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Walkley Heights 
Child Care Centre 

For a child everything is a potential learning 
experience. As educators we need to think 

about how learning can be part of every 
moment of the day. 

 

òCurriculum encompasses 

all the interactions, 

experiences, activities, 

routines and events, 

planned and unplanned, 

that occur in an 

environment designed to 

foster childrenõs learning 

and developmentó 
 

                      (Early Years Learning Framework, p.9) 

 

 

http://www.walkleyheightschildcarecentre.com.au/
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A sense of belonging is essential if children are to be 

successful learners. By fostering belonging we also 
foster wellbeing and learning. 

òBeing recognises the 

significance of the 

here 

and now in childrenõs  

lives.ó 

 

 

                   (Early Years Learning Framework, p.7) 

 

Childhood does not have to be hurried. Sometimes the 

Best preparation for being five (or four, or three, or twoé) 
Is to be four (or three, or two, or one) for a whole year. 

òBeing recognises the 

significance of the here 

and now in childrenõs  

lives.ó 

 

 

                   (Early Years Learning Framework, p.7) 

 



 

 

 
 
 
 

 
 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Welcome 
Welcome to Walkley Heights Child Care Centre, where the  
children have fun, gain friendships and learn lifelong skills also where you 
as parents will have the confidence to leave your child in a safe and 
nurturing environment. 
The Centre is proud to be South Australian and excited that it provides job 
opportunities and assists the economy in this wonderful State of ours.  
We are also extremely proud that our Centre has received the Australian 
Small Business Champion Award in 2017 (in the category of Child Care). 
 

The Centre is able to comfortably accommodate 80 children in total, with 
20 of those places being for under twos.  
 

We have had experience within the Child Care industry for many years 
and feel we provide a family atmosphere where everyone is listened to 
and treated as individuals. As parents ourselves, we believe and 
understand the importance that you as parents are comfortable and feel 
supported in the choice you make in regards to your child. We feel you 
will find that at Walkley Heights Child Care Centre and thank you for 
giving us this opportunity, along with our dedicated staff to provide the 
type of care you deserve. 
 

There are many benefits for children to spend time in Child  
Care: 
Ï opportunities to engage in a wider range of play activities  

that are challenging and developmentally appropriate 
Ï emphasis on socialisation 
Ï encouraged to be part of the larger community 
Ï encouraged to develop their mind and body 
Ï encouraged to develop a positive self-image and  

autonomy 
Ï preparation for school     
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Recycled goods 
 

 

The items listed below are always in demand by the children: 
 

      small cardboard boxes   cotton reels 
      buttons     wool & material scraps 
      greeting cards    cardboard rolls 
      containers (margarine, yoghurt etc.) lids of all types 
      bottle tops     wood off cuts 
      coloured paper    white paper 
      ribbon     foil paper 
      magazines     foam meat trays 
      wallpaper     feathers, gumnuts etc. 
 

Just to mention a few! It is amazing what items can be used for art and 
craft activities. 

 
 

In closing 
 

²Ŝ ōŜƭƛŜǾŜ ǘƘŀǘ ǇŀǊŜƴǘǎ ŀǊŜ ǘƘŜ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ƛƴŦƭǳŜƴŎŜ ƛƴ ǘƘŜƛǊ ŎƘƛƭŘΩǎ 
life and we respect and support this relationship. We are sensitive to the 
needs of all families and feel we provide a safe, caring and healthy 
environment. 
 

We are extremely proud of our Centre, its staff, its facilities, its 
cleanliness and the way we provide a family atmosphere for all to share.  
Please come and talk to us any time when you have a query or suggestion 
you may wish to discuss. 
 

Thank you for considering Walkley Heights Child Care Centre. 
 

Kindest regards, 
  
Randall Johncock 
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Statement of philosophy 
At our Centre, we believe each child has the right to reach their full potential.  

We believe it is our duty to provide a safe, nurturing and warm environment that 
encourages and stimulates their growth and development.  

We acknowledge that learning is a life-long process and therefore make a commitment to 
ongoing professional development.  

