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Parent  
Handbook 

 Quality Area 6 Collaborative partnership with families 

Welcome to the Bay Islands Early Childhood Learning community. 
Our Parent Handbook explains imperative information you will need to be responsive of whilst your 
child is in attendance at our service. We strongly recommend you read the provided information and 
ask questions to confirm your understanding of how this service operates.  
 

We have an open-door policy. You and your family are welcome to 
visit our service at any time. 

Our Vision: 

At Bay Island Early Learning and Care, we believe children are capable, curious and full of potential. 

We feel privileged to walk alongside them in their early years and recognise the responsibility we hold 

in giving them the very best start in life. 

Our service is grounded in play, relationships, community and care for our Island home. 

Our Philosophy: 
Children as Capable Learners 

We believe children learn best through play, exploration and meaningful real-life experiences. 

Play is not separate from learning — it is how learning happens. 

Our program supports children’s right to play as outlined in Article 31 of the Convention on the Rights 

of the Child (United Nations, 1989). 

We support children to: 

- Build confidence and independence 

- Develop early literacy and numeracy naturally through play 

- Think, question and problem solve 

- Develop strong social and emotional skills 

- Take increasing responsibility for their learning 

Our program is guided by the Early Years Learning Framework (EYLF) / Queensland Kindergarten 

Learning Guideline (QKLG) / My Time, Our Place (MTOP) and informed by developmental theory that 

recognises children construct knowledge through experience, relationships and their environment. 
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Relationships & Wellbeing  

Relationships are at the heart of everything we do. 

We prioritise:  

- Secure, responsive attachments 

- Emotional regulation and resilience 

- Respectful guidance and positive behaviour support 

- Safe, predictable environments where children feel a strong sense of belonging 

We understand that when children feel safe and valued, they are free to learn and thrive. 

 

Partnerships with Families & Community 

We value families as children’s first and most important teachers. We are committed to inclusive 

practice and ensure children and families of all abilities, cultures, languages and additional needs are 

respected, supported and actively included in all aspects of our program and community. 

We work in partnerships with families through open communication, shared goal setting and genuine 

collaboration.  

We celebrate our unique Island culture and actively connect with local organisations, events and 

community initiatives to strengthen children’s sense of belonging. 

We recognise the Quandamooka people as Traditional Custodians of our local lands and strive to 

cultivate an environment of continuous learning and foster respect for Aboriginal and Torres Strait 

Islander cultures in meaningful, age-appropriate ways. 

 

Sustainability & Our Island Environment  

Our environment is a powerful teacher. 

We model, embed and explore sustainable practices daily, including: 

- We use the 3 R’s – Reduce, Reuse and Recycle 

- Composting and caring for gardens 

- Water/ animal conservation practices 

- Respect for natural resources 

Through hands-on experiences, children develop ecological responsibility and a deep connection to 

place. 
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Our Educators & Professional Practice 

 

We are a reflective, collaborative team committed to continuous growth. 

We support one another through mentoring, professional development and regular reflective 

practice.  

We believe strong teams create strong outcomes for children. 

Ethical Practice & Governance 

Our decisions are guided by clear policies, ethical principles and current legislation.  

We are committed to: 

- Ethical and respectful decision-making 

- Transparency and accountability 

- Ongoing review of policies and procedures 

- Continuous quality improvement 

- Maintaining compliance with the National Law and Regulations 

We view governance not as paperwork, but as the foundation that ensures children, families and 

educators are supported by safe, consistent and high-quality systems. 

 

Child-Friendly Version        

At Bay Island: 

We learn through play. 

We are kind and helpful to each other. 

We look after our Island and our Earth. 

We listen to everyone’s ideas. 

We try new things and keep going. 

We care for our country and are thankful for the land and sea. 

We are important and our voices matter. 

We have the right to be safe and secure. 

 

Family-Friendly Summary      

At Bay Island Early Learning and Care, we believe children thrive through play, strong relationships 

and real-world experiences. 

