
 

 

 

 

 
 
 
 

The Knox and District Toy Library Inc. provides a variety of fun, education and  
age-appropriate toys for loan, at an affordable rate, to promote children's learning and 
development through play. The Toy Library also aims to support family interaction in the local 
community. 
 
We cater for children from 6 months to 6 years old. A Toy Library membership gives children the 
opportunity to experience a wider range of toys than they wouldn’t normally have access to, and it 
allows children to make choices and to learn from their decision making.  
 
Benefits of your Toy library membership include:  

• Access to a large variety of quality toys for children of various ages.  

• Expose your child to an enormous range of play experiences, increasing their opportunities 
for learning and contributing to their development  

• Access to ideas and information about child 
development and appropriate and safe play 
experiences 

• Be part of your community 

• Meet other parents and carers in an informal 
environment, sharing experiences and exchanging 
information  

• Opportunity to participate in events run throughout 
the year like Messy Play Day.  
 

 
 
 

Knox and District Toy Library Inc is run by a committee of volunteers who are members of the 
Toy Library.  
 
The Committee of Management meets monthly to discuss all business pertaining to the Toy 
Library. General members are most welcome to attend these meetings.  
 
The committee is elected each year at the AGM, held in September, although any member is 
welcome to join to fill vacant positions throughout the year. Committee members receive 
special benefits in return for all their dedication, it is also a lot of fun, a great social break from 
the family and can be a chance to flex those brain muscles.  
Two paid coordinators are employed part-time to run the library sessions. 

 

New Member Information 
Promoting children’s learning, growth and development through play 



 

 
 
 

• Read this information package carefully  

• Fill out the membership form in full  

• Give the form to a coordinator with your photo ID showing your current address, along with 
payment. Payment can be made via cash or EFT.  

• Once you have signed up as a member you may commence borrowing toys.  
 

 
 
 

Monday      10:30am -12:30pm 
Thursday  10am – 12pm 
Friday  10am to 12pm 
Saturday  10am to 12pm  
 
We are open all year around apart from public holidays and the Christmas holiday period when 
we are closed for a few weeks.   

 
 
 
 

5 Toy membership  5 items  $75 ($55 conc.) 
 
9 Toy membership  9 items  $95 ($65 conc.) 
 
Family Day Care / Kindergartens / Playgroups  
   9 items  $135 

 
 
 
 

Once you have become a member, you will receive an email link to your SETLS account. This is 
the database that we use to loan toys out to members together with recording volunteer duties. 
 
Through your online account you can renew toys along with signing up to a volunteer shift. 
Included in this pack are instructions on how to use SETLS.  
 

 
 
  

Toys can be borrowed for a maximum of two weeks, unless the due date falls on a long 
weekend, then the items maybe borrowed for 3 weeks. 
 
 
 



 

 
 
 

Some toys contain very small pieces. Please choose carefully if you have young children. 
 
Helmets are required to be worn when using scooters and tricycles. Other safety equipment is 
also recommended. Please read the safety disclaimer carefully when filling in your membership 
form  

 
 
 
 

A Early Skills H Sand and Water  
 

B Construction  J Science, Technology, Engineering, Art, Maths   
( STEAM) 
 

C Puzzles  
 

L Matching and Manipulation  
 

D Costumes and Puppets  
 

M Board Games 

E Music  
 

N Active Play / Gross motor 

F Role Play / Imaginative Play 
 

SS Story Sacks 
 

G Transport  
 

K Tool kits / work benches 

 
 
    
 

It is the responsibility of each member to check that all the parts of a toy to 
be borrowed are present before the toy leaves the Toy Library.  
 
Before returning, please clean all toys and if a storage bag requires some 
cleaning and maintenance, please do so.  
 
On return, each toy is checked against the inventory / list, cleanliness and 
condition of the toy.  

 
Constant use takes its toll on some of the toys, so if a toy is worn, broken or needs some 
maintenance, please bring it to the attention of the volunteers doing returns, or the coordinator. 
If any pieces are found to be missing, you may be asked to renew the item for another fortnight 
or fined $3 per missing piece, which is refundable upon its return.  
 



 

Reimbursement to the Toy Library for more expensive missing items, or members who 
continually return toys in an unfit condition will be referred to the next committee meeting for 
consideration. 

 
 
 

You can renew items online through your SETLS account. Instructions on how to do this are 
included in this pack.  
or 
Please SMS your request with the toy number and your name to 0424 265 790, or email 
info@knoxtoylibrary.org.au 
 
 

 
 
 

There is a fine of $2 per week for overdue toys, so please renew if you are unable to make the 
due date.  
 