We understand the importance of reflective practices in our role working alongside 
children. We will play and work with children to discover new ideas whilst engaging in 
active research to better provide opportunities for fostering learning and development. 

We acknowledge the diversities of our families within our centre in their language, 
cultural and beƭƛŜŦ ǎȅǎǘŜƳǎΦ ²Ŝ Ƴǳǎǘ ōŜ ǊŜǎǇŜŎǘŦǳƭ ƻŦ ŜŀŎƘ ƻǘƘŜǊΩǎ ŘƛŦŦŜǊŜƴŎŜǎΣ ǊƛƎƘǘǎ ŀƴŘ 
beliefs. Our programming and anti-bias education programs are reflective of this, whilst 
also fostering development and a strong sense of self esteem. 

We believe that children are confident, competent and resourceful learners who are 
capable of constructing their own knowledge of the world around them.  

We aim to build relationships that support children to: 
Ï develop a strong sense of identity, belonging, becoming and positive well being 

Ï see themselves as constructive contributors to the community 

Ï see themselves as valued, unique and powerful individuals 

Ï learn to be respectful and empathetic members of the community 

Ï be respectful of the environment and to acknowledge the importance of developing 
environmentally sustainable practices by participating in recycling and wise water 
usage 

Ï have fun!  

We believe that play is an integral part of learning. Children are provided with individual 
learning experiences that are based on their developmental needs, and opportunities to 
lean and explore their world in both small and large group experiences.  

We believe that our centre is an extension of the family unit; therefore, it is our role to 
support the parents and guardians of the children who are in our care. We encourage 
family involvement within our centre and endeavor to work alongside them in assisting all 
children to reach their full potential. 

We recognise the importance of communication and collaboration between families and 
educators. 

In order to achieve the above we must form positive relationships and strong partnerships 
between children, parents, staff, management and the wider community. 

To this end we encourage all participants to be active in the CŜƴǘǊŜΩǎ ǇƘƛƭƻǎƻǇƘȅΣ Ǉƻƭicies 
and procedures.  
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Gender or cultural background 
 

 

In all ways, our environment shall be non-sexist and non-racial. 
ChildrŜƴΩǎ ŎǳƭǘǳǊŀƭ ōŀŎƪƎǊƻǳƴŘ ǿƛƭƭ ōŜ ǊŜǎǇŜŎǘŜŘΣ ŀƴŘ ŀŎǘƛǾƛǘƛŜǎ ǿƛƭƭ 
reflect a range of cultural experiences. 
 

Promotion of the home language is encouraged (may need help from 
the family with this) in conjunction with the English language. 
 

As a centre we have access to resources from: 
Ï Centre Support - provides information, resources, training and 

support  

Ï Inclusive Directions ς provides advice and training 

Ï Aboriginal Resource & Management Support Unit (ARMSU) - 

provides culturally appropriate support, information, resources 

and training 

Ï Diversity Directions - provides resources including play items for 

the children on a wide range of multicultural issues and events 

 
 
 

Grievances 
 

Where a family has a concern with the Centre or staff, they should 
bring it to the ŀǘǘŜƴǘƛƻƴ ƻŦ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ǊƻƻƳ ƻǊ 
Randall. We aim to address any concerns immediately. Your feedback 
ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǳǎΧ ƛŦ ǿŜ ŀǊŜ ƴƻǘ ŀǿŀǊŜ ƻŦ ǘƘŜ ǇǊƻōƭŜƳ ǿŜ Ŏŀƴƴƻǘ 
address it. 
 

All matters will be held in the strictest of confidence. 
 