We are committed to: 

- Building confident, capable learners 

- Supporting children’s emotional & physical wellbeing 

- Working in genuine partnership with families 

- Respecting and embed all cultures and diversity  

- Caring for our Island environment 

- Maintaining high professional, ethical and governance standards 

Our philosophy reflects both our daily practice and our commitment to continuous improvement 

under the National Quality Framework. 
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Service Information 
We provided Early Learning programs and care for children aged 15 months to 12 years. We are open 
from 6.45am to 4.45pm Monday to Thursday for children over 3 years of age & 8am to 4pm Monday 
to Thursday for children under 3 years of age (*Temporary/Trial Friday Closure). We are open for 50 
weeks of the year and are closed on Qld/local public holidays.  
 
We have 4 learning environments: 
6mths – 3 years of age –  Ocean environment 
2 – 3 years of age –   Bush environment 
2 – 4 years of age –     Rainforest  environment 
3 – 6 years Kindergarten -  Curlew Cove environment 
School age –    Curlew Cove environment 

Contact Information and Governance Structure 
Phone: 07 3409 4433 
Email:  admin@biearlylearning.com.au 
Website: www.biearlylearning.com.au 
Approved Provider: Bay Island Early Learning and Care Pty Ltd 
Service Director: Jade Manski  
Ph: 07 3409 4433 
Educational Leader: Dee Sier 

 
Governance and Management Structure  

Approved Provider # 
Bay Island Early Learning and Care Pty ltd 

 
Company Directors 

Lawrence (Paul) Trenkner           Petrae McLean 

 
Company Secretary and Authorised Officer 

Petrae McLean #                          

 

Service Provider # 
Bay Island Early Learning and Care  

  

Authorised Officer # 
Petrae McLean 

  

Leadership Team 
       Admin        Nominated       Maintenance        Educational   Inclusion          Promo/ 
       Officer       Supervisor#             Officer               Leader #       Support       Stakeholder 
                                                                                                                                       Liaison 
        Ali K             Jade M                   Paul T                   Petrae           Kirra E            Jade M 

 
 

# Indicates Legislative Responsibility  
 
 
 
 

Certified Supervisors/Lead Educators 
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Leadership Team 
The Centre recognises that the leadership team is made up of a diverse range of professional 

expertise, knowledge, and responsibilities. The leadership qualities and contributions of each team 

member are valued, with individual leaders maintaining their specific accountabilities while working 

collaboratively to lead the service. 

This shared leadership approach is underpinned by a collective commitment to ensuring children and 

families experience consistent, seamless, and high-quality service delivery. The leadership team is 

committed to building trusting relationships and fostering a culture of respect, collaboration, and 

appreciation for each other’s knowledge, skills, and experience. 

Fees 
A current fee schedule is included in your enrolment pack or may be obtained from reception. 
Please call us with your CCS percentage and we can work out your exact out of pocket fee. If you 
don’t have a CCS percentage, please call the Family Assistance Office (FAO) on 13 61 50.  
 
On enrolment you are required to provide the Centrelink Customer Reference Number (CRN) and 
date of birth for yourself and your child so the service can register through the government’s 
software system and ensure that you receive the maximum entitlement. 
 
A one off $50 Bond fee will be charged per child per family on enrolment.  This fee will be required to 
be paid prior to commencement of attendance.  The $50 Bond will be credited back to your family 
account on completion of enrolment. 
 
Two weeks written notice is required for permanent changes to bookings and for holidays to be 
charged at a reduced rate. Two weeks’ notice is also required to end a child’s enrolment. Children are 
required to attend on their last notified day of attendance, or they will be ineligible for Child Care 
Subsidy on this and any absence days, thus being charged full fees without Child Care Subsidy. 
 
Families are required to pay any out-of-pocket fees incurred through enrolment.  Fees are payable to 
the service via Direct Deposit, Eftpos or Centrepay.  Centrepay, is a voluntary bill-paying service which 
is free for Centrelink customers. Use Centrepay to arrange regular deductions from your Centrelink 
payment.  You can start or change a deduction at any time through your MyGov account. Any 
Centrepay Deduction Authority Form received will be processed within 3 days from the date signed. 
 
