Managing health care needs in preschool - communications plan
Managing health care needs in preschool - communications plan
	
	Questions are followed by answer fields. Use the ‘Tab’ key to navigate through. Replace Y/N or Yes/No fields with your answer.

	Preschool health care needs
Preschools are required to have a communications plan that outlines how the parents and preschool staff will communicate with each other about managing the health care needs and changes to childrens health care plans, under Regulation 90 of the Education and Care Services National Regulations 2011 (NSW) - Education and Care Services National Regulations.

This plan should be displayed for all preschool staff to see and reviewed regularly.

	What will be communicated?
	How will this communication occur?
What is the process?
	Who is responsible? (Name and/or title)

	Before a child starts at the preschool, or when parents notify that their child has a medical condition, health care need or allergy, the parent is:
1. provided with the Health of students policy 
2. provided with the Managing health care needs in preschool guidelines 
3. advised that they must develop a preschool health care plan for their child with the school health care team.
	Example:
· The importance of parents advising the preschool of their child’s health care needs is promoted and embedded in the preschool enrolment and orientation process, such as enrolment interviews, parent meetings, information nights
· Parents are informed that they should contact [insert name] on email: [insert email] or phone: [insert phone] if their child has a medical condition or health care need
· Parents are provided with copies of policies, and a time is scheduled to meet with the school health care team to discuss.
	

	Parents understand that their child cannot attend preschool without required medication.

	Notice placed in the school newsletter each term reminding parents [insert information]

Example:
Parents are informed at the time of developing their child’s health care plan.
This is written on the health care plan, and a copy of the completed health care plan is provided to the parent.

	

	What will be communicated
	How will this communication occur? 
What process?
	Who is responsible? (Name and title)

	Parents understand that their child cannot attend preschool without required medication.
	Notice placed in the school newsletter each term reminding parents [insert information]

Example:
Parents are informed at the time of developing their child’s health care plan.
This is written on the health care plan, and a copy of the completed health care plan is provided to the parent.
	

	Parents are informed of how they can communicate any changes to the health care needs of their child.
	Notice placed in the school newsletter each term advising [insert information]

Example:
All parents of children with existing health care plan are emailed a reminder in week 8 of each term to contact preschool with any updates/ changes to their child’s health care needs.
	

	All preschool and school staff and volunteers are provided with information about the requirements of the Managing health care needs in preschool guidelines and the department’s Health of students policy.













	Example:
All preschool staff and volunteers are provided with information as part of the induction into the preschool.

	

	All preschool and school staff and volunteers in the preschool: 
· are able to identify a child with a medical condition
· know where the child’s health care plan and medication are located
· are aware of their privacy obligations and only use children’s health care information for the purpose of the health, safety and wellbeing of the child, and
· know who the First Aid Officer is and how to contact them.
	Example:
· health care needs and student health care plans are discussed at weekly staff meeting
· health care plans include a photograph of the child and are stored
· name of current first aid officer and contact number is displayed in preschool 
	

	All parents are to be notified of any known allergens that pose a risk to a child at the preschool and/or school and the strategies in place for minimising the risk.
	Example:
Where a child attending the preschool has been diagnosed as at risk of anaphylaxis, a notice is displayed and clearly visible to anyone from the main entrance of the preschool as required under Regulation 173 (f).

A notice is placed in the school newsletter advising of strategies in place to minimise the risk of anaphylaxis.
	All parents are to be notified of any known allergens that pose a risk to a child at the preschool and/or school and the strategies in place for minimising the risk.

	Collection notice
Under the Education and Care Services (National Uniform Legislation) Act 2011 and the Education and Care Services National Regulations 2011 (NSW), preschools are required to collect prescribed information and authorisations in additional to the standard student enrolment form. This information is collected by the NT Department of Education and Training to support your child’s participation in preschool, ensure their safety and wellbeing, and meet legal and administrative obligations. The collection, use and disclosure of personal information is carried out in accordance with the Information Act 2002. All personal information will be used only for the purpose for which it is collected, treated confidentially, and stored securely and disposed of in accordance with legislated retention and disposal schedules. You have the right to access and correct your personal information. For more information, visit the Department of Education and Training website and refer to the Information Privacy Policy.
Further information or How to submit
Refer to the Managing health care needs in preschool procedures.


	End of form
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