** We are always here to listen ** 
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Our goals 
 

We aim to: 

Ï Provide a secure happy and caring environment, which we will promote 
the feeling of trust, acceptance and belonging, being and becoming 

 

Ï Provide a safe, nurturing and stimulating environment, which encourages 
all round development of the childΩs mind and body 

 

Ï Promote positive feelings of self-worth. Children are encouraged to feel 
that they are a unique individual 

 

Ï Develop ǊŜǎǇŜŎǘ ŦƻǊ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ōŜƭƛŜŦǎ ŀƴŘ ŎǳƭǘǳǊŜ 
 

Ï Guide children in a positive way, to accept the logical consequences of 
their behaviour 

 

Ï Strive to create a program which truly reflects the lives of our children, 
family and community by recognizing the impact which culture plays on 
families, and to build strong partnerships with all families and the 
community 

 

Ï To build on each ŎƘƛƭŘΩǎ ƛƴǘŜǊŜǎǘ ŀƴŘ ǎǘǊŜƴƎǘƘǎ ŀƴŘ ǘƻ ōŜ ƳƛƴŘŦǳƭ ƻŦ ǘƘŜƛǊ 
needs and beliefs 

 

Ï Be flexible, efficient, friendly, non-judgmental and always willing to learn 
 

Ï Learn a love of nature and respect for the environment and work 
towards developing environmentally sustainable practices 

 

Ï We acknowledge that learning is life-long and we are committed to 
ongoing professional development 

 

Our centre liaises with many local services like the local library, Child and 
Youth Health, Inclusive Directions, Department for Education and Child 
Development, Special Needs Services and Child and Adolescent Mental Health 
Service, National Disability Insurance Scheme etc.  
{ƘƻǳƭŘ ȅƻǳ ƘŀǾŜ ŀƴȅ ŎƻƴŎŜǊƴǎ ƻŦ ȅƻǳǊ ŎƘƛƭŘΩǎ ŘŜǾŜƭƻǇƳŜƴǘ ƻǊ ȅƻǳ ƴŜŜŘ ƘŜƭǇ 
to seek services, please speak to the staff or management.  
¢ƘŜ ŎŜƴǘǊŜ ƛǎ ŀ ά{ŀŦŜǘȅ IƻǳǎŜέ ŀƴŘ ƛƴ ǘƘŜ ƭƻŎŀƭ bŜƛƎƘōƻǳǊƘƻƻŘ ²ŀǘŎƘ ǎȅǎǘŜƳΣ 
provides an extra service or support when the need arises to the larger 
community. 
We encourage open communication between staff, parents and children. 
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Behavioural management 
 

We believe in encouragement and positive guidance rather than 
discipline, recognising why a child behaves in a certain way, and 
encouraging more acceptable forms of behaviour.  

 
 

Childrenõs security 
 

You must sign your child, both in and out, each day using the iPad 
located in the Reception area. If the child is not signed in and out each 
day of attendance, we are required by Services Australia to charge full 
fees. Also, in the unlikely event of an emergency it enables us to have 
a correct register of children who are in for the day. 
Please note: 

Ï Your child should always be accepted by a staff member on 
arrival 

Ï Your child will only be released to you or an authorised person 
stipulated by you in written form (or in an emergency by 
telephone) 

Ï Tell a staff member personally that you are taking your child, 
ŘƻƴΩǘ ŀǎǎǳƳŜ ǎǘŀŦŦ ƘŀǾŜ ǎŜŜƴ ȅƻǳ 

Ï Please inform staff of custody orders (photocopy to be supplied) 

Ï Proof of identification may be asked for by the staff 
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Orientation 
 

We encourage you to bring your child in to the Centre for orientation prior 
to their starting date; this will enable them to become familiar with the 
staff and also the surroundings and sounds. Discuss this with us to arrange 
a suitable time. 

 
Opening hours 
 

Monday to Friday from 6:30am to 6:30pm, 52 weeks of the year 
(excluding Public Holidays) 

 

National quality framework   
  

Walkley Heights Child Care Centre has implemented the National Quality 
Framework system to ensure that the children have stimulating and 
positive interactions, which fosters all aspects of their development.  
Parent involvement and input is encouraged, either by offering 
suggestions or participation in our National Quality Framework Discussion 
Group.  