Please note that fees are charged for the current week and one week in advance. Invoices are sent 
weekly. 
 

Child Care Subsidy (CCS) 
A family subsidy, Child Care Subsidy (CCS) is currently available from the Family Assistance Office (FAO). 
The Family Assistance Office will assess a family’s adjusted taxable income to determine the percentage 
of subsidy they are eligible for. Families must also complete an activity test to determine how many 
hours of subsidised care they can access, (maximum of 100 hours per fortnight). 
The CCS is then paid direct to the Service, which will make child care more affordable for most families. 
To be eligible for CCS, a child must meet the following requirements: 

• must be 13 years old or under and not attending a secondary school 

• Must be meeting immunisation requirements, and 

• Must be meeting the residency requirements 
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Some families may be eligible for Additional Child Care Subsidy. There are 3 different types of 
Additional Child Care Subsidy that you can apply for. You can apply if you’re either: 

• a grandparent 
• transitioning to work 
• experiencing temporary financial hardship. 

 
For further details please speak to our Nominated Supervisor Petrae McLean or contact FAO on  
13 61 50. 
 

Allowable Absences 
You can receive CCS for any absence from approved care your child attends for up to 42 days per child 
per financial year.  Additional absences beyond 42 days for certain reasons may be approved and 
paid. Please talk to us about the additional absences. 
Public holidays will be counted as an absence if the child would normally have attended the service on 
that week day, and a reduced holiday fee will be charged for that day for the child. Your child’s 
absence record is detailed online by selecting 'View Child Care Details and Payments' on your 
Centrelink online account. You can also do this using the Express plus Families mobile app 

 
 
 
          
 
 
 
 
 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.servicesaustralia.gov.au/additional-child-care-subsidy
http://www.humanservices.gov.au/customer/subjects/self-service
http://www.humanservices.gov.au/customer/services/express-plus-mobile-apps
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National Quality Framework (NQF)  
Our Service complies with the National Quality Framework (NQF) – this includes the National Quality 
Standard (NQS), the Early Years Learning Framework, the My Time, Our Place School Aged 
Framework, the Queensland Kindergarten Guidelines and the National Law and Regulations 
(Education and Care Services National Law and Regulations).  
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Regulatory Authorities 
Our Service is regulated by the national body for early education and care – the Australian Children’s 
Education and Care Quality Authority (ACECQA) as well as the state licensing department in our 
State/Territory.  
 
To contact our Regulatory Authority, please refer to the contact details below: 

Metropolitan South Region  

Office of Early Childhood Education and Care 
Level G, Coorparoo Education Precinct 
347 Old Cleveland Road | Coorparoo Qld 4151 
Telephone: 07 3028 8063  

Email: Coorparoo.ECRA@qed.qld.gov.au  

Service Closing Time and Late Fees 
Please be aware the Service closes at 4.45pm. In accordance with National Regulations and licensing, 
we are not permitted to have children in the service after 4.45pm. A late fee is incurred for children 
collected after 4.45pm. 
The fee levied may range from a minimum of the overtime labour cost for 2 educators charged in 15 

min increments or part thereof to $22.50 - $30.00 per child charged in 15 min increments or part 

thereof. When a parent/guardian is continually and regularly late arriving at the service to collect 

their child, the nominated supervisor – Jade Manski may discuss other childcare options with the 

family. The late fee is strictly adhered to, as staff members are required to remain at the premises 

until all children are collected. 

If we are unable to contact either the parent or a person nominated by the parent on the enrolment 
form to arrange collection of the child/children within an hour of the Service closing, then we will 
contact the Department of Communities and Child Safety and the Police to take responsibility of your 
child. 