 
 
 
 

Knox and District Toy Library is a volunteer run organisation, we need your help to keep the 
Toy Library running and maintained. We ask for you to donate your time for four duties per 
calendar year (approximately 8 hours in total per year).  
 
Available volunteer tasks include:  

• Helping the coordinators during a borrowing session. Tasks include counting and  
checking the toys being returned and putting them back in their correct locations, 
packing up at the end of a session, and general tidying of the rooms used by the Toy 
Library.  

• Maintenance of the gardens of the Toy Library  

• Assisting in the annual stocktake in January  

• Assisting at a fundraising activity, eg a BBQ or a event run by the Toy Library  

• Bagging and labelling toys  

• Repairing broken toys  
 

If you are unable to perform your four duties, we ask you to pay a duty levy of $15 per term, 
this is to be paid up front at the start of the term. If a duty is not attended or the levy is not paid, 
a fine of $25 will be issued at the end of term with borrowing rights suspended until the fine is 
paid. 
 
 
 

 

mailto:info@knoxtoylibrary.org.au


 

 
 
 

All new toys are purchased mainly through our fundraising efforts spread throughout the year 
and we ask for member support during these activities. We try to keep the majority of them 
within Library opening hours and with minimal “hassle” factor as we realise that our members 
will most likely have competing fundraising activities in other areas of family life.  
 
We also apply for grants including through the Knox City Council which allows us to purchase 
larger items for the toy library.  

 
 
 

Our Party Packs are a fantastic addition to the next party you are planning. 
 

Party packs available: 

• $35 for the ball pit 

• $50. We have various party packs available for hire. Some of the popular ones include: 
 

Under 3 pack 

 

Standard pack 

 
Items in the party packs include: 

- Slides 
- Climbing frames 

- Giant LEGO sets 
- Little Tikes cosy coupe cars 

 
Also available to hire are table and stools for $20 ($30 for non members) a set includes 2 tables 
and 12 stools. 
For more information and details, as well as to book the packs, please speak to a coordinator 
during borrowing hours or email us. 
  
 

 
 

 
 
 
 
 



 

 

        

 
 

Toy cleaning instructions 
  

As part of Toy Libraries Australia’s Covid-safe plan approved by public health officials,  
all members are required to thoroughly clean their toys prior to returning them to the 

toy library.  
If you do not clean your toys at home, you will be requested to clean them in the toy 

library.  
 

We thank you for keeping all our members safe. 

 
 

How to clean  

Wipe the toy thoroughly with a cloth damp with either a pH neutral detergent (such as diluted 

dishwashing detergent) or a 2-in-1 cleaner/disinfectant (most multipurpose sprays available at the 

supermarket). If using a 2-in-1 multipurpose spray, the solution must be sprayed onto the cloth until 

it is quite damp. You can use something like an old toothbrush or a cotton bud to get into hard to 

reach places.  

Dry the toy with a tea towel or leave to dry overnight. Please make sure the toy is perfectly dry 

before returning it to its bag or box. Do not submerge toys in water as they can trap water inside 

them or in the case of wooden toys, they can get too wet to effectively dry.  

 

Special tips 

• Baby Rattles – Do not to immerse rattles in water as they collect water which can lead to 
harmful bacteria developing.  Wipe the surface with a cloth. 

• Wooden Toys and Train Sets – Wipe over. Allow time to thoroughly dry. These toys should 
not be immersed or soaked. 

• Duplo/Lego – Wash well with hot soapy water and a toothbrush.  Rinse and leave to drain 
overnight. 

• Bath toys – Please wash after using in the bath and ensure no water remains trapped in the 
toy.  

• Outdoor/Sandpit Toys – These must be cleaned well remembering that the next member 
may wish to use it inside.  Remove all sand and dirt and clean well with hot soapy water. 



 

• Board Games and Cardboard Puzzles – Paper-based materials, such as puzzles and games, 
are not considered a high risk for transmission and do not need additional cleaning or 
disinfection procedures. Please clean counters and other plastic parts of a game. 

• Fabric items (Dress-ups/Puppets/Dolls Bedding/Infant Soft Toys) – Hand wash or gentle 
machine wash with laundry detergent and hang to thoroughly line dry. 

• Bikes, scooters and other ride-ons – These must be washed, keeping in mind that the next 
member may wish to use them inside. 

• Toy storage bags and boxes – Wipe handles and all areas that have been touched, ensuring 
everything is dry before placing toys back in them. 