 

SeeSaw 
 

We incorporate SeeSaw into our practice to involve families to 
communicate and see what their child is participating in whilst at child 
care. We invite families to download the SeeSaw app on their devices to 
view their ŎƘƛƭŘΩǎ portfolio, each family is given their own QR code to login 
to their private account. 
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Toilet training 
 

Parents and staff need to communicate about toilet training for their 
child.  
 

They should work in conjunction with each other: 
 

If a child is being toilet trained at the Centre it is also desirable that 
this training be conducted at home in the evening and on 
weekends 

 

Please ensure when your child is toilet training that there is a sufficient 
supply of full sets of clothes (approximately 5 per day). The ǳǎŜ ƻŦ άǇǳƭƭ 
ǳǇǎέ ƛǎ ŀ ǿŀȅ ƻŦ ƎƛǾƛƴƎ ŎƘƛƭŘǊŜƴ ƛƴŘŜǇŜƴŘŜƴŎŜΣ ōǳǘ ŀƭǎƻ ǇǊƻǾƛŘŜǎ ǘƘŀǘ 
extra peace of mind. 
 

We are here to help during this stage of development, so please feel 
free to talk to us. 
Under no circumstances is a child scolded or shamed. Children are 
treated with respect. 

 
 

Accidents / injuries 
 

Every effort is made to prevent accidents, however should your child 
ƘŀǾŜ ŀƴ ŀŎŎƛŘŜƴǘ ǘƘŜ ƛƴŎƛŘŜƴǘ ǿƛƭƭ ōŜ ǿǊƛǘǘŜƴ ƻƴ ȅƻǳǊ ŎƘƛƭŘΩǎ ǇŜǊǎƻƴŀƭ 
accident form, with a description of treatment given by staff. 
 

In case of an emergency, an ambulance may need to be called to take 
your child to the local doctor or to a hospital (the Centre will not be 
held liable for medical or transport fees that may be incurred). You will 
be contacted and advised of the action being taken. A staff member 
will stay with the child at all times until a parent is present. 
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Developmental planning 
 
Our staff are committed to providing an educational program of the 
highest standard. 
 
Our belief is that children learn most during their early years and 
education does not begin with going to school, therefore we will use 
The Early Years Learning Framework (EYLF), alongside other well-
respected training methods. These will be the bases for observations, 
planning and evaluations for all the children in care.  
We will develop plans which reflect the individual and cater for their 
strengths, needs and interests, which also show links to observations. 
 
The plan is displayed in each room and the main aim of the program 
is to provide stimulation and opportunity for each child to reach their 
fullest potential in all areas. We provide a balanced plan that includes 
outside play for some periods of the day (weather permitting). 
 
However, we also acknowledge that our families come from a range 
of cultures and backgrounds and that each child has specific needs. 
The centre aims to support the needs of each family whilst providing 
new experiences. 
 
We are aware that many parents have busy lives and we understand 
that you know your child best and know what you want for your 
child. As a parent, you have the right to contribute and to be involved 
ƛƴ ȅƻǳǊ ŎƘƛƭŘΩǎ ŜŘǳŎŀǘƛƻƴΦ ¢ƘŜǊŜŦƻǊŜ, involvement and input from the 
parent is important.  
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Sun play policy 
At our Centre sun and skin awareness is an integral part of the 
program. 
 

The following practices will be followed by children, staff and parents: 

Ï Children will be encouraged to avoid direct exposure to the sun, 
every month of the year between 10:00am and 2:00pm (11:00am 
and 3:00pm during daylight saving time). In South Australia, 
between May to August, where the UV rating is below 3, hat and 
sunscreen may not be required 

Ï Outdoor activities where possible will be held in shady areas 

Ï Parents must provide a broad brimmed, slouch or ƭŜƎƛƻƴƴŀƛǊŜΩǎ 
style hat for use during outside activities. All hats must be clearly 
named. Parents are responsible for collŜŎǘƛƴƎ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƴŀƳŜŘ 
hat at the end of each day Parents are also responsible for the 
ƭŀǳƴŘŜǊƛƴƎ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩǎ Ƙŀǘ 