Confidentiality 
We are committed to protecting your privacy. We support and are bound by privacy laws and strict 
confidentiality is maintained at all times. 
In order to plan programs with you we need to collect information from you. This information helps 
us to assess and plan programs in partnership with you. We do not disclose personal information 
about you or your child to other people or organisations without your consent, unless we are required 
to do so by law. We do not ask for personal information about you or your child from other 
professionals or organisations without your consent. You can look at the information in your child’s 
file at any time or request a copy of information in the file.  

Subpoena and information Request: 
In general exception for Children’s development records, Bay Island Early Learning and Care will only 
produce documentation for parents in relation to court proceedings after receipt of a subpoena. 
Parents are asked to note that Bay Island Early Learning and Care staff are not permitted to provide 
an affidavit or letter of support to a parent or carer (or at the request of their lawyer). If there are 
special circumstances Bay Island Early Learning and Care staff. With the prior authorisation of the Bay 
Island Early Learning and Care Nominated Supervisor, may be able to assist and Independent 
Children’s Lawyer or court Clinician appointed in court proceedings, with his/her preliminary 

mailto:Coorparoo.ECRA@qed.qld.gov.au
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Service Policies and Procedures 
Our service policies and procedures are available to families at any time through the OWNA parent 
portal. Printed or emailed copies can also be requested from the service for your convenience. 
We encourage families to review our policies and procedures regularly, as they help guide the safe, 
respectful, and consistent operation of our service in line with the National Law and Regulations. 
Staff, families, and visitors are expected to follow all service policies and procedures at all times. 
In exceptional circumstances, any variations to policies or procedures may only be approved by the 
Nominated Supervisor or the Certified Supervisor placed in charge. 
Our policies and procedures are regularly reviewed to ensure they remain current, meet regulatory 
requirements, and reflect the needs of our children, families, and community. We value feedback and 
encourage family participation throughout the review process, as your input supports ongoing 
improvement within our service. 
 

Enrolment Information 

Prior to commencing at our service, you will be required to complete 2 days of orientation, before 
enrolment documentation is processed and the refundable bond and a once off enrolment fee is 
payable before commencement of care. (As per the Enrolment Flow Chart) 
Evidence of up-to-date child immunisations is required and can be obtained by contacting the 
National Immunisation register, your Centrelink online account or by using the Express plus Families 
mobile app. 
For a Kindergarten aged child, it is essential that we have a copy of your child’s birth certificate and 
your pension or healthcare card (for eligible families) or evidence of family tax benefit (for eligible 
families). We are also required to have copies of any court orders relating to a child. 
Please understand that it is essential we have up-to-date information in case of an emergency. It is 
important that you notify the service of any changes to enrolment information including: 

• Address 

• Health 

• Telephone/mobile numbers 

• Contact details 

• Family changes 

• Emergency contact information details etc.  

• Evidence of child immunisations at 18 months and 4 years 

Goals for your child at our Service 

“We discovered that education is not something which the teacher does, but that it is a natural 
process which develops spontaneously in the human being.” 

Maria Montessori 
 

Educators’ practices and the relationships they form with children and families have a significant 
effect on children’s involvement and success in learning. Children thrive when families and educators 
work together in partnership to support young children’s learning. Children’s early learning influences 
their life chances.  
 
Wellbeing and a strong sense of connection, optimism and engagement enable children to develop a 
positive attitude to learning. (Early Years Learning Framework p.9)    
 
A range of learning experiences and development goals will be developed for your child that are 
based on the outcomes in the Early Years Learning Framework and include: 

• Mutual respect and empathy 

• Concern and responsibility for self and others 

• A sense of self worth 

http://www.humanservices.gov.au/customer/subjects/self-service
http://www.humanservices.gov.au/customer/services/express-plus-mobile-apps
http://www.humanservices.gov.au/customer/services/express-plus-mobile-apps
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• Social awareness 

• Importance of sustainability 

• Self-discipline 

• Habits of initiative and persistence 

• Creative intelligence and imagination 

• Self-confidence as an independent learner 

• A love of learning 
 
We strongly encourage communication between families and educators to enable continuity as we 
acknowledge that the role of the Educator is to work in partnership with families, who are a child’s 
first and most influential educators. 

