OUR PLACE PLAY SCHOOL FAMILY HANDBOOK

Family Handbook

Welcome to Our Place Play School
Welcome, we hope your time with us is a positive and rewarding time
of growth, fun and learning. Please take the time to read through
your Parent Handbook, it is yours to keep and may come in handy if
you have any queries. If you require any further information please do
not hesitate to talk with our centre director Natasha O’Sullivan or any
of our wonderful educators.
We care for infants and toddlers aged 0- 3 years, who can then
transition up to Our Place Preschool located next door with Jan and
Ray Slade.
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At Our Place the children are our curriculum. Our daily rhythms,
rituals and environments are guided by our children’s needs,
strengths and schemas. Our curriculum is underpinned by ‘The Early
Years Learning Framework’ and ‘The National Quality Standards’.

Our Place Play School Location and Contact Numbers

55 Stockton Street
Nelson Bay 2315
Phone: 0432692111
Phone: 02 40242566
Email: tash@ourplaceplayschool.com.au or
karla@ourplaceplayschool.com.au
Website : www.ourplaceplayschool.com.au
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Acknowledgment of Country in Gathang Language
Our Place Play School marrunggu wiyayn
Our Place Play School acknowledge
Warrimayguba guribiyn, duumulgal yiiguba barrayguba
Worimi people, keepers of this country
Nyiirun marrung-wiyayn Ngarragal dangaygal, bimaygal
We pay respect to Elders past and present
Yii Warrimay-guba barray, wanyimbuwanyimbu ganyila,
This is Worimi country, always was,
Wanyimbuwanyimbu ganyiy.
Always will be.
Authored by Sharon Edgar-Jones
Gathang language source “A grammar and Dictionary of Gathang” by Amanda Lissarrague. Sej2018
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LOGO MEANING
As written by- Jerry Burgmann

The new logo incorporates the Boab tree,
which is at the entrance of the centre as you
walk through our gates. Although there are
no particular dreamtime stories of the
Boab tree from our local Worimi elders,
there are stories from the Kimberley which
remind us of the importance of being humble
and appreciative of the life we live. This is a
wonderful message to make the centrepiece of our logo. Humility and
humbleness.
The tree is surrounded by the meeting places of Our Place Play school, the
families and their homes, our community connections and our sister Preschool. The three meeting places are surrounded by the people who make
the connections.
These connections are between people and place. We learn not only from
our parents, family and teachers, but we also learn from the environments in
which we explore, wonder and learn. Essentially, our communities in which we
grow and learn create the start of a meaningful, natural and authentic
education for our children. The lines which connect our communities depict
us working together as a series of connective systems through our songlines
(stories and narrative), we work together to help our children grow.
Come with us as we nurture and support our children on their journey of
learning.
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Our Place Play School Philosophy
OURS
♥ A place where all children are free to be just that- Children.
♥ A homelike place of belonging for children, families, educators and the community.
A home away from home.
♥ A place of warmth, respect, compassion, security, caring, nurturing, friendships,
laughter, cuddles, adventure, learning, and play.
♥ Our inclusive spaces and practices allow children to explore, learn and grow at a
pace that is uniquely their own.
PLAY

♥ Play is the essence of everything we do at Our Place Play School.
♥ Play is free flowing, uninterrupted and enjoyed at will throughout the day in both
indoor and outdoor spaces.
♥ Real play is noisy, messy and sometimes looks chaotic.
♥ Our spaces are thoughtfully prepared with loose parts which support children’s
schemas and interests.
♥ Our play-based curriculum is influenced by a variety of leading Early Childhood
Researchers, Early Childhood Advocates and Theorists such as Emmi Pickler, Magda
Gerber, Peter Gray, Pennie Brownlee, Angela Hanscom, Brofenbrenner, Piaget and
Schematic play theories.
PURPOSE
♥ To promote Kindness through our relationships with children, families, community
and each other.
♥ To advocate for children and families.
♥ To support local businesses, children’s charities, and our local Indigenous
community and artists.
♥ To make ethical and sustainable choices when possible.
♥ To ensure educators continuously extend and further their knowledge of current
best practice through training and professional development.
SIMPLE
♥ The flow of our days at Play School are uncomplicated. We are led by individual
children’s needs and interests in the moment not by the clock or unnecessary
transitions. Children’s needs for meals and rest are met as each child is ready
throughout the day.
♥ We aim to keep our programming and documentation simple, though meaningful
for our children and families as our priority is and always will be, being present with
our little ones.
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The Important Bits
♥ Attendance Records
Sign In and Out
Parents are required to sign in and out electronically each day. Each child will have a locker
for their bag.