Ï The Centre has appropriate hats available at a subsidised rate of 
$10.00 with the Walkley Heights Child Care Centre logo 

Ï Staff will apply broad spectrum SPF 50+ sunscreen to exposed skin 
of every child 

Ï Staff will be a positive role model and therefore will wear hats 
during outdoor activities 

Ï Children should wear clothing that provides maximum coverage to 
their skin ς tank tops or any other clothing where shoulders are 
excessively exposed are discouraged by the Centre 

Ï If children do not have a hat they will be directed to play under the 
shaded areas 

** NO HAT… NO OUTSIDE PLAY ** 
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Fees policy 
 

Fees are to be paid two weeks in advance at the beginning 
of each week of care. Payment can be made by cash, 
cheque, EFTPOS, electronic funds transfer or salary 
sacrifice. Cash or cheque either personally or through our 
payment slot located at the Reception Desk. Please ensure 
that when making a payment via envelope clearly write 
your name, date and amount enclosed. 
 
If fees are outstanding an overdue fee of $10.00 per week 
may be charged. If fees are left outstanding for more than 
2 weeks your childΩs placement may be suspended. Should 
you experience financial difficulties please speak to us. 

 
 
 

Late pick ups 
 

If you may be late picking up your child, please call the 
Centre which will assist to allay fears and put your child at 
ease. In some circumstances if your child is left in the 
Centre after closing time, a fee of $5.00 per five-minute 
period may be charged. 
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Exclusion periods 
 

Chicken pox incubation period 14 days exclude until 
crusts have separated 

Conjunctivitis exclude until discharge from eyes has ceased 

Diarrhoea exclude until ceased 

Diphtheria exclude until medical certified  

Glandular fever exclusion not necessary 

Hand, foot & mouth disease exclude until blisters have disappeared 

Haemophilus influenzae exclude until medical certificate of recovery  

          (type b Hib) 
 

Head lice (pediculosis) exclude until head has been treated 

Infectious hepatitis exclude until medical practitioner certifies 
recovery 

Measles exclude for at least 4 days after onset of rash 

Meningitis (bacterial) exclude until well 

Meningococcal infection exclude until adequate carrier eradication 
therapy has been completed. 

Mumps exclude for 9 days, or until swelling goes down 

Poliomyelitis exclude for at least 14 days from onset and after 
receiving medical certificate of recovery 

Rubella (German measles) exclude until full recovery at least 4 days 

Salmonella infection exclude until diarrhoea has ceased 

Scabies exclude until cleared 

School sores (impetigo) exclude until cleared 

Vomiting exclude until ceased 

Whooping cough (pertussis) excluŘŜ ǳƴǘƛƭ ŎƘƛƭŘ Ƙŀǎ ǊŜŎŜƛǾŜŘ р ŘŀȅǎΩ 
antibiotic treatment 
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Child Care Subsidy / child care 50% tax 
rebate 
 

The Commonwealth Government offers child care 
subsidy/child care 50% tax subsidy to most families. These 
subsidy can reduce child care fees considerably depending on 
income and circumstances. 
It is recommended that you contact Services Australia as 
quickly as you can via telephone, in person or online. Until the 
Centre receives notification stating that you are eligible for 
child care benefits, full fee applies. 
      
The Commonwealth Government has determined a priority of 
access guideline for day care centres to follow when filling 
vacant places:  
 
Priority 1 A child at risk of serious abuse or neglect 

Priority 2 A child of a single parent who satisfies, or of 
parents who both satisfy the work/training/study 
test under Section 14 of the Family Assistance Act 

Priority 3 Any other child 
 

Within these main categories priority should also be given to 
the following children: 
 

Ï Children in Aboriginal and Torrens Strait Islander families 
Ï Children in families which include a disabled person 
Ï Children in families on lower incomes 
Ï Children in families with a non-English speaking background  
Ï Children in socially isolated families 
Ï Children of single parents 
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Immunisations 
 

Before enrolling your child you must meet the South 
Australian Public Health Act 2011 [the act] as from 
07/08/2020 on immunisation requirements.    
 

