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Early Learning 

Dealing with Medical Conditions Policy 
 

1. Policy Statement/Purpose  
Uniting Early Learning Services is committed to: 

• Supporting children’s agency, actively engaging with, and listening to them 
when developing strategies to deal with the child’s medical conditions.  

• Fulfilling the service’s duty of care requirement under legislation to ensure that 
those involved in the Programs and activities of the service are appropriately 
supported and protected from harm. 

• Recognising the importance of providing a safe learning environment for 
children with specific medical and health care requirements. 

• Ensuring that educators have the skills and expertise and confidence necessary 
to support the inclusion and management of children with additional health 
needs and can respond effectively to a medical condition emergency. 

• Identifying clear procedures to support the health, wellbeing and inclusion of all 
children enrolled at the service.  

• Actively involving the parents and child with a medical condition, in assessing 
risks and developing risk minimisation and management strategies.  

• Service practices that support the enrolment of children and families with 
specific health care requirements. 

• Whist respecting privacy, raise the awareness of families, staff, children, and 
others attending the service about specific medical conditions. 

• Providing an environment in which all children with specific health care 
requirements can participate to their full potential. 
 

The purpose of this policy is to outline Uniting Early Learning’s approach to dealing 
with medical conditions within its Early Learning Centres.   
 

2. Scope   
This policy applies to the following groups working in Uniting Early Learning:   

• Approved provider and persons with management or control  
• Nominated supervisor and persons in day-to-day charge.  
• ECT, Educators, FDC educators and all other staff  
• Parents/guardians  
• Contractors, volunteers, and students  

 

3. Policy  
• When a child enrolled at the service has a specific health care need, allergy or 

other relevant medical condition, parents will be provided with a copy of this 
policy and other relevant policies.  

• A risk minimisation and communication plan will be developed for each child 
with a specific medical condition on enrolment or upon diagnosis, and the plan 
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will be reviewed annually or earlier where the child’s medical condition or 
support needs change.  

• Staff members, parents, volunteers, and students will be informed about the 
practices to be followed in relation to supporting the specific needs of a child 
with a medical condition. 

• A communication plan will be developed, and ongoing communication 
established between children, parents, and staff regarding the current status of 
a child’s specific health care need, allergy, or other relevant medical condition. 

• Families should provide information on their child’s health, medications, 
allergies, their medical practitioner’s details, emergency contact names and 
phone numbers, and a medical management plan (where required) signed by 
their medical practitioner, treating team following enrolment and prior to the 
child commencing at the service. 

• Educators/staff will receive regular training in managing specific health care 
needs such as asthma management, anaphylaxis management, type 1 diabetes 
management, epilepsy and seizure management and any other specific 
procedures that are required to be carried out as part of the care and education 
of a child with specific health need. 

• Medication and medical procedures administered to a child must meet 
legislative requirements at all times. 

• If a child with a chronic illness or medical condition that requires invasive 
clinical procedures or support is accepted by the service, then arrangements 
will be negotiated with the child, parent, authorised nominees, or appropriate 
health care workers to prepare for the event that the child may require a 
procedure or emergency response while in attendance at the service.  

• Parents and the service will liaise with either the child’s medical practitioner or 
other appropriate service providers to establish such an arrangement. 
Arrangements must be formalised following enrolment and prior to the child 
commencing at the service. 

• Where possible all Uniting Early Learning educators will hold current and 
approved first aid, anaphylaxis, and emergency asthma management training 
in accordance with legislation.  

• Risk minimisation and communication plans UF-EL-013-Medical Conditions Risk 
Minimisation and Comm Plan-23.1.docx for medical conditions will be displayed 
at the service and reviewed regularly.  

