Playgroup Procedures & Behaviour Policy

Welcome!  We are pleased to have you join us and we hope that you and your child will enjoy your time with us each week. Our playgroup teams desire to provide an environment that is welcoming, caring, encourage learning and most of all fun! 
We believe that playgroup should be a place for parents/caregivers to find support and experience Gods love as a family. We endeavour to share Christian principles through stories, songs, craft activities and in practical ways with love and support.

The following procedures outline the expectations of playgroup attendees and are followed by a Behaviour Policy. By signing the Registration Form, you agree to abide by these procedures and the Behaviour Policy.

Playgroup Procedures

Cost of playgroup

The cost of playgroup is $[FEE] a term per family. Fees MUST be paid before the start of term to hold your place in the group. If you are unable to do this, please advise us so your place is not given to someone on the waiting list. Place payment in an envelope provided, with your name, day you attend and which term the fees are for.

Morning tea

Please bring a healthy snack for your child for morning tea. Please do not bring any foods that contain nuts. We must keep our environment safe for those with allergies. 

Sign in/out

You are required to sign in and out of playgroup each week. We need to be able to account for everyone in the event of an emergency.

Set up/pack up

To keep our playgroups running to the highest standards and keep our fees as low as possible, we ask for your help each week.  Everyone should help to set up and pack up.  This gives you an opportunity to put out the toys that you know your children enjoy. At pack-up time, please place the toys in the correct containers and put them at the storeroom door. Someone will put them in the storeroom. If you are not sure of the correct container for any toys, please put them in the “missing pieces” box inside the toy storeroom.

Duty Roster

We have a duty roster for each term. This roster needs to be filled out the first week of the term.  You are required to enter your name for one turn of each duty per term. The duties included on the roster are:

· Kitchen and morning tea - This duty includes bringing a healthy morning tea for the adults, getting out the tea, putting the coffee on and tidying up the kitchen.

· Sweeping the lino floor
· Vacuuming the carpeted area
· Craft clean up - This involves packing away the craft and or messy play area and washing out paint pots and brushes.

*If you absent for one of you duties, please fill in when someone else is absent.
Smoking
Under NO circumstances is smoking permitted within or next to the playgroup areas including the outdoor play area.

Absence

If you will be away for more than two weeks, advise your leader so they know you are ok and also so you do not lose your place. If you will not be returning to playgroup, please let us know so we can offer your spot to someone on the waiting list.

First Aid & Illness
If your child is injured at playgroup, we have a first aid kit located [KIT LOCATION]. You must fill out an accident / incident report which is found in the kitchen cupboard. 

If your child is unwell, we ask that you keep your child home until their condition is no longer contagious and they have enough energy to participate in activities. If you are unsure, please consult your doctor.

If you have a child home sick from school, they are not able to come to playgroup. If school children have a curriculum day and you would like to bring them, please speak to your leader to check whether this is appropriate for your group.

Safety, Responsibility & Participation
You are required to mind your own children and they must be in your view at all times (including outdoors). If you are occupied, please ask a helper or another adult to watch your child until you are free. All children are encouraged to sit during snack and story time. Please participate in story time by sitting with your child and encourage them to listen and be involved. 

All adults must become familiar with the Emergency Fire Procedure Guidelines, assist in teaching children the emergency procedures and participate in emergency practice drills.

IMPORTANT: for safety reasons children are NOT allowed in the kitchen or toy storeroom under any circumstance.

Name Tags

You will have a communication pocket that will contain name tags for you and your child. Please wear them every week so when new people join they can get to know you.

Birthdays

You are most welcome to bring a cake for your child’s birthday and we will join you to sing happy birthday!  Please do not bring any foods that contain nuts to keep our environment safe for those with allergies.
Change Table

Please use the change table when changing a child’s nappy and ensure nappies are disposed of in the appropriate bins.
Video & book library

We have children’s videos and DVDs available to rent for $[FEE] each per week. There are also great books for the adults in relation to parenting, spiritual matters or just some light reading. Books are also $[fee] for rent for 4 weeks.

Working bees

We will be having [#] working bees for the year. Parent participation is crucial to the success of these working bees so please make every effort to attend at least one.

Promotion of your business

Playgroup is a time for carers and children to interact, relax and have fun together.  Part of that interaction should involve sharing with others about yourself, your interests and activities outside of the playgroup.  Though sharing about your business is encouraged as part of that interaction, using playgroup time to actively promote your business and seek customers is not permitted.

Favourite Toys

Please encourage your child to leave their favourite toys and possessions at home or in the car.

Behaviour Policy

The reason for a Behaviour Policy is so everyone has a clear picture of what is expected of them and so problems that may arise can be dealt with in a fair and consistent manner.  The intention of this policy is to offer consistent boundaries so the children are safe and each adult feels comfortable. It is not intended to isolate or make anyone feel inadequate as a parent/caregiver.

1. Wilful damage to or destroying of toys is not acceptable. Teach children to respect equipment.
2. When an adult observes misbehaviour in another family’s child, they will inform the child’s parent/carer as soon as practical, stepping in only to prevent injury.

3. (a) If a child hurts other children (hitting, kicking, biting, pushing, throwing sand or anything which intentionally causes harm) three times within the one playgroup session, it will be expected that the parent/carer will promptly remove the child and leave for the remainder of that session. This action will have a dual purpose: firstly, to reinforce to the child the importance of the playgroup rule that we must not hurt others and secondly, to prevent injury to others playgroup members.

(b) If a child exhibits such behaviour in two sessions during the term, then the leader is required to notify the playgroup coordinator/committee. They will then meet with the leader and the attending parent/carer to discuss the child’s behaviour and offer some support and possible solutions to the behaviour problem.

We appreciate your cooperation with these procedures and policy. 

Thank you!
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