 

 
If anyone in your family has been unwell (e.g. vomiting, diarrhoea, respiratory infection)  

please contact the toy library prior to returning the toy for further advice. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Rosa Benedikt Centre, 11-13 Gerda Street SCORESBY, 3179 
www.knoxtoylibrary.org.au  |  info@knoxtoylibrary.org.au |  0434 265 790  
www.Facebook.com/knoxtoylibrary 
 

http://www.knoxtoylibrary.org.au/
mailto:info@knoxtoylibrary.org.au
http://www.facebook.com/knoxtoylibrary


 
 

 

Knox & District Toy Library 
11-13 Gerda Street 
Scoresby 3179 

MEMBER REGISTRATION FORM 

PARENT 1 / CARER INFORMATION 

First Name: Last Name: 

Email: 

Current address: 

City: State: Post Code: 

Phone: Mobile: 

Concession Number: License / Medicare Number: 

PARENT 2 / CARER INFORMATION 

First Name: Last Name: 

Email: 

Current address: 

City: State: City: 

Phone: Mobile: 

Concession Number: License / Medicare Number: 

CHILD DETAILS 

Child’s Name: 

D.O.B Male / Female (please circle) 

Child’s Name: 

D.O.B Male / Female (please circle) 

Child’s Name: 

D.O.B Male / Female (please circle) 

MEMBERSHIP DETAILS 

5 Toys 9 Toys Concession 
Kinder / 
Pgroups 

Committee 

HOW DID YOU HEAR ABOUT THE TOY LIBRARY (PLEASE CIRCLE) 

 
Health Nurse 

 

Website Friend Newspaper Pamphlet Knox Council Other: 

DUTIES 

As a volunteer run organization, we rely on every member to keep the toy library functioning. There is a requirement of 4 duty 

sessions per year (one per term). If you are unable to perform your duties, we ask you to pay a duty levy of $15 per term. This is 

to be paid up front at the start of the term. If a duty is not attended or the levy is not paid, a fine of $25 will be issued at the end 
of the term with borrowing rights suspended until the fine is paid. 



 
 

 

Knox & District Toy Library 
11-13 Gerda Street 
Scoresby 3179 

MEMBER REGISTRATION FORM 

DECLARATION 

Declaration: I apply for membership of the Knox and District Toy Library Inc. and agree to comply with its rules. I agree to pay 
the Knox and District Toy Library Inc. fines and fees as per the current schedule and as agreed by the committee. I also agree to 

perform a minimum of 4 duties per year, being 1 per term and will pay the $15 levy (per term) if unable to perform my duty. 

Membership is not transferable and non-refundable after one month from initial membership date. 

SIGNATURES 

Signature of applicant: Date: 

WAIVER 

Please read the waiver, release and indemnity for bicycles and scooters over the page and sign below. 

I, _______________________________ have read and agreed to the terms and conditions of borrowing any bicycle (including 
balance bikes), tricycle or scooter and I will provide my child with an appropriate bike helmet which meets Australian safety 

standards. 
Signed: _____________________________________________________ Date: _______________ 

KNOX AND DISTRICT TOY LIBRARY - WAIVER, RELEASE AND INDEMNITY FOR BICYCLE AND SCOOTERS  
 
The Knox and District Toy Library ("Provider") is pleased to make bicycles and scooters available to subscribers ("the Service").  
 
As a subscriber to the Service you acknowledge that there are dangers and risks inherent with bicycle and scooter riding (the 
“Activity”) to which any child under your supervision ("Your Child") may be exposed.  
 
The Provider does not provide protective clothing or bicycle helmets and it is your responsibility to ensure that Your Child wears a 
helmet at all times and is otherwise appropriately attired when participating in the Activity. You agree that Your Child will  
participate in the Activity at your own risk. You also agree to voluntarily assume responsibility for supervising the Activity and any 
injury, death or property damage you or Your Child may suffer or cause as a result of participating in the Activity.  
 
To the maximum extent possible at law, you (both in your personal capacity and on behalf of Your Child) agree to release, hold 
harmless and indemnify the Provider and its respective officers, employees, servants, agents and contractors (the “Indemnified 
Persons”) against all actions, claims, suits, costs, expenses, demands and damages suffered or incurred by the Indemnified 
Persons or any one or more of them by reason of, or in respect of, or in any manner whatsoever arising out of, or caused by, your 
use of the Service or Your Child's participation in the Activity.  
 
You agree that you are subscribing to the Service on the express condition that the Provider:  
 
(a) will, under no circumstances be liable or responsible in any manner whatsoever for any death, loss, accident, damage or injury 
to you, Your Child or any of your servants, agents, contractors, visitors or invitees or any other person whatsoever (“Related 
Party”) which may happen as a result of your use of the Service or Your Child participating in the Activity; and  
 
(b) will not incur or be under any liability whatsoever to you, Your Child, or to any Related Party for any loss, damage or injury to 
or in respect of any of your property or of any Related Party’s property.  
 