Refer to the links below for specific practices to be followed:  
 

• Anaphylaxis 
Policy  

 

Anaphylaxis enrolment checklist 23.1.1.pdf  
Anaphylaxis Incident Reporting.dotx  
ASCIA-First-Aid-Anaphylaxis-Orange-EpiPen-2021.pdf  
 
 
ASCIA_Action_Plan_Allergic_Reactions_Green_2023.pdf 
ASCIA_Action_Plan_Anaphylaxis_Red_Anapen_2023.pdf 
ASCIA_Action_Plan_Anaphylaxis_Red_EpiPen_2023.pdf 
ASCIA_Action_Plan_Anaphylaxis_Red_General_2023.pdf 

https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-013-Medical%20Conditions%20Risk%20Minimisation%20and%20Comm%20Plan-23.1.docx?d=wf1e9764d45554b358f0a82370b437e5b&csf=1&web=1&e=Qic7yR
https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-013-Medical%20Conditions%20Risk%20Minimisation%20and%20Comm%20Plan-23.1.docx?d=wf1e9764d45554b358f0a82370b437e5b&csf=1&web=1&e=Qic7yR
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/Anaphylaxis%20enrolment%20checklist%2023.1.1.pdf?csf=1&web=1&e=1RrZoo
https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/Anaphylaxis%20Incident%20Reporting.dotx?d=wfc54926df98a4f86937ae80f15d21190&csf=1&web=1&e=WLubtO
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/ASCIA-First-Aid-Anaphylaxis-Orange-EpiPen-2021.pdf?csf=1&web=1&e=ov10q1
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/ASCIA_Action_Plan_Allergic_Reactions_Green_2023.pdf?csf=1&web=1&e=VKNi78
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/ASCIA_Action_Plan_Anaphylaxis_Red_Anapen_2023.pdf?csf=1&web=1&e=P6ef6N
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/ASCIA_Action_Plan_Anaphylaxis_Red_EpiPen_2023.pdf?csf=1&web=1&e=fd5NcM
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/ASCIA_Action_Plan_Anaphylaxis_Red_General_2023.pdf?csf=1&web=1&e=XwpZG1


 

Document Name: Dealing with Medical Conditions policy  Policy Area: Consumer Service Delivery (Early Learning)  
Document Number: UP-EL-003 Classification: Internal/External   
Version Number: 7.0 Document Owner: General Manager, Early Learning  
Publication date: 15/10/2024 Endorsed by: General Manager, Early Learning  
CMS embedded: n/a Printed copies of this document are considered uncontrolled. Page 3 of 11 

 

ASCIA_First_Aid_Anaphylaxis_Pictorial_A3_poster_2023.pdf 
ASCIA_First_Aid_Plan_Anaphylaxis_Anapen_2023.pdf 
ASCIA_First_Aid_Plan_Anaphylaxis_EpiPen_2023.pdf 
 

• Asthma 
Policy  

 

UF-EL-011-Asthma care plan-23.2.1.docx 
 

• Diabetes 
Policy  

 

UF-EL-017-Diabetes-BGL tracking form 23.3.4.docx 
Diabetes-insulin pump-2021-23.3.3.pdf  
Diabetes-multiple-daily-2021-23.3.1.pdf  
Diabetes-twice daily injections-2021-23.3.2.pdf  
UF-EL-018-Insulin Administration-ongoing 23.3.5.docx 
UF-EL-016-Blood Glucose Levels test 23.3.6.docx 

• Epilepsy 
Policy  

 

Epilepsy enrolment checklist-for emergency medication 
23.4.1.pdf  
Epilepsy Management Plan-Seizure-23.4.2.pdf  
 

 
 

Review 
This policy is to be reviewed by 30/04/2026 
 

4. Responsibilities relating to the Dealing with Medical   
Conditions Policy 

 
 
Responsibilities  
 

  

Approved provider and persons 
w

ith m
anagem

ent or control 

N
om

inated supervisor and 
persons in day-to-day charge 

ECT, Educators, FDC educators  
and all other staff 

Parents/guardians 

Contractors, volunteers, and 
students 

R indicates legislation requirement, and should not be deleted 

Ensure that all staff, parents, volunteers are provided with 
a copy of this policy and other relevant policies and have a 
clear understanding of the procedures and practices 
outlined within R 168 & 171  

R  
   

Ensure families and educators/staff understand and 
acknowledge each other’s responsibilities under this policy 
R 170 

R     

Implement this policy at the service and ensure that all 
educators/staff/parents/guardians follow the policy and 
procedures set out within R 170 

