Biz - E - Kidz Policies and Procedures

BEHAVIOUR GUIDANCE

Policy:

Encouragement and recognition of positive behaviour in all children are given
freely to children by Educators. Appropriate standards of discipline are maintained.
Behaviour expectations are clearly communicated to children in a variety of ways.

Strategies are consistent across all staff as much as possible. Staff interact with
children without bias or prejudice and avoid making comparisons between
children. Behaviour guidance strategies are consistent with those operating within
the school.

Staff are aware of and use procedures for encouraging and recognising positive
behaviour. They are aware that this fosters self-esteem and confidence in children.

When reprimanding children, the dignity and rights of the child are maintained.

Procedures:

Rules and expectations

e Rules and expectations are stated verbally very clearly at the beginning of
each term and holiday program. These include:
- Biz-E-Kidz spatial boundaries;
- The bell ringing is the signal for all children to come inside;
- Signing-in procedure;
- Safe and respectful behaviour at all times;
- We all listen to others as well as express our own ideas;
- emergency procedures

Daily meetings

e A meeting with all children and staff in the senior and prep programs is
conducted at approximately 3:45pm at every after school care session.

e Birthdays are announced and celebrated when apparent and with the
consent of the relevant child/ren.
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e The day’s activities are introduced.

e General rules and expectations are reinforced.

e Rules and expectations specific to the day’s activities are introduced.

Positive behaviour

Educators strive to build positive relationships with children every chance
they get.

Staff role model positive behaviour including a positive approach to problem
solving and wearing hats as per Sunsmart periods

Positive behaviour is encouraged in all students through acknowledging,
encouraging and praising those whose behaviour is appropriate. Students
who appear ready to choose a less appropriate behaviour are discreetly
reminded that they should reconsider.

Children are acknowledged, recognised and encouraged for effort, creativity,
hard work, helpfulness, excellence, bravery and teamwork, with the
possibility of receiving an award in recognition of their contribution.

Staff talk freely to families at pick-up time, informing them of their child’s
positive behaviours and outcomes that day, whenever possible.

Staff record positive behaviour and interactions in the ‘Captain’s Log” book.

Behaviour guidance

e Biz-E-Kidz Behaviour Guidance Strategies:

‘REMIND, WARN and MONITOR’

- Remind the child (for instance, of what is safe play, of the rule they
should be following).

- Warn the child that if they continue the behaviour they will need to
play a different game / in a different area because it is unsafe / etc.

- Move away and monitor the child’s behaviour from a distance to give
them a chance to improve without feeling watched.

- If the behaviour improves, the Educator offers the child or their social
group praise or positively re-engages with them in another way.

- If the behaviour continues still or escalates, the Educator considers
alerting the Responsible Person in Charge (“RPIC”). This must be done
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immediately so that the RPIC can help you address the child’s
behaviour.

- The RPIC might advise the Educator to give the child a choice of two
different activities or areas to play in as a consequence for continuing
inappropriate / unsafe / disruptive behaviour. Alternatively, they might
advise the Educator to continue to monitor the child’s behaviour from
a distance and report back to the coordinator.

Addressing behaviour is generally tailored to each child and each
situation, so getting the coordinator’s perspective, or a more
experienced Educator’s perspective, can help in addressing it.
Staff members speak clearly and calmly when guiding children’s behaviour.
Raised voices are only used by Educators to prevent danger or violence.
No Educator at any time is to administer any form of corporal punishment or
any discipline whatsoever that can be seen as unreasonable under the
circumstances. This includes forcing a child to eat, depriving a child of food,
depriving a child of warmth or suitable clothing, humiliation, or any
punishment unrelated to the unsatisfactory behaviour.

e “Cooling off time” may be used for the child to regulate their emotions and
be ready to discuss the situation. This involves staff disengaging from the
child for 2-10 minutes and then re-approaching conversation.

If a child’s behaviour is particularly unsafe, their family may be contacted via phone
call to collect their child immediately from the service. This is a measure which is
only taken if the child shows consistent dangerous, defiant behaviours which the
service staff feel seriously threaten the immediate safety of the child or others.
Examples include:

- exiting or threatening to exit the school grounds,

- seriously injuring another child/ren,

- extreme defiance towards staff combined with unsafe behaviour towards others.

In response to a child attempting to abscond or absconding from the service,
whether to another area of the school or to outside the school grounds, the
Responsible Person in Charge contacts the family and directs them to collect the
child immediately. The RPIC speaks to the child about why this is unsafe and keeps
the child under 1:1 ratio close supervision with limited play areas and play options
until the child is collected. The Coordinator contacts the family to discuss the incident
and whether the child can safely attend the service in future and makes a plan
accordingly with the family.
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Biz-E-Kidz follows the Department of Education and Training’s Restraint and Seclusion
Policy. Restraint is defined by the Department as 'the use of physical force to prevent,
restrict or subdue the movement of a student’s body or part of their body’, and
includes isolating or locking / blocking into a room.