The Provider is not liable to you, Your Child or any Related Party in respect of any indirect or consequential loss. For the 
avoidance of doubt, ‘consequential loss’ means loss or damage arising from a breach of contract, tort (including negligence), 
under statute or any other basis in law or equity of an indirect or consequential nature including, but without limitation, loss of 
profits, loss of revenue, loss or denial of opportunity, loss of goodwill, loss of business reputation, future reputation or publicity, 
damage to credit rating and indirect, remote, abnormal or unforeseeable loss, or any similar loss whether or not in the reasonable 
contemplation of the parties. 

 

CHILD SAFETY CODE OF CONDUCT 

Please read Knox Toy Library’s child safe Code of Conduct and child safe policy and sign below. 
I__________________________________ have read and understood Knox Toy Library’s Child Safe Code of  
Conduct and Child Safe policy. 
Signed: ______________________________________________________              Date:_______________ 
 

 



                                      

                                          Reg. No. A0016 089D 

                               ABN 65 829 655 200     

           

       Knox Toy Library 

    Child Safe Policy and       
statement of commitment 

 

Our commitment to child safety  

Our organisation is committed to child safety.  

We want children to be safe, happy and empowered. We support and respect all children, as 

well as our staff and volunteers.  

We are committed to the safety of all children. 

We have zero tolerance of child abuse, and all allegations and safety concerns will be treated 

very seriously and consistently with our robust policies and procedures. 

We have legal and moral obligations to contact authorities when we are worried about a 

child’s safety, which we follow rigorously.  

Our organisation has robust recruitment practices for all staff and volunteers. 

We have policies, procedures and education in place that support our staff and volunteers to 

achieve these commitments.  

If you believe a child is at immediate risk of abuse phone 000.  

Our staff and volunteers 

This policy guides our staff and volunteers on how to behave with children in our organisation.  

Children should never be left unsupervised in the care of toy library staff or volunteers. 

Parents/guardians should always supervise their children at the toy library. Wherever feasible 

toy libraries should implement the ‘two-person rule’ – ensuring there are two people present 

when the toy library is open. 

All of our staff and volunteers must agree to abide by our code of conduct, which specifies the 

standards of conduct required when working with children.  

Our organisational culture aims for all staff and volunteers to feel confident and comfortable in 

discussing any allegations of child abuse or child safety concerns. Education is important to 



ensure that everyone in our organisation understands that child safety is everyone’s 

responsibility.  All staff receives training on our code of conduct. 

Any inappropriate behaviour will be reported through appropriate channels, including the 

relevant government department or police, depending on the severity and urgency of the 

matter. 

Training and supervision 

Training and education is important to ensure that everyone in our organisation understands 

that child safety is everyone’s responsibility.  

Our organisational culture aims for all staff and volunteers (in addition to parents/carers and 

children) to feel confident and comfortable in discussing any allegations of child abuse or 

child safety concerns. We train our staff to identify, assess, and minimise risks of child abuse 

and to detect potential signs of child abuse.  

New employees and volunteers will be supervised regularly to ensure they understand our 

organisation’s commitment to child safety and that everyone has a role to play in protecting 

children from abuse, as well as checking that their behaviour towards children is safe and 

appropriate (please refer to this organisation’s code of conduct to understand appropriate 

behaviour further). Any inappropriate behaviour will be reported through appropriate 

channels, including the, relevant government department or police depending on the severity 

and urgency of the matter. 

Recruitment 

We take all reasonable steps to employ appropriately skilled people to work with our 

members. We develop selection criteria that clearly demonstrate our commitment to child 

safety and an awareness of our social and legislative responsibilities.  

We carry out reference checks and working with children checks for any paid staff members 

to ensure that we are recruiting the right people. Please see the Working with Children Check 

website <www.workingwithchildren.vic.gov.au> for further information  

Fair procedures for personnel 

The safety and wellbeing of members is our primary concern. We are also fair and just to 

personnel. The decisions we make when recruiting, assessing incidents, and undertaking 

disciplinary action will always be thorough, transparent, and based on evidence.  

We record all allegations of abuse and safety concerns using our incident reporting form, 

including investigation updates. All records are securely stored.  

If an allegation of abuse or a safety concern is raised, we provide updates to children and 

families on progress and any actions we as an organisation take.  

