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Wyndham Policy & Procedure 
 

 

Statement of Commitment 

Wyndham City Council is committed to safeguarding children younger than 18 and ensuring their active 
participation as valued members of our community, while fostering a child-safe environment. We focus on 
early identification of risks to protect children from harm, whether caused by adults, harmful behaviours 
between children, exposure to family violence, or concerns like grooming, cumulative harm, or neglect. 

We encourage the reporting of any concerns or suspicions of child abuse or harm. The Reportable Conduct 
Scheme improves how organisations respond to allegations of abuse, harm, neglect, and risk to children. 
Under this scheme, the CEO, or their delegate, must report any allegations of child-related misconduct to the 
Commission for Children and Young People within a specific timeframe. 

All allegations are taken seriously, and reporting does not require agreement on the conduct. Concerns can be 
reported to a line manager or directly to the Senior Child Safe Advisor. Investigations will be conducted by an 
external party under the oversight of relevant authorities, including Victoria Police, the Department of Families, 
Fairness and Housing, and Child Protection. 

Furthermore, Wyndham City Council has also publicly declared its commitment to being a Child Safe 
Organisation on our external website and recognises the importance of Child Safety in the provision of quality 
community services. All children and young people who attend services, programs, events, and community 
spaces have a right to feel safe, be safe, and be heard. We are committed to maintain a child safe 
environment, and value a culture of safety within council and its operations. 

There are also behavioural expectations to recognise the importance of an inclusive and welcoming 
environment to all children & young people of the wider community including Aboriginal and Torres Strait 
Islanders, culturally and/or linguistically diverse, those with a disability and promoting an environment with no 
tolerance for racism. 

 
  

Purpose 
This policy will provide guidance on how to minimise the spread of infection with the use of effective hygienic 
practices and procedures.   

 

 

Policy Statement 
Wyndham Early Education and Care Services (EECS) is committed to: 

• implementing and following effective hygiene practices that reflect advice from recognised health 
authorities. 

• implementing infection control procedures to minimise the likelihood of cross-infection and the spread 
of infectious diseases and illnesses to everyone in attendance at the service. 

• fulfilling the service’s duty of care and legislative requirements to ensure everyone in the service are 
protected from harm. 

• informing educators, staff, volunteers, children, and families about the importance of maintaining a 
safe environment for all users and communicating the shared responsibility between all involved in the 
operation of the service. 

 

 

Scope 
This policy applies to the approved provider, persons with management or control, nominated supervisor, 
persons in day-to-day charge, early childhood teachers, educators, staff, students, volunteers, 
parents/guardians, children, and others attending the programs and activities of EECS, including during offsite 
excursions and activities.  
 
This policy should be read together with, but limited to, the following policies:  

• Dealing with Infectious Diseases. 
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Ensure all staff and volunteers are provided with a copy of this 
policy and have a clear understanding of the procedures and 
practices outlined in it. 

✓ ✓ ✓   

Comply with this policy and legislative requirements. ✓ ✓ ✓ ✓ ✓ 
Ensure all staff, students, and volunteers at the service implement 
adequate health and hygiene practices.  ✓ ✓    

Establish robust induction procedures that include information 
about this policy and the processes to implement it. ✓ ✓    

Develop an appropriate cleaning and sanitising schedule that 
outlines daily, weekly, monthly, quarterly, and annual cleaning and 
sanitising requirements and responsibilities. 

✓ ✓ ✓   

Arrange for the service to be cleaned and sanitised regularly, 
including floors and other surfaces. ✓ ✓    

Review the cleaner’s contract and schedule on an annual basis. ✓ ✓    

Ensure services have access to laundry facilities, or other 
arrangements for dealing with soiled clothing, nappies, and linen, 
including hygienic facilities for storage prior to their disposal or 
laundering. 

✓ ✓    

Ensure cleaner cupboards are located and maintained in a way 
that does not pose a risk to children. ✓ ✓ ✓  ✓ 

Provide a copy of the NHMRC guidelines for the prevention of 
infectious diseases to all services. (Appendix 2.11.5: NHMRC - 
Staying Healthy Guide) 

✓ ✓ ✓   

Ensure there is always an adequate supply of non-toxic cleaning 
and hygiene products, including gloves. ✓ ✓    

Develop effective hygienic systems for cleaning, such as using 
colour-coded cloths in each area. ✓ ✓ ✓   

Ensure cloths are cleaned, rinsed, stored separately, and replaced 
regularly. ✓ ✓ ✓  ✓ 

Maintain the service in a clean and hygienic manner throughout 
the day, including wiping benches and tables before and after 
eating, and cleaning up spills. 