Planning

e Tailored, critically reflective program planning can be an effective way to
facilitate a child to engage with the program and service in a positive way, and
assist to regulate and improve their mood and behaviour.

e Educators observe a child whose behaviour is disruptive or who has difficulty
socialising, looking for times that behaviour is appropriate or the child
socialises well.

e This information is used to plan activities that will assist with the child’s
development.

Behaviour difficulties

e Where a child’s behaviour is consistently difficult for Educators to manage
over consecutive days this is discussed in a leadership meeting (held weekly).
Positive approaches are reinforced.

Parents are discreetly informed at pick-up time when a child’s behaviour has
been consistently inappropriate that day or an incident has occurred.

e Where inappropriate behaviour continues, and the ‘REMIND, WARN and
MONITOR'’ strategy has been used, the following series of strategies may be
used:

- When a child’s emotional state means they are unable to discuss
their behaviour, “cooling off time” is used. Behaviour is then
discussed at the end of the cool off period (cool off continues until
appropriate discussion occurs) and faith is shown in the child now
behaving appropriately.

- If, after returning to play, inappropriate behaviour continues,
activities are restricted to limited options for the rest of the day.
Positive behaviour is reinforced and recognised.

- The RPIC informs the child’s family.

- Staff record behaviour incidents and unsafe or otherwise
inappropriate behaviour in the Incidents Log.
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- Where previous behaviour incidents have occurred recently, the
family might be asked whether there are any additional factors
that could be affecting the child’s behaviour. They are asked to
discuss the behaviour with the child and inform Biz-E-Kidz of any
further strategies or information that is relevant.

- Where behaviour continues to be an issue, a formal meeting is
arranged between the Biz-E-Kidz Coordinator and the child’s
guardian/s to discuss behaviour, provide specific examples and
share strategies and support.

- Should behaviour still be an issue a meeting is set with the
Biz-E-Kidz Coordinator and the child’s guardian/s. A warning that
the child may be restricted from using Biz-E-Kidz may be applied.

- Educators’ attitudes at each new level of intervention remains
positive and faith is shown in the child managing their own
behaviour, to a developmentally-appropriate extent and with the
support and care of the adults around them.

e Where an incident has occurred, it should be communicated to school staff
via Compass (the school communication and student management system)
ideally before the beginning of the next school day. Compass communications
need to be brief, unbiased and factual. They need to include the date, time,
all children involved, locations (campus and where on campus) events, if first
aid was required, if the family was informed and any further actions taken. If
the Educator does not have Compass access, they should email the above to
the Coordinator, ideally written in 3rd person.

Equipment required:

Incidents Log

Captain’s Log Book

Access to Compass

Department of Education Behaviour Guidance
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Department of Education Restraint and Seclusion Policy
https://www?2.education.vic.gov.au/pal/restraint-seclusion/policy

Education and Care Services National Regulations (2011):

Regulation 155:

An approved provider must take reasonable steps to ensure that the education and
care service provides education and care to children in a way that—

(a) encourages the children to express themselves and their opinions; and

(b) allows the children to undertake experiences that develop self-reliance and
self-esteem; and

(c) maintains at all times the dignity and rights of each child; and

(d) gives each child positive guidance and encouragement toward acceptable
behaviour; and

(e) has regard to the family and cultural values, age, and physical and intellectual
development and abilities of each child being educated and cared for by the
service.

Regulation 156:

(1) The approved provider of an education and care service must take
reasonable steps to ensure that the service provides children being
educated and cared for by the service with opportunities to interact and
develop respectful and positive relationships with each other and with
staff members of, and volunteers at, the service.

(2) For the purposes of subregulation (1), the approved provider must have
regard to the size and the composition of the groups in which children
are being educated and cared for by the service.

Education and Care Services National Law Act (2010):

165: Offence to inadequately supervise children
(1) The approved provider of an education and care service must ensure that all
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children being educated and cared for by the service are adequately supervised at all
times that the children are in the care of that service.

(2) A nominated supervisor of an education and care service must ensure that all
children being educated and cared for by the service are adequately supervised at all
times that the children are in the care of that service.

167: Offence relating to protection of children from harm and hazards

(1) The approved provider of an education and care service must ensure that every
reasonable precaution is taken to protect children being educated and cared for by
the service from harm and from any hazard likely to cause injury.

(2) A nominated supervisor of an education and care service must ensure that every
reasonable precaution is taken to protect children being educated and cared for by
the service from harm and from any hazard likely to cause injury.
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