Privacy 

All personal information considered or recorded will respect the privacy of the individuals 

involved, whether they are staff, volunteers, parents or children, unless there is a risk to 

someone’s safety. We have safeguards and practices in place to ensure any personal 

information is protected. Everyone is entitled to know how this information is recorded, what 

will be done with it, and who will have access to it.  

http://www.workingwithchildren.vic.gov.au/


Legislative responsibilities 

Our organisation takes our legal responsibilities seriously, including: 

• Failure to disclose: Reporting child sexual abuse is a community-wide responsibility. All 

adults in Victoria who have a reasonable belief that an adult has committed a sexual 

offence against a child under 16 have an obligation to report that information to the police. 

• Failure to protect: People of authority in our organisation will commit an offence if they 

know of a substantial risk of child sexual abuse and have the power or responsibility to 

reduce or remove the risk, but negligently fail to do so. 

• Any personnel who are mandatory reporters must comply with their duties.  

Risk management 

In Victoria, organisations are required to protect children when a risk is identified (see 

information about failure to protect above). In addition to general occupational health and 

safety risks, we proactively manage risks of abuse to our children. 

We have risk management strategies in place to identify, assess, and take steps to minimise 

child abuse risks, which include risks posed by physical environments (for example, any 

doors that can lock), and online environments (for example, no staff or volunteer is to have 

contact with a child in the organisation on social media).  

Regular review 

This policy will be reviewed every two years and following significant incidents if they occur. 

We will ensure that families and children have the opportunity to contribute. Where possible 

we do our best to work with local Aboriginal communities, culturally and/or linguistically 

diverse communities and people with a disability.  

Allegations, concerns and complaints 

Our organisation takes all allegations seriously and has practices in place to investigate 

thoroughly and quickly.  

We work to ensure all families, staff and volunteers know what to do and who to tell if they 

observe abuse or are a victim, and if they notice inappropriate behaviour.  

We all have a responsibility to report an allegation of abuse if we have a reasonable belief 

that an incident took place (see information about failure to disclose above). 

If an adult has a reasonable belief that an incident has occurred then they must report the 

incident. Factors contributing to reasonable belief may be: 

• A child states they or someone they know has been abused (noting that sometimes the 

child may in fact be referring to themselves) 

• Behaviour consistent with that of an abuse victim is observed 

• Someone else has raised a suspicion of abuse but is unwilling to report it 

• Observing suspicious behaviour.  
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  CODE OF CONDUCT 
                         

 
All staff, volunteers and committee members of Knox Toy Library are required to observe child safe principles and 

expectations for appropriate behaviour towards and in the company of children, as noted below. 
 

All personnel of Knox Toy Library responsible for supporting the safety, participation, wellbeing and 

empowerment of children by: 
 

•    adhering to Knox Toy Library’s child safe policy at all times / upholding Knox Toy Library’s statement of commitment to child 

safety at all time 

•    taking all reasonable steps to protect children from abuse 

•    treating everyone with respect 

•    listening and responding to the views and concerns of children, particularly if they are telling you that they or another child 

has been abused and/or are worried about their safety or the safety of another 

•    promoting the cultural safety, participation and empowerment of children with culturally and/or linguistically diverse 

backgrounds (for example, by having a zero tolerance of discrimination) 

•    promoting the safety, participation and empowerment of children with a disability (for example, during personal care 

activities) 

•    ensuring as far as practicable that adults are not left alone with a child 

•    reporting any allegations of child abuse to Knox Toy Library Child Safety Officer HELEN RILEY 

 / leadership, and ensure any allegation to reported to the police or child protection 

•    reporting any child safety concerns to Knox Toy Library Child Safety Officer HELEN RILEY 

/ leadership 

•    if an allegation of child abuse is made, ensure as quickly as possible that the child(ren) are safe 
 

Staff and volunteers must not: 
 

•    develop any ‘special’ relationships with children that could be seen as favouritism (for example, the offering of gifts or 

special treatment for specific children) 

•    exhibit behaviours with children which may be construed as unnecessarily physical (for example inappropriate sitting on laps. 

Sitting on laps could be appropriate sometime, for example while reading a storybook to a small child in an open plan area) 

•    put children at risk of abuse (for example, by locking doors) 

•    engage in open discussions of a mature or adult nature in the presence of children (for example, personal social activities) 

•    use inappropriate language in the presence of children 

•    express personal views on cultures, race or sexuality in the presence of children 

•    discriminate against any child, including because of culture, race, ethnicity or disability 

•    have any online contact with a child or their family (unless necessary, for example providing families with e- newsletters) 

•    ignore or disregard any suspected or disclosed child abuse. 
 

By observing these standards you acknowledge your responsibility to immediately report any breach of this code to 

Knox Toy Library Child Safety Officer Helen Riley / leadership.  

If you believe a child is at immediate risk of abuse phone 000. 
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