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CARMEL & CO GYMNASTICS HOLIDAY PROGRAM

Our new Holiday Programs are designed to give parents more options for their children.
They may choose from a full day, if parents need to work for example, a Morning, or an
afternoon session.

A large part of our program is based on gymnastics, which is often referred to as the
foundation of all sports. Children will gain strength, balance, flexibility and co-ordination in a fun,
safe and friendly environment.

Although we are a gymnastics club, your child does not need to have done gymnastics
before. We cater for absolute first timers, through to children already enrolled here.

Session When Times Cost

Full Day Week days* 9:00am — 5:00pm $60 per child
Morning session Week days* 9:00am — 1:00pm $35 per child
Afternoon Session Week days* 1:00pm — 5:00pm $35 per child

* Closed on Public Holidays

Children can be dropped off and picked up at any time within the session they have
chosen — they do not have to be there at 7:30am for example in a morning session.

ENROLING IN CARMEL & CO GYMNASTICS HOLIDAY PROGRAM

All Parents are required to fill out a short enrolment form for their child (one per child
please) in order to attend. We ask that Parents complete a new enrolment form each year to
ensure our details are correct, and notify us of any changes to contact numbers, medical
conditions etc throughout the year by completing a change of details form at admin.

Bookings are made via our website, and we will then send you an invoice based on the
sessions you have selected.

SIGN IN AND SIGN OUT

Parents need to sign their children in and out of the centre at the time of arrival and
departure. If any Adult other than the Parents, or the authorized pick up person listed on the
enrolment form need to collect your child from care, please ensure you notify us in writing. Your
co-operation in this matter is appreciated.
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FEES POLICY

o Once we have received your booking, we will send you an invoice. We operate on a first in
first served basis, so if your booking has not been paid for, and the service is full, your
child’s position on that day will go to another child.

o Bookings are cancelled if payment has not been made 24 hours prior to your child’s
attendance.

LATE PICK UP FEES

° Parents/Guardians will be charged a late collection fee of $10 for every 10 minute block,
or part thereof, that they are late in picking their child up from Vacation Care services. The
Parent/Guardian responsible for paying the fees will be charged this amount — not the
person collecting the child (the emergency contact/authorized pick up)

HEALTH RELATED EXCLUSION POLICY

The following table provides the exclusion periods for various conditions. Parents must
adhere to this to prevent other children and staff from becoming infected. Children who show
symptoms of any of these conditions will be sent home.
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Disease

Exclusion time

Chicken Pox

At least 5 days after the first spots appear or when blisters have
all crusted.

Conjunctivitis

Until discharge from eyes has ceased.

Diarrhoea

Up until diarrhoea has stopped.

Diphtheria

Until medical officer certifies recovery.

German Measles (Rubella)

Until child has fully recovered, and for at least 4 days after rash
appears.

Glandular Fever

Not necessary to keep children home but some children with
glandular fever are too sick to attend school.

Hand, Foot and Mouth

Until blisters have dried.

Head lice Until hair has been treated. Solutions available from pharmacies.
Everyone living in the same house (as well as linen etc) should
be treated at the same time as the affected person.

Hepatitis A Until child has recovered (usually 7 days from the first signs of

jaundice).

Hepatitis B and C

Not necessary to keep the child home.

HIV (Human Immunodeficiency
Virus)

Not necessary to keep the child at home (unless she or he has a
secondary infectious disease, such as TB).

Impetigo Until appropriate treatment has commenced and visible sores
are covered.

Influenza For 5 days after the appearance of the first symptoms.

Measles For at least 4 days after the appearance of rash.

Meningitis Until well.

Meningococcal Until well.

Mumps Until child has fully recovered and for 9 days after the

appearance of swelling.

Ringworm and Scabies

Until day after fungal treatment has begun.

Scarlet Fever

At least 24 hours after treatment has begun.

Streptococcal Infection

Until day after treatment has commenced and student feels well.

TB (Tuberculosis)

Until student has certified clearance by medical practitioner.

Whooping Cough

Child should be kept home for 5 days from the start of antibiotic
treatment; otherwise, keep home for 2 weeks from when
“‘whoop” starts
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ADMINISTERING YOUR CHILDS MEDICATION

Parents/Guardians must:

o Complete a Medication Authority form for each and every medication that Carmel & Co
Staff are to administer to their child;

o Supply all prescription medication in the original bottle, with the child’s name, dosage
instructions and use by date clearly labeled;

e Ensure that all non prescription medication complies with all legislative requirements and
is not out of date;

o Provide Carmel & Co Staff with a their child’s first aid management plan if applicable.
This must be approved by their doctor.

MEMBER PROTECTION POLICY

Carmel & Co Gymnastics is committed to providing an environment free of discrimination
and harassment. We believe that anyone who works for us or represents us, and everyone with
whom we deal, has the right to be treated with respect and dignity. Carmel & Co Gymnastics
will not tolerate discriminatory or harassing behaviour under any circumstances. We will take all
complaints of harassment or discrimination seriously, and will ensure they are dealt with
promptly, sensitively and confidentially. Disciplinary action can be taken against a person who
is found in breach of this policy.

CHILD PROTECTION POLICY

All staff at Carmel & Co Gymnastics undergo a WWCC (Working with Children Check)
through the Commission for Children and Young People. Any employee, or volunteer, who
returns any risk (Low, Medium or High) from screening will not be permitted to work, or
volunteer, for the organization. In the case of employees, employment will be terminated
immediately.