♥ Children’s safety
To keep your child and other children safe in our centre please ensure all gates and doors
close behind you and be safety conscious of your child and other families in the car park. For
the safety of your child and other children in our centre please ensure that these items are
not left in your child’s bag:
♥
♥
♥
♥
♥
♥
♥

Medications (including Panadol, Bonjela, cough medicines and asthma puffers)
Creams
Safety pins, hair clips and hair bands
Mobile phones
Cosmetics
Cigarettes and cigarette lighters
Any other potentially dangerous items

♥ What to bring
♥
♥
♥
♥
♥

Items must be clearly labelled with your child’s name
Your child’s comforter if they have one
Your child’s bag, 2-3 changes of clothes (more if toilet training)
A broad brimmed hat labelled with your child’s name.
A clearly labelled lunchbox with a healthy variety of foods for morning tea, lunch and
afternoon tea.
♥ Your child’s bottles and formula or breast milk
♥ Nappies
♥ A labelled water bottle
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♥ Milk Feeding

♥ We ask that you provide us with information regarding your child’s dietary
requirements and feeding schedules when commencing care and that this
information be updated as your child’s needs change.
♥ We are supportive of breastfeeding mothers and the benefits of breast milk for
infants. We encourage and support mothers to return to the centre to breastfeed
their child as needed throughout the day or feed them expressed milk from a bottle.
♥ We ask that all expressed milk, cow’s milk or pre-boiled water and pre-measured
formula be provided in ready to use bottles which are clearly labelled with your child’s
name and used by date if expressed milk.
♥ Feeding times are an opportunity for educators to bond with infants. Infants will be
nursed closely as educators talk softly, smile and maintain eye contact. When the
time is right and the infant is ready educators will promote self-help skills such as
holding a bottle by themselves.

♥ Meals

♥ Meals form a significant part of our daily rhythms. Please make sure that any food
allergies, strong dislikes and other dietary requirements your child might have are
recorded on the enrolment form and discussed with the Director.
♥ We ask that you provide a healthy lunchbox that is guided by the Australian Dietary
Guidelines.
♥ Lunchboxes are stored in the Fridge and children have access to them throughout the
day as they want/need them.
♥ Water is provided at the centre for the children to drink throughout the day.
♥ All meals provided must meet the nutritional standards for children and include all
five food groups.
♥ No chocolates, cakes, chips, lollies or other unhealthy foods are to be packed into
your child’s lunch boxes. These types of foods will be returned home.
♥ Our mealtimes will become part of our daily rituals, children will help to set tables and
interact with peers and educators in small intimate settings. These meal rituals may
be at the dining table or outside on a picnic rug. Educators will be in attendance to
assist with wrappers and always support children to master these skills for
themselves.
♥ We are yet to declare that we are a NUT FREE zone. Families will be notified if we
need to amend this statement. We will take into careful consideration the severity of
any child’s allergies when making this decision. We are however WHOLE EGG FREE
Food containing egg like muffins etc are ok it is whole egg products such as Egg
sandwiches and Quiche that are not to be packed in your child’s lunchbox. We are
Also CASHEW and PISTACHIO FREE as we do have a child who is anaphylactic to these
nuts.
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♥ Parent Participation
♥ We recognise that you know your child best. We ask that you share as much
information about your child’s daily rhythms and rituals with us so that we can ensure
a happy, positive transition to Our Place. This information will also help us plan a
welcoming, engaging environment for your child to engage in.
♥ We welcome families to have input into the running of the centre and are always
looking for ways to improve the service that we offer you. If something is worrying
you, others may also be feeling the same way. Unless we receive the feedback we are
unable to fix any problems that may arise. We strive to provide excellence in childcare
and maintain the high standard that families have the right to expect.
♥ At Our Place we take a strong stance on bullying and anti-social engagements in the
work place and within our childcare community. We have a policy available on this
matter and our educators will not tolerate any such behaviour from parents, family
members or work colleagues.
You may be asked for feedback when the Centre is going through the National Quality Rating
and Assessment Process. We operate under the National Quality Framework which includes:
•
A National Legislative Framework that consists of The Education and Care Services
National Law and Regulations
•
A National Quality Standard which consists of seven Quality Areas: Educational
program and practice, Children’s health and safety, Physical environment, Staffing
arrangements, Relationships with children, Collaborative partnerships with families and
communities, and Leadership and service management.
•