✓ ✓ ✓  ✓ 

Actively encourage parents/guardians to keep children who are 
unwell at home to prevent the spread of infection to others. ✓ ✓ ✓ ✓ ✓ 

Store or present items in a way that prevents cross-
contamination. Items include, but is not limited to, beds, bedding, 
and sunhats. 

✓ ✓ ✓  ✓ 

Ensure there is a regular and thorough cleaning and disinfecting 
schedule for all equipment and toys. ✓ ✓ ✓  ✓ 

Ensure any chemicals and cleaning agents are non-toxic and 
stored out of reach of children. ✓ ✓ ✓  ✓ 

Ensure all cleaning chemicals are on the Chemwatch approved 
list and have safety data sheets stored with them. (Process 
2.11.2: WCC – Procedure 13 – Chemical Management) 

✓ ✓ ✓   

Follow the Incident, Injury, Trauma, and Illness Policy if staff, 
children, or families are exposed to dangerous chemicals.   ✓ ✓ ✓  ✓ 
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Follow the recommended process when managing chemical 
exposure or spills. (Process 2.11.4: Dealing with Chemical 
Exposure or Spills) 

✓ ✓ ✓  ✓ 

Do not attend the service when having or are suspected of having 
an infectious disease to prevent the spread of infection to others 
attending the service. 

✓ ✓ ✓  ✓ 

Ensure that adequate and appropriate hygiene facilities are 
provided for nappy changing. ✓ ✓    

Ensure nappy change spaces are located where children cannot 
access it when unsupervised. ✓ ✓    

Attend to the personal hygiene needs of each child as soon as is 
practicable. 

 ✓ ✓  ✓ 

Ensure current nappy-changing procedures are displayed in toilet 
and nappy-changing areas. (Appendix 2.11.2: Nappy Change 
Poster) 

✓ ✓    

Change nappies in line with the recommended procedure.   ✓ ✓  ✓ 
Ensure all staff wear disposable gloves when changing nappies, 
dealing with open wounds, or other body fluids.  ✓ ✓ ✓  ✓ 

Ensure all staff dispose of used gloves and soiled materials in a 
sealed container or plastic bag. ✓ ✓ ✓  ✓ 

Ensure information about correct hand-washing procedures is 
displayed in relevant areas of the service, including visual aids for 
children. (Appendix 2.11.1: Hand Washing Poster) 

✓ ✓    

Ensure adequate, developmental, and age-appropriate toilet, hand 
washing, and hand drying facilities are provided for use by 
children, and that these are safe and accessible. 

✓ ✓    

Ensure soap and drying facilities are always available when 
children attend the service. ✓ ✓ ✓  ✓ 

Ensure children do not share the use of items related to personal 
care. ✓ ✓ ✓  ✓ 

Encourage children to flush the toilet after use.  ✓ ✓  ✓ 
After toileting encourage and assist children to wash their hands in 
line with hand washing guidelines. 

 ✓ ✓  ✓ 

Encourage children to tell educators if they have had a toileting 
accident. 

 ✓ ✓  ✓ 

Periodically monitor and maintain toileting facilities in a safe, 
clean, and hygienic manner while children attend the service. 

 ✓ ✓  ✓ 

Respect diverse styles of toileting children due to cultural or 
religious practices. 

 ✓ ✓  ✓ 

Respect the possible need to maintain privacy when toileting and 
dressing. 

 ✓ ✓  ✓ 

Develop service process for cleaning equipment and resources 
when mouthed by, coughed on, or sneezed on by children. 

 ✓ ✓  ✓ 

Remove equipment/resources when a child has sneezed or 
coughed on it and clean with warm water and detergent before 
being used again. 

 ✓ ✓  ✓ 
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Wash mouthed toys immediately or place in a separate container 
for washing later the day. Wash with warm water and detergent 
and dry in sun. 

 ✓ ✓  ✓ 

Ensure washable toys and equipment are cleaned quarterly or 
annually, as required. 