R     

https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/ASCIA_First_Aid_Anaphylaxis_Pictorial_A3_poster_2023.pdf?csf=1&web=1&e=ns2jhN
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/ASCIA_First_Aid_Plan_Anaphylaxis_Anapen_2023.pdf?csf=1&web=1&e=iwV2wI
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/ASCIA_First_Aid_Plan_Anaphylaxis_EpiPen_2023.pdf?csf=1&web=1&e=Baxjwx
https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-011-Asthma%20care%20plan-23.2.1.docx?d=w0cf35d1d22a04cf6ac09344f11da888d&csf=1&web=1&e=9ni6Vd
https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-017-Diabetes-BGL%20tracking%20form%2023.3.4.docx?d=wcb4e249e83b04cdfb4098a023d24a310&csf=1&web=1&e=pXRIng
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/Diabetes-insulin%20pump-2021-23.3.3.pdf?csf=1&web=1&e=2tjZKC
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/Diabetes-multiple-daily-2021-23.3.1.pdf?csf=1&web=1&e=SBjeNb
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/Diabetes-twice%20daily%20injections-2021-23.3.2.pdf?csf=1&web=1&e=7m73oy
https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-018-Insulin%20Administration-ongoing%2023.3.5.docx?d=w8c0f09b133e64c54941d4771d3f9b657&csf=1&web=1&e=ExXPiQ
https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-016-Blood%20Glucose%20Levels%20test%2023.3.6.docx?d=w29771a1de2de4f758ebc19ac49bbd9a2&csf=1&web=1&e=kHVOZA
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/Epilepsy%20enrolment%20checklist-for%20emergency%20medication%2023.4.1.pdf?csf=1&web=1&e=AOpPrc
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/Epilepsy%20enrolment%20checklist-for%20emergency%20medication%2023.4.1.pdf?csf=1&web=1&e=AOpPrc
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/Epilepsy%20Management%20Plan-Seizure-23.4.2.pdf?csf=1&web=1&e=iHoicY
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Inform the Approved Provider/Responsible Person of any 
issues that impact on the implementation of this policy R 
170 

R   
  

Ensure families provide a medical management plan signed 
by the specialist or medical practitioner, either on 
enrolment, prior to commencement or immediately upon 
diagnosis of an ongoing medical condition. This medical 
management plan must include a current photo of the child 
and must clearly outline procedures to be followed by 
educators/staff in the event of an incident relating to the 
child’s specific health care needs. This should be updated 
annually or as the medical treatment changes. R 90 & 91 

R    
 

Ensure a communication plan (refer to Appendix 1) is 
developed in collaboration with parents and encourage 
ongoing communication between parents and educators / 
staff regarding the current status of a child’s specific health 
care need, allergy or other relevant medical condition, this 
policy, and its implementation R 90 & 162 

R    
 

Ensure that a risk minimisation plan is developed in 
collaboration with parents for each child with specific 
medical conditions on enrolment or upon diagnosis, and 
that the plan is reviewed at least annually or more often if 
the treatment changes R 90 & 162 

R    
 

Ensure any child with a medical condition does not 
commence at the service until the Medical Management 
Plan & Risk and Communication Plan has been developed, 
signed, understood by all educators / staff R 162 

R    
 

Ensure any changes to the policy and procedures or 
individual child’s medical condition or specific health care 
need and medical management plan are updated in your 
risk minimisation plan and communicated to all educators 
and staff R 172 

R    
 

Maintain ongoing communication between educators/ staff, 
child, and parents regarding the child’s medical condition 
and in accordance with the strategies identified in the 
communication plan, to ensure current information is 
shared about specific medical conditions within the service 
R 170 

R    
 

Provide and restock as necessary, all required medical 
supplies to the service as listed on the child’s medical 
management plan 

    
 

Meet the cost of training staff to perform specific medical 
procedures as relevant to their child, if required 

    
 

Ensure a copy of the child’s medical management plan is 
visible in all rooms the child attends and is known to staff 
in the service. Prior to displaying the medical management 
plan, the nominated supervisor must explain to 
parents/guardians the need to display the plan for the 
purpose of the child’s safety and obtain their consent R 162 
& 173 

R   
  



 