Educational Program  
We follow the Early Years Learning Framework V2.0 as per our programming policy. The aim of this 
document is to extend and enrich children’s learning from birth to Five years and through their 
transition to school. 
We are committed to providing a developmental and educational program which caters for each child’s 
individual needs, abilities and interests. Our program will continue to develop as we use the 
relationships children have with their families and communities, working in partnership with parents, 
to ensure each child’s knowledge, ideas, culture, abilities and interests are the foundation of our 
programs. 
 
We encourage children to be responsible for their own learning through choices in experiences, 
interests and routine. We use conversations, actions and play as the basis for teaching which involves 
the children being partners in teaching by seeking out ideas, opinions, thoughts and questions. We 
encourage children in promoting their independence and self-help skills by assisting within the 
routine and involving the children in interest-based projects to further enhance their learning and 
knowledge. We value children and family input and encourage family involvement in order to gather a 
comprehensive and holistic view of each child. 
 
We know that children learn effectively through play and this is supported by Educators who are 
diligent in their responsiveness to each child. Applying strong intentional teaching practices will 
provide the children with an authentic and meaningful learning environment which challenges, 
supports and nurtures a child’s development. 
 
If we as Educators have any areas of concern, we will inform you and advise where help may be pursued, 
e.g. speech therapist, occupation therapist. We understand this is a sensitive topic and it is always your 
decision to follow this up. Educators are willing to discuss any aspect of learning and development with 
parents.  
 

Early Years Learning Framework  
Fundamental to the Framework is a view of children’s lives as characterised by belonging, being and 
becoming. From before birth children are connected to family, communities, culture and place. Their 
earliest learning, development and wellbeing takes place through these relationships, particularly 
within families, who are children’s first and most influential educators. As children participate in 
everyday life, they construct their own identities and understandings of the world. Educators engage 
children in learning that promotes confidence, creativity and enables active citizenship. They celebrate 
diversity with children and their families, and the opportunities diversity brings to know more about 
the world. Educators understand children may come from diverse backgrounds and acknowledge this 
in each child’s Belonging, Being and Becoming. 
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Belonging 
Experiencing belonging – knowing where and with whom you belong – is integral to human existence. 
Children belong to diverse families, neighbourhoods, local and global communities. Belonging 
acknowledges children’s interdependence with others and the basis of relationships in defining 
identities. In early childhood, and throughout life, trusting relationships and affirming experiences are 
crucial to a sense of belonging. Belonging is central to being and becoming in that it shapes who children 
are and who they can become. 
 
Being 
Childhood is a time to be, to seek and make meaning of the world. Being recognises the significance of 
the present, as well as the past in children’s lives. It is about children knowing themselves, developing 
their identity, building and maintaining relationships with others, engaging with life’s joys and 
complexities, and meeting challenges in everyday life. The early childhood years are not solely 
preparation for the future but also about children being in the here and now. 

 
Becoming 
Children’s identities, knowledge, understandings, dispositions, capabilities, skills and relationships 
change during childhood. They are shaped by different events and circumstances. Becoming reflects 
this process of rapid and significant change that occurs in the early years as children learn and grow. It 
emphasises the collaboration of educators, families and children to support and enhance children’s 
connections and capabilities, and for children to actively participate as citizens. 
 