A national quality rating and assessment process
♥ During the year the Centre organises some informal social functions for families and
staff so you can get to know other families at the Centre. You are encouraged to
attend these functions to find out a little more about the Centre and to establish
friendships with other families that your child will meet at the centre.
♥ We know and appreciate that parents and families are our biggest support. We would
love to have family members share their talents, passions, skills or just time with us. If
you would like to join us at any stage please let us know.
♥ We understand that being a parent can be very busy and we appreciate any
opportunity to share snippets about your child and their day with you. Please take
some time to talk to your child’s educators and share important milestones, changes
to routine, changes in home dynamics or a new skill your child might be mastering.
These little bits of information will help us maintain smooth transitions from home to
Our Place and a great opportunity for us to get to know you all better. Educators can
also be contacted via email or through our OWNA app.
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♥ Parent Resource Library
We have a small Parent Library located in the front foyer where you can find some useful
brochures to take home and books are also available for loan which cover topics on parenting
and child development.

♥ Settling Your Child Into Care

♥ We understand that all children and parents react differently to change and
unfamiliar people and we value and respect the need to form caring relationships
with children and families. To help you and your child feel supported we have
implemented a ‘circle of security’ system. We understand that children have a natural
inclination to prefer certain Educators to build trusting, familiar relationships with.
Once your child feels secure, and in their own time they start to move away from
their familiar educator and explore and engage with other educators and children.
This system also allows parents to have a familiar educator to share information
about their child. A familiar go to person.
♥ We recommend bringing your child into Our Place once or twice prior to starting and
spending at least an hour with us. We encourage that you sit and talk with educators
with your child and allow them time to take in their new surroundings and familiarise
themselves with educators. Orientation visits are at no cost to parents as your child
remains in your care whilst visiting.
♥ It’s important to say goodbye to your child when you are leaving even if your child
becomes upset, to establish trust that you will not disappear and to reassure him/her
of your return. Alert the staff of your intention to leave, so they can support your
child, through the separation process.
♥ We understand that it is heartbreaking to leave your child if they are upset and that it
can impact on your day as well. We encourage you to call us at any time to ensure
that your child has settled, in most cases children do settle within a short time. If we
experience that your child is finding it difficult to settle over a long period of time we
will look at other strategies to assist that transition. It is also recommended that
young children attend more than one day per week as sometimes that whole week in
between visits can be difficult to form the caring trusting relationships that children
need to become comfortable and confident in new environments.
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♥ Medication
If your child requires medication whilst at Our Place, we ask that:
♥ All medication is in its original container showing the medication name and expiry
date and recommended dosage instructions. This would be for bonjela, nappy creams
and insect repellents.
♥ All prescription medications must be clearly labelled by a pharmacist with your child’s
name, required dose and frequency for it to be administered.
♥ Medication is to be handed to an educator on arrival and appropriate consent forms
to be completed.

Asthma Medication
♥ Each child will have a management plan, which is to be updated annually to ensure
that medication is appropriate and in accordance to their asthma status. This includes
details of their routine, extra medications and the actions, which need to be taken in
any case where the child’s symptoms have increased.
♥ Parental consent for asthma treatment must cover administration for any extra
medications required to be given in the case of increased symptoms.
♥ If child’s asthma symptoms progress whilst at the centre, parents will be contacted
and/or child will be sent home or an ambulance called.