Document Name: Dealing with Medical Conditions policy  Policy Area: Consumer Service Delivery (Early Learning)  
Document Number: UP-EL-003 Classification: Internal/External   
Version Number: 7.0 Document Owner: General Manager, Early Learning  
Publication date: 15/10/2024 Endorsed by: General Manager, Early Learning  
CMS embedded: n/a Printed copies of this document are considered uncontrolled. Page 5 of 11 

 

If a child is diagnosed as being at risk of anaphylaxis, 
ensure that a notice is displayed in a position visible from 
the main entrance to inform families and visitors to the 
service R 173 

R   
  

Ensure all educators / staff can identify every child with a 
medical condition and demonstrate an understanding of 
the medical management plans, risk minimisation plans 
and communication plans S 167 

R   
  

Communicate any relevant information provided by parents 
regarding their child’s medical condition to the responsible 
person to ensure all information held by the service is 
current 

   
  

Establish robust induction procedures that include the 
provision of information regarding the implementation of 
the practices outlined in this policy S 167 

R  
   

Ensure educators and relevant educators / staff receive 
First Aid Training R 136 

R   
  

Ensure relevant educators/staff receive regular training in 
managing specific health care needs such as asthma 
management, anaphylaxis and type 1 diabetes 
management, epilepsy and seizure management and any 
other specific procedures that are required to be carried 
out as part of the care and education of a child with 
specific health needs R 136 

R   
  

Ensure at least one educator/staff member who has 
current accredited training in emergency management 
requirements for specific medical conditions is in 
attendance and immediately available at all times that 
children are attending the service R 136 

R   
  

Ensuring each child's health is monitored closely and being 
aware of any symptoms and signs of ill health, with 
families contacted as changes occur R 85 & 170 

R   
  

Administer medications as required, in accordance with the 
procedures outlined in the Administration of Medication 
Policy R 93 

R   
  

Adequately supervise all children, including those with 
specific medical conditions 

R   
  

Follow appropriate reporting procedures set out in the 
Incident, Injury, Trauma, and Illness Policy in the event 
that a child is ill, or is involved in a medical emergency or 
an incident at the service that results in injury or trauma R 
85 & 93 

R   
  

Ensure food preparation, food service and relief staff are 
informed of children and staff who have specific medical 
conditions or food allergies, the type of condition or 
allergies they have, and the service’s procedures for 
dealing with emergencies involving allergies and 
anaphylaxis R 77 

R   
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5. Legislation/Regulations 
Children’s Services Amendment Act 2019: regulation 59,60 
Children’s Services Regulations 2020 
Education and Care Services National Law Act 2010: Section 173 
Education and Care Services National Regulations 2011: regulations 90, 91, 96, 102, 
136, 137, 146, 147, 160-162, 168, 170, 173, 181, 183, 184, 246 
Health Act 1958 
Health Records Act 2001 (Vic) 
Information Privacy Act 2000 (Vic) 
National Quality Framework: Fact Sheet: Children with medical conditions attending 
education and care 
https://www.education.vic.gov.au/childhood/providers/regulation/Pages/medicalcondi
tions.aspx 
National Quality Standard, Quality Area 2: Children’s Health and Safety National 
Quality Standard, Quality Area 7: Leadership and Service Management Tasmanian 
Licensing Standards for Centre Based Child Care Class 5 (0-12years), 2014.  
 
 

6. Related Documents   
Uniting  
Diversity Statement  
Child Safety Commitment Statement  
Code of Conduct  
Child Safety Policy   
Child Safety Code of Conduct  
Workplace Health, Safety and Wellbeing Policy  

Ensure that practices and procedures in relation to the safe 
handling, preparation, consumption, and service of food 
are adhered to R 77 

R   
  

Ensure all changes to child’s medical management plan or 
risk minimisation plan are implemented immediately within 
the menu preparation R 77 

R   
  

Ensure children do not swap or share food, food utensils or 
food containers R 177 

R   
  

Provide information to the community about resources and 
support for managing specific medical conditions while 
respecting the privacy of the child enrolled at the service 
and their families/support network 

   
  

To support the child’s inclusion and participation in the 
program, inquire if the child and parent would like the 
child’s medical condition shared with the child’s peers 

     

Ensure opportunities for a child to participate in any 
activity on the same basis, exercise or excursion that is 
appropriate and in accordance with their risk minimisation 
plan R 90 

R     

Note: Volunteers, contractors, and students, while at the 
service, are responsible for following this policy and its 
procedures.  