Outcome 1 - CHILDREN HAVE A STRONG SENSE OF IDENTITY 

• Children feel safe, secure and supported 

• Children develop their emerging autonomy, inter-dependence, resilience and agency 

• Children develop knowledgeable, confident self-identities and a positive sense of self-worth 

• Children learn to interact in relation to others with care, empathy and respect 
 

Outcome 2: CHILDREN ARE CONNECTED WITH AND CONTRIBUTE TO THEIR WORLD 

• Children develop a sense of connectedness to groups and communities and an understanding 

of their reciprocal rights and responsibilities as active and informed citizens 

• Children respond to diversity with respect 

• Children become aware of fairness 

• Children become socially responsible and show respect for the environment 

 

Outcome 3: CHILDREN HAVE A STRONG SENSE OF WELLBEING 
• Children become strong in their social, emotional and mental wellbeing 
• Children become strong in their physical learning and wellbeing 
• Children are aware of and develop strategies to support their own mental and physical health 

and personal safety 
 

Outcome 4: CHILDREN ARE CONFIDENT AND INVOLVED LEARNERS 
• Children develop a growth mindset and learning dispositions such as curiosity, cooperation, 

confidence, creativity, commitment, enthusiasm, persistence, imagination and reflexivity 
• Children develop a range of learning and thinking skills and processes such as problem-

solving, inquiry, experimentation, hypothesising, researching and investigating 
• Children transfer and adapt what they have learned from one context to another 
• Children resource their own learning through connecting with people, places, technologies 

and natural and processed materials 
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Learning Outcome 5: CHILDREN ARE EFFECTIVE COMMUNICATORS 
• Children interact verbally and non-verbally with others for a range of purposes 
• Children engage with a range of texts and gain meaning from these texts 
• Children express ideas and make meaning using a range of media 
• Children begin to understand how symbols and pattern systems work 
• Children use digital technologies and media to access information, investigate ideas and 

represent their thinking 
 

Learning Journals and art portfolios  
Every child will have a personal, confidential journal comprising of; 

• Child’s Profile  

• Goals from families and Educators 

• Observations 

• Objectives for further development 

• Work samples 

• Checklists 
 

The individual child’s journal on OWNA is maintained and used as a direct tool for evaluation and 
future planning within the Service’s program and reflects the value we place on individuality. You can 
access your child’s learning journal on our online platform OWNA keeping up to date with your child’s 
development.  

Parent Participation 
The Service actively seeks and encourages families to be involved in the Service. This can range from 
evaluating and adding input to your child’s program and observations, volunteering within the Service 
and sharing skills & experiences that will benefit the children and the program.  
 
Your involvement can be as formal or active as you like and as time permits. We respect that time is 
limited for most families and we ask that you inform us as to your preferred way of communication. 
We can arrange meetings with your child’s Educator and offer communications via email, OWNA, 
Facebook, Newsletters, Day Stories and Notices posted at the service and on our courtesy bus. 
 

Grievance Process 
If, for any reason you question or do not understand any aspect of the Service or your child’s 

experience we have a Grievance Resolution Policy that supports all stakeholders in our community 

and like all policies, is available for families to consult and implement at any time.  Copies of our 

policies are available in Reception. You are welcome to take a copy home and review at your leisure 

(Please ask for a copy). In the event of a grievance, we suggest your child’s Educator/s as the first 

point of contact, with any unresolved aspect escalated to the Nominated Supervisor for resolution. 

Should you feel any grievance has not been satisfactorily resolved you may escalate the matter by 

contacting the Office of Early Childhood Education and Care, Metropolitan South Region – Mount 

Gravatt - Office of Early Childhood Education and Care -Telephone: 07 3028 8063  
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How to Get Involved 

Family Skills, Interests and Talents  

We welcome and encourage the involvement of all parents/families at our Service. Your ideas, 
experiences and skills are greatly valued and will enable us to extend each child’s interests, abilities 
and knowledge. There are many ways for your family to be involved. We understand that our busy 
lives can’t always afford the time, however any contribution no matter how big or small is much 
appreciated. Here are just a few ideas. 
 
 
Your Occupation or Hobby 
You are the most important person in your child’s world. We welcome all parents to the Service to 
talk about their occupation or hobby (eg music, craft, cooking). Everything parents do interest children 
and these talks are the best educational resources you can provide for the Service.  
We use information that has come from discussions about occupations and hobbies in our program 
and the ideas explored which can turn into interest projects providing valuable learning.  
 