 ✓ ✓  ✓ 

Wash and disinfect mattress covers and linen as required.  ✓ ✓  ✓ 
Only use disinfectants where contamination with blood and body 
fluids is likely to have occurred, or when there is an outbreak of an 
easily transmitted disease. 

 ✓ ✓  ✓ 

Educate and encourage children in good personal hygiene 
practices, such as: 

• practicing correct cough and sneeze etiquette. 

• washing their hands after blowing and wiping their nose. 

• not touching one another when they are cut or bleeding. 

• disposing of used tissues promptly and appropriately, and 
not lending them to other children. 

• using their own equipment for personal care, such as 
toothbrushes, hats, brushes, and combs. 

• only touching food that they are going to eat. 

• using their own drink bottles or cups. (Appendix 2.11.4: 
Cough and Sneeze Etiquette Poster) 

 ✓ ✓  ✓ 

Ensure an inspection of the indoor and outdoor areas are 
conducted and documented daily to ensure they are maintained in 
a safe and hygienic manner, including the safe disposal of 
discarded needles/syringes/sharps. 

✓ ✓ ✓  ✓ 

Refer to Wyndham City’s procedure for handling sharps for 
information on protection and the disposal of 
needles/syringes/sharps. (Wyndham City - Procedure 25 - 
Handling of Sharps within WCC sites) 

✓ ✓    

Document and inform supervisor of any issues that impact on the 
implementation of this policy. 

 ✓ ✓  ✓ 

Complete maintenance requests for all issues that impact on the 
implementation of this policy. 

 ✓ ✓  ✓ 

Cover the sandpit when not in use to prevent contamination  ✓ ✓  ✓ 
Empty water containers, such as water trays and buckets, each 
day. (refer to Water Safety Policy) 

 ✓ ✓  ✓ 

Dispose of any dead animals/insects found on the premises in an 
appropriate manner. 

 ✓ ✓  ✓ 

Promptly remove blood, urine, and faeces (including animal) either 
indoors or outdoors, using the appropriate cleaning procedures. 
(Process 2.11.3: Safe Cleaning of Blood and other Bodily Fluids) 

 ✓ ✓  ✓ 

Avoid direct contact with blood or other fluids.  ✓ ✓  ✓ 
Don’t be at eye level when cleaning/treating a child’s face that has 
blood on it, as a child’s blood can enter the mouth/nose of a staff 
member when a child cries or coughs. 

 ✓ ✓  ✓ 
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Wear disposable gloves when: 

• handling blood or any body fluids. 

• cleaning faeces. 

• handling equipment/materials contaminated with blood or body 
fluids. 

• touching open wounds of any person. 

 ✓ ✓  ✓ 

Cover any cuts/abrasions on own hands with a waterproof 
dressing. 

 ✓ ✓  ✓ 

Clean surfaces with detergent and warm water followed by rinsing 
and drying to remove the bulk of infectious organisms.  

 ✓ ✓  ✓ 

When cleaning surfaces pay particular attention to the following: 

• toilets/sinks must be cleaned daily using separate cleaning 
cloths/sponges. 

• all bench tops and floors must be washed regularly. 

• children’s cups/drink bottles used for water must be washed 
daily. 

• Wash laundry items separately to minimise cross-
contamination, e.g., tea towels washed separately from 
sheets, face washers washed separately to play mats/rugs. 

• nappy change areas/mats must be washed with detergent and 
warm water after each use. 

 ✓ ✓ ✓ ✓ 

Provide families with information on hygiene and infection control. 
(refer to Family Factsheets in related appendices) 

 ✓ ✓  ✓ 

Keep child/ren at home if they are unwell or have an excludable 
infectious disease or infestation. 

   ✓  
 

  

 

Definitions 
The terms defined in this section relate specifically to this policy: 
 

Chemwatch: An online platform hosted on Wyndham City’s intranet that provides a list of approved chemicals 
for use and storage at services along with their safety data sheets.  
 

Cleaning: A process that removes visible contamination such as food waste, dirt and grease from a surface. 
This process is usually achieved using water and detergent. During this process, micro-organisms will be 
removed but not destroyed. 
 