     

https://www.education.vic.gov.au/childhood/providers/regulation/Pages/medicalconditions.aspx
https://www.education.vic.gov.au/childhood/providers/regulation/Pages/medicalconditions.aspx
https://vtuniting.sharepoint.com/SitePages/Diversity-and-inclusion.aspx
https://vtuniting.sharepoint.com/sites/QualityandSafetyHub/SitePages/Child-Safety.aspx
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Early Learning    
Administration of First Aid Policy  
Administration of Medication Policy   
Anaphylaxis Policy  
Asthma Policy  
Dealing with Infectious Diseases Policy 
Diabetes Policy  
Enrolment and Orientation Policy 
Epilepsy Policy  
Excursions, Regular Outings and Service Events Policy  
Food Safety Policy 
Hygiene and Infectious Disease Policy  
Incident, Injury, Trauma, and Illness Policy   
Nutrition, Oral Health, and Active Play Policy  
Supervision of Children Policy  
UF-EL-011-Asthma care plan-23.2.1.docx 
UF-EL-013-Medical Conditions Risk Minimisation and Comm Plan-23.1.docx 
 
Allergies  
UF-EL-012-Food service form Trolley hand over.docx 
NAS_Food_Allergen_Menu_Matrix_TEMPLATE.pdf 
Food labels - allergies etc.pdf 
UF-EL-014-EL Special Dietary Needs.docx 
UF-EL-015-Risk Minimisation for Dietary Preferences.docx 
 
Other Forms available at Early Learning (sharepoint.com)  
 

 
External  
 
Type 1 
Diabetes 
Action 
plans  

TYPE 1 DIABETES ACTION PLAN 2024 EARLY CHILDHOOD SCHOOL 
SETTINGS Automated Insulin Pump.pdf 
TYPE 1 DIABETES ACTION PLAN 2024 EARLY CHILDHOOD SCHOOL 
SETTINGS Manual Insulin Pump.pdf 
TYPE 1 DIABETES ACTION PLAN 2024 EARLY CHILDHOOD SCHOOL 
SETTINGS Multiple Daily Injections.pdf 
 

Type 2 
Diabetes 
Action 
plans  

TYPE 2 DIABETES ACTION PLAN 2024 SCHOOL SETTING Insulin 
Injections.pdf 
TYPE 2 DIABETES ACTION PLAN 2024 SCHOOL SETTING Medication 
(Not Insulin Injections).pdf 
 

ASCIA 
Action 
plans  

ASCIA_Action_Plan_Allergic_Reactions_Green_2023.pdf 
ASCIA_Action_Plan_Anaphylaxis_Red_Anapen_2023.pdf 
ASCIA_Action_Plan_Anaphylaxis_Red_EpiPen_2023.pdf 
ASCIA_Action_Plan_Anaphylaxis_Red_General_2023.pdf 
ASCIA_First_Aid_Anaphylaxis_Pictorial_A3_poster_2023.pdf 
ASCIA_First_Aid_Plan_Anaphylaxis_Anapen_2023.pdf 
ASCIA_First_Aid_Plan_Anaphylaxis_EpiPen_2023.pdf 