♥ Rituals/Celebrations

♥ We believe that significant rituals should be special and enjoyed throughout the year.
Birthdays will mark a special day in which we celebrate the child or the educator with
a special ritual just for them.
♥ In collaboration with families and educators we will design a yearly ritual calendar
that will reflect our cultures and which holds meaning to our Play School community.
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♥ Our Art & Craft Explained
“YOU CAN’T TEACH CREATIVITY. ALL YOU CAN DO IS LET IT BLOSSOM,
AND IT BLOSSOMS IN PLAY.”- PETER GRAY

♥ We believe that creativity is expressed in many ways and children learn these natural
rhythms when they are ready. Therefor you may not always have a beautiful piece of
artwork to take home. Though be assured your child is constantly expressing
themselves throughout their play and our educators will capture these moments on
camera to share with you.
♥ We focus on the PROCESS rather than the PRODUCT when it comes to children’s
creativity. We believe that children in their younger years need unlimited time to
explore and experiment with nature and their environment as their knowledge banks
are built through hands on sensory experiences. For example; when an infant
touches, smells, tastes and listens to a leaf he has found on the ground, he is storing
that information about the leaf in his knowledge bank. As he moves through the
natural rhythms of his creative learning he will then draw on that sensory knowledge
of a leaf and express it in his own way from his past experience using a medium of his
choice. This medium maybe a drawing in the sand or mud!

♥ What does this mean for parents?
♥ The artworks you take home will be uniquely your child’s, they will have expressed
themselves freely at their own desire.
♥ It’s important to remember that your child may have totally immersed themselves in
their painting, mark making and drawing. To them it has meaning, they have created
something they are proud of. We may not see it, we may see it as ‘scribble’ but those
mark makings and patterns are the foundation of your child’s developing creativity
and early literacy skills.
♥ When talking to your child about their artwork we suggest you make comments about
what you can see, for example “I see you have used the red paint to make a round
shape”. This statement may encourage your child to extend on your comment and tell
you what it is without feeling dismayed that you could not see the “red balloon flying
into space”.
♥ Hands on sensory exploration is often messy!
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♥ Let’s talk about PLAY!
“FOR A CHILD IT IS IN THE SIMPLICITY OF PLAY THAT THE COMPLEXITY
OF LIFE IS SORTED LIKE PUZZLE PIECES JOINED TOGETHER TO MAKE
SENSE OF THE WORLD”- L.R.KNOST

Play allows children to:
♥
♥
♥
♥
♥
♥
♥
♥
♥
♥
♥
♥
♥

Develop a sense of awe and wonder in their environment
Engage in social interactions
Learn to understand emotions, theirs and others
Test and refine their physical capabilities
Problem solve
Increase their vocabulary
Learn to express themselves
Take calculated risks
Learn to be active participants in our Play School community
Begin to understand concepts of sharing and turn taking
Form relationships with others
Learn about self-control and self-direction
Build confidence, self-esteem, and a sense of wellbeing

♥ Our educators know that PLAY is important and that infants and toddlers are very
hands on, sensory learners. Our educators will ensure the Play School environment is
full of wonder, natural resources, and exploration both in the ‘living areas’ inside and
the ‘garden’.

♥

For children to be fully engaged in their ‘play learning’ it is vital that they can fully
immerse themselves in their play. This often means getting DIRTY, being loud and
sometimes destructive as this is where we see true learning develop.

“We guarantee we will ruin your child’s clothing a number of times throughout their time
with us!”

♥ PLEASE PACK PLENTY OF SPARE CLOTHES!!!!
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♥ Our Place Curriculum
At Our Place we believe the children are our curriculum. Our planning, daily rhythms and
rituals all centred around each child’s needs, strengths and interests. Our main focus is
ensuring each child feels safe, secure and loved. We know that when a child’s physical and
emotional needs are met they then feel supported to engage in play and be the best they can
be.
We aim to achieve strong relationships with the children each day whereby we will nurture,
support and encourage each child.
♥ Daily Rhythms
At Our Place we will be guided by the children’s daily rhythms, our children will have lots of
uninterrupted time for play throughout their day. We do not have a set ‘routine’ to be
displayed though each of our ‘key’ educators will document rituals in their ‘Learning
Journals’. Our children will move through their day in their small groups for daily rituals such
as mealtimes and rest times, children will be included in the setting of such rituals such as
setting tables for meals.
We understand our age group and know that our little people are not designed for sitting for
extended periods of ‘group times’ therefore, storytelling, singing and games will happen
spontaneously throughout the day as children request or show interest. Nappy changing
rituals will be a time of sharing rhymes and singing with our little ones as these rituals are
important opportunities for bonding.
We consider the environment to be the third teacher therefore planning the environments,
both indoor and outdoor, is a major component in our planning. When planning our
environments educators will reflect on their knowledge of the children’s strengths,
developmental stages, interests and schemas.
All our planning and decision making is underpinned by The Early Years Learning Framework,
National Quality Standards and our knowledge of theorists and early childhood practices.
Our planning and reflections will be documented in our ‘learning journals’. Our ‘daily
journals’ are always available for parents to read and make comments in.
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♥ Communication
Communication with families is something that we feel is of great importance, therefore we
will share information via posts through OWNA, email, newsletters and face to face
interactions as well as posts on our Centre Facebook Page.

