances of being unwell you will be asked to pick-up your child.
Educators may administer Panadol (with guardian’s authorisation) to assist with keeping your child’s temperature
at a bay whist you make your way to collect your child. For the wellbeing of all children, a 24-hour exclusion from
care will be required following a high temperature, vomiting or diarrhoea, unless a doctor’s certificate states
otherwise. Please note, no refunds are offered for illness.
Please refer to Approved Absences for more information about Centrelink approved fee assistance for days of
illness. For information on the prevention of infectious diseases, we recommend reading Staying Healthy in
Childcare. To view the infectious diseases exclusion table, or the Dealing with Infectious Diseases in Children’s
Programs Procedure, please visit our website or view it at your service. This includes information regarding
notification and exclusion in the event of an outbreak; and the collection of immunisation records/exemption
certificates.
Accident & Injury
In the case of an accident or injury, a staff member may inform you via telephone of the situation that has
occurred, the first aid treatment and an overview of how your child is. A request may be made by staff for a
parent/guardian to collect the child to seek further medical advice.
Where a serious injury or illness has occurred, and further medical help is sought by the service or the family, the
Centre Manager/Coordinator will follow the Incident Management Procedure. An ambulance is called in the first
instance for all serious incidents at the service.
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Emergency Procedures
ILMR has developed emergency procedures for a variety of emergency situations, including but not limited to
procedures relating to a missing child or serious incident. All are available on our website or at the Centre.
Emergency packs are located in each room and are reviewed regularly. Emergency Evacuation drills are
undertaken regularly throughout the year, as per the Education and Care Services National Regulations 2011.
Fire Threat: In the event of an imminent bushfire threat the ILMR Children’s Programs will declare a Code Red
and will act in line with the Department of Education and Training guidelines. Once a closure has been confirmed
the service will not re-open on that day, regardless of a change in weather conditions or status of the fire threat.
On days of extreme smoke exposure, the service will be open but an inside program will be in operation.
Safe Sleep and Rest Policy and Procedure
ILMR has developed a Safe Sleep and Rest Policy in the Children’s Programs Policy and Procedures due to
changes to the Education and Care Services National Law and Regulations. Regulation 168 in the National
Regulations, ‘education and care services must have policies and procedures’ has been amended to include a
requirement for a policy on, ‘sleep and rest for children and infants’, including matters set out in Regulation 81
(sleep and rest). Our Policy and Procedure is based on current research and recommended evidence-based
principles and guidelines from the recognised national authority on safe sleeping practices for infants and
children. forward to meeting you and your child at Jenny’s ELC Bendigo Hospital!
Feedback
Feedback from families, including children, is valuable to management and all staff involved. We encourage you
to let us know how we are going and provide us with suggestions to improve the experience for you and your
children. Feedback received is communicated with staff and is used in future planning and professional
development.

Complaints
Interchange Loddon-Mallee Region Inc. welcomes all complaints and ensures the process for making a
complaint is kept simple and complaints are treated confidentially. Views complaints as a positive and reliable
method of gathering valuable feedback and responds promptly and thoroughly. We strive to promote a culture
which encourages the acceptance of complaints as a positive part of services provision and an opportunity to
review and improve the quality of our services. All complaints are treated seriously and are dealt with promptly
(within 7 working days). If the complaint cannot be resolved internally, it is directed to the Victorian Department of
Education and Training. Records of any formal complaints and processes towards resolution will be documented
and retained. The Victorian Department of Education will immediately be contacted where a complaint alleges
the safety, health or wellbeing of a child was or is being compromised or that the law has been breached.
Families may contact the local Victorian Department of Education and Training office at any time.
https://www.education.vic.gov.au/about/contact/Pages/complainec.aspx. This information is also displayed at
your service.
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