The Act states: 

¶ an early childhood service must not enrol a child if all 
immunisation requirements are not met 

¶ a child cannot attend, or continue to attend, an early 
childhood service if all immunisation requirements are 
not met 

¶ early childhood services must keep a current copy of an 
approved immunisation record for each child enrolled 
in, or attending that service, and 

¶ approved immunisation records must be supplied by 
parents/guardians to the early childhood service at 
specified times; from MyGov or calling Australian 
Immunisation Register on 1800 653 809 

 

Illness / communicable diseases 
 

Children with infections, contagious illnesses or who are not 
well, will be monitored. Parents will then be notified and 
asked to collect their child as soon as possible. The centre 
does not have the facility or adequate staff to look after sick 
children. 
The centre must be notified if a child develops any contagious 
infections or diseases because these spread very quickly 
throughout the groups of children.  
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Booked days / sessions 
 

When you enrol, we ask you to tell us the regular days or 
sessions that you require. For example, full-time or Monday 
and Wednesday etc. If you need to change those days then 
discuss your new requirements with us to see if we can 
accommodate. 
When leaving or reducing the number of days or sessions of 
ŀǘǘŜƴŘŀƴŎŜΣ ǘǿƻ ǿŜŜƪǎΩ ƴƻǘƛŎŜ ƛǎ ǊŜǉǳƛǊŜŘ ƻǊ ǇŀȅƳŜƴǘ ƻŦ ǘƘŜ 
appropriate fees in lieu of such notice. 

 
 

Absences 
 

Fees must be paid regardless of attendance, for example 
sickness, public holidays, or annual leave. Swapping of days 
ƻǊ άƳŀƪƛƴƎ ǳǇέ ƻŦ Řŀȅǎ ƴƻǘ ŀǘǘŜƴŘŜŘΣ ƛǎ ƴƻǘ ŀƭƭƻǿŜŘΦ 
 
Fees can be reduced for such absences however, if we are 
notified by 9:00am on the day due to illness or two weeks 
prior to having holidays (see Fee Schedule Listing). Your 
child can be absent from the centre for up to 42 days per 
year and still receive the reduced rate. If your child exceeds 
this amount certain criteria must be met, Randall or Mel can 
provide further information. 
   
Fees for holidays must be paid in advance prior to your child 
commencing such leave. 
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Fever 
Unwell children include those with fevers. Fevers refer to temperatures above 

38°C, and are usually a sign of infection (eg virus). When children develop a 

fever at the service, educators and staff will: 

¶ contact parents and ask them to collect the child unless we have written 

advice from a medical practitioner that the fever is not caused by an 

infectious disease (eg teething). Babies less than 3 months old with fevers 

must always be collected by parents /authorised nominees who will be 

advised to take the child to a doctor 

¶ administer first aid if required in line with service procedures. This may 

include calling an ambulance. Educators and staff will be especially 

vigilant caring for babies less than 3 months old with fevers 

¶ if the child is distressed, bathe their face in lukewarm water. 

¶ offer water to the child and ensure they are not overdressed and their 

clothing is comfortable 

¶ ƳƻƴƛǘƻǊ ǘƘŜ ŎƘƛƭŘΩǎ ōŜƘŀǾƛƻǳǊΣ ŀƭŜǊtness and any other symptoms that 

could indicate serious infection including rash, stiffness, vomiting, 

coughing or convulsions. 

Safety and health of your child 
 

We feel we have set a very high standard within our centre and we provide a 
safe, clean, hygienic environment. 
Cleaning is an important part of infection control in our centre. 
All toys are washed and disinfected regularly and stored in separate crates, so 
that washing can be rotated. 
 