♥ Sleep and Rest
Families will be consulted about their child’s sleep/rest rhythms, rituals, and any cultural
values or beliefs that are associated with rest. Educators will take the families wishes into
account when implementing their daily rituals.

♥ Toilet Training
It is important that we work in partnership with parents in meeting children’s toilet training
needs. Consistency and continuity are important for children learning to use the toilet. Please
communicate with the teachers so they can follow the rituals you have in place for toilet
training at home.

♥ Health and Safety Issues

♥ Hand washing

The best way to prevent the transmission of disease is good hand washing practices. Washing
and drying hands effectively decreases the amount of diseases in infants and toddlers.
Children are taught good hand washing techniques and hand washing practices through
games, songs and play. These practices are carried out by educators and children (where
possible) before and after meals, after toileting, wiping noses, after coming into contact with
bodily fluids and after messy activities
♥ Immunisation
Immunisation of children who attend the Centre will help to limit the spread of infection.
We encourage parents to immunise their children against all diseases appropriate to the
child’s age.
A record of your child’s current immunisation status from the ACIR will be kept at the centre.
Children who are not immunised will be excluded from care during outbreaks of some
infectious diseases in accordance with the National Health & Medical research Council
exclusion guidelines, even if the child is well. This is to limit the spread of infection and
protect unimmunised children. Children who are not immunised do not receive CCS from
Centrelink.
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♥ Infectious Disease and Unwell Children
Best practice guides us to being committed to controlling the spread of infectious disease
among our children and educators. To minimise the spread of disease any child or educator
displaying the signs of infectious diseases will be excluded from the centre for the period
specified by ‘Staying Healthy In Childcare’ or until a clearance letter has been obtained from a
GP.
If your child presents with signs of infectious disease or high temperatures every effort will be
made to contact you and you will be required to collect your child.
Keep your Child at Home If He / She has:
•

A high temperature or fever the day prior to attending care

•

Conjunctivitis – the eye is red and inflamed with yellow pus discharge

•

Bronchitis – this starts with a slight cough and a temperature

•
A rash – any skin irritation you cannot identify and has not been diagnosed by a
doctor. If your child has an allergic reaction to insect bites, please tell a staff member.
•
Diarrhoea – watery bowel movements usually with a bad odour. Keep your child at
home for 24 hours after the last unusual bowel movement
•

Impetigo – starts with small spots that crust over and form blisters

•

Vomiting – for 12 hours after that child has vomited

•
A severe cold – sneezing or runny nose (especially if a thick green mucus is coming
from the nose)
•

No obvious symptoms e.g. tired, pale, irritable, lethargic, seems unwell

•

Any contagious disease that is still contagious. Measles, mumps, head lice

•
An infection for which the doctor has placed on antibiotics – the child should not be
brought until he/she has had medication for at least 48 hours
•

Cries constantly as a result of discomfort from pain or illness

•

A need for one to one care – for whatever reason

•

Foot, mouth and hand disease

•

Thrush

♥ Dropping Off and Collecting Children
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Our primary concern is the welfare and safety of your child. We therefore request that you
conform to the following requirements.
♥ Arriving at the Centre
To ensure a happy drop off at Our Place we encourage parents to advise one of the
educators that they are leaving. It is important for educators to know how many children are
in their care at all times. This is a safety precaution for all of us in the Play School community.
♥ Authorised Persons
The Centre’s primary concern is for the safety and welfare of your child and will therefore
only release your child into the care of the custodial parents or authorised persons identified
on your child’s enrolment form. Any changes to these authorities must be advised in writing
to the Centre as soon as possible. We request that you confirm who will collect the child each
day. If an unauthorised person arrives to collect your child, the child will not be released until
your authorisation (preferably writing) has been obtained. You must ensure your child’s
collection from the centre is reliably organised, as uncertainties and irregularities can cause
anxiety for your child and the Centre.
♥ Late Collections
If you are unavoidably detained and unable to collect your child at the agreed time you must
telephone the Centre and advise of your expected time of arrival.
You will be charged a late fee of $15 for every 10 mins you are late. If you need to arrange for
another person to collect your child you must provide full details about this person to the
Centre. If you have not contacted the centre and your child has not been collected 10
minutes after the agreed collection time the Centre will attempt to telephone you, or if this is
not successful the emergency contact people listed on your child’s enrolment form, to
arrange for their immediate collection. If no-one can be contacted and your child has not
been collected 45 minutes after the centre’s normal closing time the Department of
Community Services and the Local Police Station will be contacted and asked to take
responsibility for your child.