Cough and sneeze etiquette: The correct way to prevent the spread of infectious organisms that are carried 
in droplets of saliva is to cough or sneeze into the inner elbow or to use a tissue to cover the mouth and nose. 
Place all tissues in the rubbish bin immediately and clean hands with either soap and water or a disinfectant 
hand rub. 
 

Cross-contamination: When harmful microorganisms, like bacteria or viruses, move from one surface, item, 
or person to another without means. It's possible for this to happen through direct contact, indirect contact, or 
airborne infection, and it can spread infectious agents and contaminate new locations. 
 

Disinfect: The use of chemicals, heat, or other methods to kill microorganisms on surfaces, items, or living 
tissues or stop their growth. The goal of disinfection is to lower the number of bacteria, viruses, and fungi that 
can make you sick or affect others to a point where they are not likely to do so. 
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Hazardous chemical: Chemical or mixture that is harmful to people, animals, or the environment because of 
how it is made. Some of these qualities are toxicity, flammability, reactivity, corrosiveness, or the chance of 
being bad for your health. Chemicals that are dangerous come in many forms, including solids, liquids, gases, 
and mixes.  
 

Hygiene: The principle of maintaining health and the practices put in place to achieve this. 
 

Infectious disease: A disease that can be spread, for example, by air, water or interpersonal contact. An 
infectious disease is designated under Victorian Law or by a health authority (however described) as a 
disease that would require the infected person to be excluded from an education and care service (refer to 
Dealing with Infectious Diseases Policy) 
 

Safety data sheet (SDS): Documents that provide critical information about hazardous chemicals, including: 

• the chemical’s identity and ingredients. 

• health and physical hazards. 

• safe handling and storage procedures. 

• emergency procedures. 

• disposal considerations. 
 

Sanitising: A process that destroys micro-organisms. Sanitising a surface can reduce the number of micro-
organisms present. The process of sanitisation usually involves ensuring a surface is thoroughly cleaned with 
both heat and water, followed using chemicals. 
 

 Legislation and Standards 
• Relevant legislation and standards include but are not limited to: 

• Education and Care Services National Law Act 2010 

• Education and Care Services National Regulations 2011 

• Food Act 1990 

• National Quality Standard, Quality Area 2: Children’s Health and Safety 

• Occupational Health and Safety Act 2004 

• Public Health and Wellbeing Act 2004 
 
 

 

Related Appendices & Documents 
• Appendix 2.11.1: Hand washing Poster 

• Appendix 2.11.2: Nappy Change Poster 

• Appendix 2.11.3: Chain of Infection Poster 

• Appendix 2.11.4: Cough and Sneeze Etiquette Poster 

• Appendix 2.11.5: NHMRC - Staying Healthy Guide 

• Appendix 2.11.6: Family factsheet - breaking chain of infection  

• Appendix 2.11.7: Family factsheet - understanding exclusion periods 

• Appendix 2.11.8: Family factsheet - what causes infections 

• Process 2.11.1: Procedure 25 - Handling of Sharps within WCC sites 

• Process 2.11.2: WCC – Procedure 13 – Chemical Management 

• Process 2.11.3: Safe Cleaning of Blood and other Bodily Fluids 

• Process 2.11.4: Managing Chemical Exposure or Spills 
 

 

 

Related Policies 
• Administration of First Aid 

• Administration of Medication 

• Dealing with Infectious Diseases 

• Dealing with Medical Conditions 

• Food Safety  

• Incident, Injury, Trauma, and Illness 

• Occupational Health and Safety 

• Providing a Child Safe Environment 

• Privacy and Confidentiality 
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Authorisation and Version Control 
 

 
 Version Objective ID Action Date 

Endorsement 

date 

Next Review 

Date 

3 A2340474  Major Changes - wording  11/09/2018 KK 22/01/2019 2021 

4 A3850046 Addition –  
Wyndham City’s Statement of Commitment – 
Child Safe Standards 
Changes to Appendix numbers 

28/09/2022 TP 2025 

5 A4673837 Policy Name Change to include Hygiene. 
Policy updated to new format. 
Process removed from policy document and 
developed as separate documents. 
Related processes updated to include WCC 
procedures. 

Oct, 2023 TP Oct, 2026 

6 A4673837 Updated Wyndham City’s Statement of 
Commitment to a Child Safe Organisation – as per 
Wyndham City’s Child Safe Management page 

20/06/2025 TP

 

Oct, 2026 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