Children are shown the importance of good hand washing. Infections can 
easily be spread by a person even when they show no signs of illness. 
All staff hold a current Senior First Aid or First Aid for centres and Schools 
certificate, HLTAID004 as well as Anaphylaxis and Asthma Awareness 
Certificates. 
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Maintaining family records and 
information 
 

These will be kept strictly confidential. Certain family information is 
required by Government bodies however for the collection of census 
data.  
tƭŜŀǎŜ ƘŜƭǇ ǳǎ ōȅ ǳǇŘŀǘƛƴƎ ȅƻǳǊ ŎƘƛƭŘΩǎ ŜƴǊƻƭƳŜƴǘ ŘŜǘŀƛƭǎ ǿƘŜƴ ǇƘƻƴŜ 
numbers, or addresses change. 
 
 
 

Saying goodbye when dropping off your 
child 
 

When the time comes for you to leave, always say goodbye and explain 
to them that you need to leave for a while, but you will be back to pick 
them up soon. If possible, align this with a specific event, for example, 
ŀŦǘŜǊ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ŀŦǘŜǊƴƻƻƴ ǘŜŀ ƻǊ ǿƘŜƴ ȅƻǳ ƘŀǾŜ ǇƛŎƪŜŘ ǳǇ ƻǘher 
children from school.  
 
There is nothing more frightening for a child than to turn around and 
find that you have disappeared. Do not prolong the process, leave once 
you haǾŜ ǎŀƛŘ ƎƻƻŘōȅŜΣ ŘƻƴΩǘ ƪŜŜǇ ŎƻƳƛƴƎ ōŀŎƪΣ as this only upsets your 
child as they sense your hesitation. We encourage parents to be positive 
and confident so that the child will hear and feel their confidence.   
 
A staff member will assist by diverting the chilŘΩǎ ŀǘǘŜƴǘƛƻƴ ǿƛǘƘ ŀŎǘƛǾƛǘƛŜǎ 
if necessary, but it is better for the child to be upset for a little while as 
they soon learn that you will come back and they will trust you. Staff 
always comforts and reassures the child that you will soon return.  
 
Please feel free to telephone as many times during the day as you wish 
to hear about your childΩǎ well-being (try to avoid meal times where 
possible).  
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Medication administration 
Medications can be crucial, however certain practices must be followed to 
avoid errors.  
Medication, including non-prescription medication such as paracetamol 
must be given only with advice from a medical practitioner, Health Direct 
or emergency service. 
 

The centre will ensure that: 
Ï Medication is only administered to a child in accordance with the 

written or verbal request of medical practitioner, Health Direct or 
emergency service. 

Ï The medication folder is completed with Medical Form 
 ˃ full name of medication 
 ˃ date 
 ˃ the time and date the medication is to be administered 
 ˃ the dosage to be administered 
 ˃ ŘƻŎǘƻǊΩǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ǊŜƭŀǘƛƴg to the medication to be followed 
 ˃ Parent / guardian signature 

Medication is administered by two staff members, who will check the 
ŎƘƛƭŘΩǎ ƴŀƳŜΣ ŘƻǎŀƎŜΣ ƛƴǎǘǊǳŎǘƛƻƴǎ ŀƴŘ ǘƘŜƴ ǘƘŜȅ ǎƛƎƴ ǘƘŜ ǎƘŜŜǘǎΦ !ǘ ǘƘŜ 
end of the day the parents must view the Medication Folder to ensure and 
acknowledge all instructions have been carried out. 
In the case of non-ǇǊŜǎŎǊƛǇǘƛƻƴ ƳŜŘƛŎŀǘƛƻƴΣ ǿƘŜƴ ŘƻŎǘƻǊΩǎ ŀŘǾƛŎŜ ƛǎ ƴƻǘ 
available, we will follow the product information supplied on each 
product, along with advice from Health Direct on 1800 022 222 
²ƛǘƘ ǇǊŜǎŎǊƛǇǘƛƻƴ ƳŜŘƛŎŀǘƛƻƴΣ ǎǘŀŦŦ ǿƛƭƭ Ŧƻƭƭƻǿ ŘƻŎǘƻǊΩǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴƭȅΦ 
 

Medication must be given directly to a staff member for storage, and will 
be stored directly in accordance with the product information, in the 
original dispensing container and will not be kept beyond the expiry date. 
 