♥ Children with additional/special needs
Our Centre caters for children with additional/special needs. Children with additional needs
that cannot be catered for within the usual day care routine, will be integrated into the whole
group with additional support from an Inclusion Support worker. Referral for an inclusion
support worker or other professional is made either directly by the parent, or by the Director
after permission is given by the parent.
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Information about your account

♥ Current Fees
Our fees are reviewed on an annual basis. Please see Centre Director regarding current fee
prices.

♥ Payment of Fees
Our centre’s operation is dependent on maintaining fees. Please read the following
information carefully. Fees must be paid for two weeks in advance. Parents pay for a place,
therefore payment is required whether your child attends or not. Fees are payable when
your child is sick and when on leave. The Centre does not charge for Public Holidays. The
centre does not offer make up days, however, extra days are available on request dependent
upon numbers.

You are asked to pay your fees promptly to ensure the viability of the service. We ask that
fees be paid through direct deposit to the centres bank account to maintain our accountancy
records.

Electronic transfer into our bank account –
ACC NAME- Our Place Play School Pty Ltd
BSB- 112879
ACCOUNT- 450868907
Receipts will be provided electronically by email or in paper form if requested. Details of
individual family accounts and all completed forms are confidential and may only be accessed
by the family concerned and those centre staff who need to access the information.
Anyone experiencing difficulties in meeting their fee payments can speak to the Director who
can make mutually agreeable repayment arrangements. If your fees are more than two
weeks overdue and you have not made arrangements to pay or have not kept to
arrangements made, your child’s place will be cancelled.
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Because we plan staffing rosters two weeks in advance, based on bookings, we ask all parents
to comply with our withdrawal policy. If you wish to withdraw your child from the Centre you
are asked to provide two weeks written notice or pay full fees due in lieu of this notice. A
notice of Withdrawal form can be found in the sign in/out area beside the tablet. If your child
does not attend during the two-week notice period you must pay full fees. We don’t provide
make up days when your child is absent or sick/holidays.
Please inform the Director in writing if your child is going to be away for longer than one
week. Any child not attending the centre for one week without notifying the Director, in
writing, of the reason, shall be regarded as having withdrawn, and the place will be cancelled.
Parents should notify the centre if their child will not be attending during their booked time,
as soon as this is known or at the very latest by 9.00am of the morning of attendance.

♥ Child Care Subsidy
All families are now eligible for Child Care Subsidy (CCS). You can apply for this payment,
which will reduce your childcare fees, at the Family Assistance Office. Your rate of CCS
depends on your estimate of your family’s annual income, which will be checked at the end
of the financial year.
You will be required to pay full fees until your benefit comes through upon which time your
account may go into credit. Please ensure you provide a doctor’s certificate for illness.
Families are required to sign a Complying Written Agreement (CWA) for Child care Subsidy
purposes.
The centre is only able to reduce fees when CCMS gives electronic information about the
amount of reduction your family is entitled to. You will also be asked to provide evidence of
your child’s immunisation status to the Family Assistance Office.
CCS is paid for up to 42 allowable absences days. Which can be taken for any reason, for each
child per financial year, across all approved childcare services. In addition to this CCS is paid
for approved absence days for specific reasons such as illness and public holidays etc. Please
contact Director for more information.
Please note: The forms that you sign for the purposes of CCS are legal documents, and we are
asked to remind you that giving false information is a criminal offence.
Call the Family Assistance Office on 13 61 50 to discuss your circumstances and entitlements.
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♥ Termination of Care
In extreme circumstances it may be necessary to terminate a child’s care.
Exclusion of children from the service will only occur after all other avenues of
communication and support have been exhausted and when:
♥ Professional advice confirms a child is in psychological danger as a result of an
unusually pro-longed inability to settle into care away from the parent.
♥ A child puts other children at risk through inappropriate behaviour.
♥ The parent continually fails to observe Centre hours of operation or fails to pay the
required fee.
♥ The centre is unable to meet the child’s additional needs – if they are severe.
Parents / guardians are to ensure they give the documented 2 weeks-notice period in writing
to terminate care. If your child does not attend care up to the specified leaving date, you are
NOT entitled to CCS for that period and will therefore be required to pay the full fee.
Example – Your termination letter states that your child’s last day will be Friday 1st May. Your
child does not come back to care after the 27th April. Therefore from the 27th April to the
1st May the full fee will be charged. You will NOT be entitled to CCS.