https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-011-Asthma%20care%20plan-23.2.1.docx?d=w0cf35d1d22a04cf6ac09344f11da888d&csf=1&web=1&e=9ni6Vd
https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-013-Medical%20Conditions%20Risk%20Minimisation%20and%20Comm%20Plan-23.1.docx?d=wf1e9764d45554b358f0a82370b437e5b&csf=1&web=1&e=Qic7yR
https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-012-Food%20service%20form%20Trolley%20hand%20over.docx?d=w17eef59acceb4ca9a9af084533d4b293&csf=1&web=1&e=r8O0Yr
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/NAS_Food_Allergen_Menu_Matrix_TEMPLATE.pdf?csf=1&web=1&e=O36lmU
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/Food%20labels%20%20-%20allergies%20etc.pdf?csf=1&web=1&e=zfnBfW
https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-014-EL%20Special%20Dietary%20Needs.docx?d=w6cdc7089117f43cc83e802824271d52e&csf=1&web=1&e=Us4PQG
https://vtuniting.sharepoint.com/:w:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/UF-EL-015-Risk%20Minimisation%20for%20Dietary%20Preferences.docx?d=w8605f07242104fc5bc28a63ff8704ff0&csf=1&web=1&e=hO5Anq
https://vtuniting.sharepoint.com/sites/PolicyHub/SitePages/Early-Learning.aspx
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/TYPE%201%20DIABETES%20ACTION%20PLAN%202024%20EARLY%20CHILDHOOD%20SCHOOL%20SETTINGS%20Automated%20Insulin%20Pump.pdf?csf=1&web=1&e=cidMCm
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/TYPE%201%20DIABETES%20ACTION%20PLAN%202024%20EARLY%20CHILDHOOD%20SCHOOL%20SETTINGS%20Automated%20Insulin%20Pump.pdf?csf=1&web=1&e=cidMCm
https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/TYPE%201%20DIABETES%20ACTION%20PLAN%202024%20EARLY%20CHILDHOOD%20SCHOOL%20SETTINGS%20Manual%20Insulin%20Pump.pdf?csf=1&web=1&e=lHTxUX
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https://vtuniting.sharepoint.com/:b:/r/sites/PolicyHub/Policy%20Hub/09.%20Early%20Learning%20Services/Forms/ASCIA_First_Aid_Plan_Anaphylaxis_EpiPen_2023.pdf?csf=1&web=1&e=Baxjwx
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Ambulance Victoria: How to call card: https://www.ambulance.vic.gov.au/wp-

content/uploads/2019/08/How-To-Call-Card.pdf 
National Health and Medical Research Council (2013), Staying Healthy: Preventing 
infectious diseases in early childhood education and care services 5th edition. Available 
at:  click here 
 

https://www.ambulance.vic.gov.au/wp-content/uploads/2019/08/How-To-Call-Card.pdf
https://www.ambulance.vic.gov.au/wp-content/uploads/2019/08/How-To-Call-Card.pdf
http://www.nhmrc.gov.au/guidelines-publications/ch55
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Appendix 1: Communication Plan 
 

This plan forms part of the policy and outlines how the service will communicate with 
the child, parents, and staff in relation to the policy. The communication plan also 
describes how the child, parents and staff will be informed about risk minimisation 
plans and emergency procedures to be followed when a child diagnosed with a 
medical condition is enrolled at the service or returns to the service following a 
diagnosis of a medical condition. 
 

The child will: 
 

• Be consulted on health and well-being matters 
• Be treated with respect and dignity at all times. 
•  Be encouraged to share their knowledge and understanding of their medical 

condition with other children where appropriate. 
 

The parents will: 
• Be consulted on health and well-being matters. 
• Ensure that current medical management plans are completed with a medical 

practitioner prior to accessing the children’s service.  
• Ensure that the medical management plan remains current for the needs of the 

child and updated annually or as medical treatment changes. 
• Provide the required in-date medication. 
• Provide the required medication kit, equipment and health supplies as required for 

managing the health condition. For example: type 1 diabetes blood glucose meter 
or medication atomiser 

• Provide the required permissions and consents. 
• Advise the Responsible person of any changes to the relevant medical condition.   
• Monitor the required medication and date of expiry.  
• Be treated with respect and dignity at all times. 

 

The Responsible person will: 
 

At enrolment with the child and family: 
• Provide a copy of the medical conditions policy and (if appropriate), the relevant 

appendix policy.  
• Complete the risk minimisation and communication plan.  
• Ensure signature and date to acknowledge agreement of the communication plan. 
• Ensure that any required medication and equipment is supplied, in- date and 

present prior to child commencing at the service or returning to a service following 
the diagnosis of a medical condition. 

• Check to ensure accurate and common understanding of the medical management 
plan. 

• Identify training required by staff to support the child’s medical condition. 
 