At NO time should medication be put in the child’s bottles or drink 
containers 
 

Under no circumstances do staff have the authority to administer any medication 
without written or verbal confirmation from a medical practitioner, Health direct 
or emergency service. 
A doctorΩs clearance will be required before an unwell child can return to care. 
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What to bring 
 

Ï NaƳŜŘ ōŀƎ όǇƭŜŀǎŜ ƳŀǊƪ ȅƻǳǊ ŎƘƛƭŘΩǎ ƴŀƳŜ ƛƴ ƭŀǊƎŜΣ ōƻƭŘ ƭŜǘǘŜǊǎ ǿƘŜǊŜ 
it is visible) 

Ï A piece of fruit 

Ï Spare set of clothes clearly labelled. The centre will take due care, but 
will not be responsible for lost or damaged clothing. A lost property 
box is situated in the Reception area.  Please dress children in 
comfortable clothing that is easy to put on and off. Also understand 
ǘƘŀǘ ȅƻǳǊ ŎƘƛƭŘΩǎ ŎƭƻǘƘŜǎ Ƴŀȅ ƎŜǘ dirty, as we offer messy activities eg; 
painting, sand, finger painting, etc. 

Ï If your child is toilet training please provide at least 5 pairs of pants 
and underwear. Pull-ups are a good idea and gives them independence 

Ï One nappy (where applicable) for your ŎƘƛƭŘΩǎ ƘƻƳŜ ƴŀǇǇȅ 

Ï For BABIES:  sufficient bottles contaiƴƛƴƎ ȅƻǳǊ ŎƘƛƭŘΩǎ ǇǊŜǇŀǊŜŘ ŦƻǊƳǳƭŀ 
or milkΣ ŎƭŜŀǊƭȅ ƭŀōŜƭŜŘ ǿƛǘƘ ȅƻǳǊ ŎƘƛƭŘΩǎ ƴŀƳŜΦ ¢ƘŜǎŜ ǿƛƭƭ ōŜ ǊƛƴǎŜŘ ŀƴŘ 
placed back in the bag after each feed. NOTE: if your child is only 
eating pureed food, you will need to supply this until such time they 
are eating more solid type food 

Ï Please supply a broad brimmed or legionnaires type hat in the summer 
months, and a coat and woolly hat in the winter months 

Ï Named dummies, if required 

Ï Thongs are not considered safe to wear, especially when climbing on 
playground type equipment 

Ï We request that children refrain from bringing items from home that 
are likely to get lost or broken. A comfort toy for a child who may get 
upset or for sleeping is acceptable. As we havŜ ŀ άƴƻ Ǝǳƴǎ ƻǊ violent 
ǘƻȅǎέ ŀǇǇǊƻŀŎƘ ǘƻ ƻǳǊ /entre, toys of this kind will be put away and 
handed back when the child is collected. 
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Meals 
 

A balanced menu is provided, which is displayed in the Reception area 
weekly. We provide morning tea, afternoon tea and a home-style 
lunch is served. 
Children should have breakfast before coming to the Centre, but 
when it is not possible please supply something for your child to eat 
(Breakfast cannot be served past 8:00am) 
 

This Centre has a NUT-FREE POLICY 
 

We also invite you to provide us with quick wholesome recipes that 
your family enjoy, especially if they are from another culture.  If your 
child has special dietary needs or allergies please discuss them with 
us. 
Drinks throughout the day will be provided. 
 

Approximate meal times are:         
 Morning tea    9:30am 
 Lunch   11:30am 
 Afternoon tea     3:00pm 

 

Birthdays 
 

We like to celebrate special occasions, such as birthdays, and invite 
you to bring along a cake to sharŜ ǿƛǘƘ ȅƻǳǊ ŎƘƛƭŘΩǎ ŦǊƛŜƴŘǎΦ 
We also celebrate cultural events and Christmas. If you have any 
events you would like us to celebrate, especially other specific 
occasions, please let us know.   
Note: If there are any celebrations you do not wish you child to 
participate in please discuss this with us.  
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