Elder Street Early Childhood Centre

SUPPORTING RELIEF STAFF TO PROMOTE
CONTINUITY OF CARE POLICY

PURPOSE:

To provide information during orientation to all relief staff who are called upon
to work at the centre for long or short term periods. This aims to allow for full
understanding of expectations of staff and for the ensured provision of continuity of
practices and care for children and families.

IMPLEMENTATION:

Each relief staff member that has been called upon to work at the centre is
given a “Casual Employee Expectation” letter. This letter is designed for staff who
have not worked at the centre before and have been called in at short notice. The
information aims to give an understanding of their responsibilities and expectations
and guide them to relevant people or areas for any further information required
throughout their time at the centre.

For relief staff who are booked to work regularly to cover holidays etc, they
are taken through a full staff orientation procedure and given a Staff Orientation
Handbook. Permanent staff aim to introduce casual staff to parents where practical
and relief staff are asked to wear a relief staff name badge whilst on the floor working
with children and families at the centre.

CASUAL EMPLOYEE EXPECTATION LETTER

Hello and welcome to Elder Street Early Childhood Centre. We appreciate that you
have been able to assist us at this time as a casual staff member. Our Centre runs
at the highest level of quality care and in order to ensure that this happens each day
it is important that all staff including casual staff understand what duties and tasks
their position involves.

Please ensure that you read and understand the following information. If in doubt,
please speak to either Kim or myself.

Breaks:

Please note permanent staff will let you know at what times you may take your breaks.
Morning tea = 10 minutes Lunch = 40 minutes

Cleaning:

It is required that rooms are organized and tidied on an ongoing basis. There are also
certain cleaning requirements before and after each meal. i.e. tables to be wiped
down using correct colour cloths with fresh water and neutra-clean detergent. Some
rooms may require supplementary cleaning such as floors mopped and/or swept.
Casual staff should generally help to keep areas clean and tidy and ask room staff
about any additional cleaning that may be required.

Children interactions:
It is required that children are to be treated with respect at all times. Staff should go
down to a child’s level when talking and be an active listener. Activities should be age



appropriate and all interaction should be positive, developmentally appropriate and
friendly.

Children Safety:

It is your Duty of Care to ensure that while you are employed by this centre that each
and every child is protected and exposed to a safe and hygienic environment. Please
ensure that child’s play is monitored for safety at all times. If a child’s nose is running
it must be wiped using policy hygiene practices. Casual staff will be required to
change nappies or assist in toileting as required. Please refer to our Child Protection
Folder located in the office for further information on your legal responsibilities.

Behaviour Intervention and Support:

It is the belief of this centre that behaviour intervention and support must always
encourage confidence and never lower self esteem. As a childcare professional it is
expected that you will be able to monitor and redirect behaviour as necessary and
provide children with clear alternatives. It is important that fair and consistent limits
are set and followed through. We teach children to respect the rights and feelings of
others always.

Parent communication:

It is understood that as a casual employee you will not be aware of an individual
child’s developmental progress. Parents often ask questions at drop off and pick
times and we ask that you redirect any queries to the room staff. We encourage
friendly communication at all times.

The signing of this form indicates your understanding and confirmation of your
expectation of employment at Elder Street Early Childhood Centre. We hope that
you enjoy your time with us.

Melissa Duffy-Fagan & Kim Pomfrett
Directors
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