♥ Change of details
If you change address, work details or contact details during your child’s enrolment at the
centre please fill out a change of details form located in the sign in/out area so that you
are always contactable whilst your child is in care.
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The Legal Bits
♥ Priority of access
The Commonwealth Government has set specific priorities of access to childcare services.
The Commonwealth Government requires the centre to provide access to the service
according to the following priority of access. This means that when the centre is full those
families who are third priority may be asked to alter their care arrangements to allow a family
with higher priority to access the service.
First Priority: Children at risk of serious abuse or neglect
Second Priority: Children whose parents satisfy the work/training/study test
Third Priority: Any other child

♥ Child Protection
All educators/ staff within the service are mandated reporters and take child protection very
seriously. We are required by the National Law and Regulations to report any incidents that
relate to child protection. If a report is made about your family please don’t take this
personally but be reassured that the educators have your child’s best interest at heart.

♥ Signing In / Out
Electronically signing children in and out of the Centre is a daily requirement. The following
policy applies to all families.
Accurate attendance records need to be kept and checked each day. Whoever brings your
child to the centre or collects your child at the end of the day is required to record and sign
the child’s times of arrival and departure. Signing IN and OUT sheets have been developed for
this purpose.
This is a legal requirement by the Licensing Board and the Family Assistance Office. If you do
not complete these records you will not be eligible to claim Child Care Subsidy.
All parent/guardians are required to:
♥ Log into attendance record daily to show when your child starts care (“time in”) and
finishes care (“time out”).
♥ Electronically confirm attendance records each time your child is absent from care.
♥ Inform your childcare provider when you have used your maximum absence days and
provide documents where necessary for days your child is absent from care.
♥ Advise an increase in the number of maximum hours you can get paid CCS.
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♥ Advise if you are entitled to Special Child Care Benefit.
♥ Advise the Family Assistance office when changes happen that may affect your CCS.

Please also read through our Nutrition and Food and Sleep & Rest Policies
also attached for your reference.

Thank you for taking the time to read our Parent
Handbook. Please talk to our friendly educators if
you have any further questions.
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Family/Community Services and Parenting Support
Service

Contact
Number

Website

Services offered

Benevolent
Society

1800 236 762

https://www.benevolent.org.au

Family & Parenting
Information and Referral
Parent Coaching
Playgroups

Gan Gan
Centre

02 4982 1767

http://ganganfamilycentre.weebly.com/

Providing information,
education and support to
families with children aged 0
- 8 years, living across the
Tomaree Peninsula
Playgroups
Parent support groups

http://www.hnekidshealth.nsw.gov.au

Multidisciplinary clinic: A
one-stop shop where
children who require
assessments by all
professions are assessed
Child/Family counselling
Aboriginal child health clinics
(Awabakal and Karuah)
Sparks clinic (Sexualised
Behaviours clinic) for
children under 10 years
Child and Family counselling
and casework services, Early
Childhood groups and
programs, parent groups,
parenting and domestic
violence programs,
Aboriginal groups, onsite
lawyer.
Psychology
Dietician
Occupational Therapy
Osteopathy
Speech Therapy
Counselling, Housing
services, legal support,
referrals, therapy groups

HNE Kids
Health

02 4923 6920

Port Stephens 02 4987 4674
Family and
Neighbourhood
services

www.psfans.org.au

Wavelengths

02 4919 1171

www.wavelengths.com.au

Yacaaba Centre

02 4984 2176

www.yacaabacentre.com.au
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