CODE OF BEHAVIOUR

All children who are enrolled in our OSHC services including before & after school care,
and vacation care, must adhere to following guidelines for behavior when attending. Parents are
expected to explain, and educate their children on acceptable behavior as outlined below:

1. Always follow the instructions and directions of your coach to avoid injury to yourself, or
others.

2. Respect the rights, dignity and worth of fellow participants, coaches, officials and
spectators.

3. Treat others with respect regardless of race, gender or disability.
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Do not tolerate acts of aggression or bullying.

Care for and respect the equipment and resources provided to you as part of your
program.

Be frank and honest with your coach concerning iliness and injury and your ability to
participate in activities.

Refrain from using course language and swearing.

Maintain high personal behavior standards at all times.

Abide by the rules and respect the decision of your coaches.
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GYM SAEFETY RULES

No jewelry to be worn by gymnasts while training. (this includes watches, earrings,
necklaces, toe rings etc)

Hair must be tied back, away from the face and eyes, during class.
No loose or baggy clothing
Trampolinists must wear socks while training.

No shoes to be worn into the training area. (except Cheerleaders who have specialized,
non marking shoes)

Children not participating in the class are not permitted on equipment at any time.
No food or drink is to be taken onto the equipment or matting at any time.
No chewing gum permitted in the Gym at any time.

Always follow the instructions of your coach.

. Always walk around the apparatus areas while they are in use to prevent collisions.

. Do not jump or vault into the pit without permission from your coach or checking for other

gymnasts first.

Always notify administration of any changes to medical details or emergency contact
details for your child/children.

No video or still photography. The flash may cause an injury and it is also forbidden
under child protection laws and our member protection policy. During events,
photography (of your child only) is permitted provided your flash is turned off.

No Nut products permitted in the Gym. Some children are highly allergic.

Children must not leave the building unless accompanied by a parent or Guardian, all
children participating in our OSHC services must be signed in and out by a authorized
person.
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PRIVACY POLICY

Carmel & Co Gymnastics is committed to protecting your privacy. We will collect, use,
disclose and hold personal information in accordance with the privacy act 1998 (the act). For
further details, you can contact the office on 4297 4400. Please note that this information will be
available to Carmel & Co staff members in full.

BEHAVIOUR MANAGEMENT POLICY

Disciplinary action will be taken by Carmel & Co Gymnastics against anyone who is
found to be in breach of the code of behaviour or Gym safety rules in this handbook.
Disciplinary action will be administered in a three-phase education process designed to allow
more than enough guidance in correcting inappropriate behaviour.

e Phase one — Club to counsel offender and explain the breach

e Phase two — Offender suspended from attending if a breach of the same nature occurs in a
12 month period

o Phase three — Membership will be removed permanently for a third offence in a 12 month
period.

CHANGE OF DETAILS

All Parents/Guardians are required to inform administration, and complete an “change of
details form” (available from our website) in any of the following circumstances:

e A change of address, phone numbers or emergency contact details.
e A change in any custodial agreements.
¢ Of any new medical conditions we should be aware of.
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COMPLAINTS PROCEDURE

INFORMAL

1. Many complaints can be solved through an informal process of mediation and/or
conciliation. The informal process seeks a positive outcome for the parties concerned.
Carmel & Co Gymnastics encourages all members who have a complaint to utilise the
informal process where possible to resolve issues.

2. A complainant may initially seek to resolve an issue promptly through an approach to the
Managing Director

3. The Managing Director will listen to the complainant and attempt to get a clear
understanding of the exact nature of the complaint, and what the complainant would like as
an outcome.

4. The Managing Director shall assess the details of the complaint and assist and support the
complainant in seeking a solution.

5. If the complainant is not satisfied with the outcome of the informal procedure a formal
grievance may be lodged.

FORMAL

1. A formal complaint should be submitted in writing to the managing director, outlining the
incident, and discussions during the informal stage, if any.

2. The Managing Director or nominee shall:

a) Formally acknowledge to the complainant the receipt of the complaint;

b) Investigate the complaint.

c) In matters that involve the Managing Director the Coaching Co-ordinator will be
responsible for investigating the complaint.

d) Formally advise the respondent about the nature of the complaint, the
complainant, and the complaint management procedure. The respondent will
reply, in writing, to the Managing Director

3. The Managing Director shall consider the information received and then determine:

a) whether the complaint is justified, or;

b) whether the complaint is vexatious, frivolous or without merit and if so to dismiss
it; or

c) whether additional information is required,

4. During the formal complaint procedure, only the matters contained in the formal complaint
shall be investigated.

5. At any time the complaint is discussed with the complainant or the respondent, they may be
accompanied by one person of their choice, such as a: conciliator, friend, or relative, but not
a legal representative. This person may not address the Managing Director — they are there
purely for support.

6. Likewise the Managing Director or any other person involved in the complaint procedure

may invite the assistance of an interpreter to the meeting.

The Managing Director shall advise the complainant and the respondent of its decision.

8. The decision of the Managing Director is final.

N
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9. If the complainant feels the issue has not been resolved to their satisfaction, they have the
right to take their complaint to a higher authority.

EMERGENCY EVACUATION PROCEDURE

In the event of an emergency where an evacuation is necessary, an uninterrupted
sounding of a whistle will sighal spectators, participants and staff to evacuate immediately in a
calm and orderly fashion. Upon leaving the building, all parents, participants and staff will move
to one of two designated evacuation assembly areas. Assembly areas, and evacuation plans
are posted around the gym at various locations.
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