After enrolment: 
• Liaise with the family on a quarterly basis to check currency and status of child’s 
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medical condition. 
• Review risk assessment and child’s medication needs at least annually or if the 

medical condition changes, and after any incident. 
• Remind and invite parents to update the medical management and the risk 

mitigation plans through individual notices, reminders in newsletters, and email. 
• Ensure all families and persons attending the service are aware of specific risks 

that may impact their or their child’s engagement in the service when interacting 
with a child with a medical condition e.g. peanut allergy. 

• Provide clear communication to the cook (if engaged) regarding any child that has 
a specific medical health condition, including risk minimisation plans. 

• Where appropriate, provide educational information at the service, to raise 
community awareness and understanding of specific medical conditions. 

• A risk assessment should be developed and rehearsed in relation to a medical 
emergency.  

• Check expiry dates of any medication supplied for the child and request new 
medication as required.  

• Ensure children do not attend the service without their required medication 
prescribed by the child’s medical practitioner. 
 

With educators: 
 

• Verbally convey information in a timely manner to all relevant staff, ensuring 
educators’ awareness of each child’s medical condition 

• Arrange training of staff as required to support child’s needs. 
• Confirm where the child’s medical management plan (including the child’s 

photograph) will be displayed. 
• Confirm where the child’s medication and health equipment/supplies will be 

located. 
• Update centre information displayed and recorded documentation. 
• Ensure all educators are aware of medical management action and risk 

minimisation plans. 
• Inform, provide, and question all staff of their understanding regarding the 

medical management plan and of any changes that occur to the plan. 
• Include as a standing agenda item in the staff meeting, the identification of 

changes (updated and amendments) to an individual child’s medical management 
plan. 
 

During site induction of new/ relief staff: 
• Discuss and show location of medical management plans, medication, and health 

equipment/supplies. 
• Verbally ensure that there is a physical identification of each child with a relevant 

medical condition. 
• Explain any other procedures and/or individual strategies as noted in the 

communication plan. 
• Identify whether new/relief staff have the training required to support the 

service’s children with medical conditions and additional support needs. 
 
The educators will:  
• Advise and invite parents to update the medical management and risk mitigation 

plans in consultation with the Responsible person.  
• Advise families of any matters arising pertaining to the child with the medical 

condition 
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• Monitor and check that there are adequate stocks of any required medication, 
equipment, or supplies.  

• Monitor expiry dates of any medications and supplies. 
• Advise parents when more supplies are required.  
 

The cook (if engaged) will: 
• At enrolment, be aware and act upon any relevant information and risk 

minimisation plans pertaining to individual children. 
• Follow the risk minimisation plan for all children identified with a dietary 

requirement pertaining to a relevant medical condition. 
• Display the menu at the service and if requested provide parents with a copy.  
• Involve children and parents in the development of the menu.  
• Ensure educators, children and parents are notified of any changes to the menu.  
 

Volunteers and other visiting professionals 
• Ensure that the medical condition policy is adhered to.  
• Maintain privacy in accordance with parental consent, and initiate discussion in 

regard to a child’s medical condition where relevant, with the responsible person, 
to ensure the safety health and wellbeing of the child. 

 

Self-administration by a child over preschool age 
Services who provide education and care to a child over preschool age (as defined in 
the Education and Care Services National Regulations 2011) may allow a child over 
preschool age to self-administer medication. The approved provider and/or the 
Responsible Person must consider their duty of care when determining under what 
circumstances such permission would be granted: 
• Where a child over preschool age can self-administer medication/medical 

procedures, written authorisation must be provided by the child’s 
parent/guardian. 

• Parents/guardians will provide written details of the medical information and 
administration protocols from the child’s medical/specialist medical 
practitioner(s). 

• The self-administration of medication or medical procedures by children over 
preschool age will be undertaken only under the supervision of a staff member 
with current approved first aid qualifications. 

• Authorisation for the child to self-administer medication is recorded in the 
medication record for the child.  

• Should educators feel that the child is not able to successfully administer the 
medication then they reserve the right to administer it on behalf of the child. 

 
For diabetes or other similar ongoing medications, parents will be required to advise 
the Responsible Person in writing whether their child will be responsible for 
administering their own medication or will require supervision and full details of how, 
when (i.e. at what intervals) and by whom all such treatment is to be administered. 
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