Your Home Culture 
Your home culture is most welcome in our Service. We would greatly appreciate if you were able to 
share with our Service aspects of your culture and family life. This would assist us to enrich the lives 
of all our families and children. 
 
Reading (especially good for grandparents) 
Children love to be read to. If you or any members of your family have the time, please contact your 
child’s Educator/s to organise a day for reading. 
 
Recyclable Items 
We are always on the lookout for recyclable items for the rooms. Empty food containers, ribbons, 
wrapping paper, towel tubes (not toilet because of hygiene issues), paper or anything interesting is 
much appreciated. Particular items may be specified in day journals, communication books, our 
newsletter or posters displayed at the service and on our courtesy buses. 
 
Special Events 
Our Service organises special events throughout the year. Keep an eye out as your child is sure to 
enjoy sharing the experience with you. 
 
If you have any concerns, please see your child’s educator or the Nominated Supervisor Jade Hubbard. 
See also section on Grievance Process. 

Court Orders 
Parents must notify the Service if there are any Court Orders affecting residency of their children and a 
copy is required for the Service. Without a Court Order we cannot stop a parent collecting a child. 

Arrival and Departure 
For safety and security reasons ALL children must be signed in on arrival, and signed out on departure, 
via our OWNA App. No child will be allowed to leave our Service with a person who is not stated on the 
enrolment record, unless prior arrangements are made with the Nominated Supervisor or Certified 
Supervisor placed in charge. 
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Preparing your child for pre-school 
Orientation is an important start for your child and family to connect to our service. We encourage 
each child to attend the Service in the company of a family member before they start with us. This 
gives you and your child the opportunity to gain an understanding of our program, the layout of the 
service, where to find things, provide Educators with additional information about your child and how 
we can best support their transition and settling period. 
If your child is reluctant to attend, please discuss this with us so that we can develop strategies with 
you to support the transition from home to the Service.  
The following books may be purchased or borrowed from a library that you can read to your child 
prior to starting. ‘Preschool Day Hooray’ By Linda Leopold Strauss, ‘Maisy goes to Preschool’ by Lucy 
Cousins, ‘What to expect at Preschool’ by Heidi Murkoff and ‘I love you all day long’ by Francesca 
Rusackas. 
Communication between home and the service must be open and happen often to best support your 
child during this time. There may be tears and extra tight hugs when saying goodbye for the first few 
weeks but there are always cuddles, reassurance and genuine care from Educators for both the 
children and their families. Sometimes this experience is upsetting more so for the family, not the 
child. We understand this and offer support through phone calls during the day, photos and open 
communication. 

Saying goodbye 
Ideally, your child will be settled at an activity before you leave, however some children find it hard to 
settle until their parents have gone. What works best is a set routine so try to establish the care 
routine from the orientation process. Being well organised and avoiding a rush usually results in a 
calm start to the day.  
Most children will want to have a look around first to see who else has arrived and to look at what 
activities are available. Please tell your child when you are leaving as they may become upset if they 
haven’t had the opportunity to say goodbye. This gains trust from the child, not only in you but in the 
Educator who is reassuring your child about their day and when you will return. Rest assured that we 
will ring you if your child remains distressed and does not settle. 

What to bring to the Service 
Backpack 
For independence, we work towards all children being able to recognise and open their own bag. Let 
them be involved in selecting the bag and taking ownership of it. Please ensure it is large enough to 
hold all their belongings and is clearly labelled.  
 
Rest Mat Sheet 
A rest mat is made available to each child daily. Please supply a clearly labelled fitted cot sheet, a top 
sheet or small blanket in cooler months and place inside a pillowcase or drawstring bag Rest Mat 
Sheets are to arrive at the service on your child’s first day of attendance each week and return home 
on their last day of attendance. During their weekly attendance they will be stored at the service.  
 
Meals 
Our service provides a variety of fresh fruit and healthy snacks for both morning and afternoon tea, 
including vegetables, salads, and other nutritious options. Educators encourage children to explore 
and try a wide range of healthy foods in a positive and supportive environment. Special dietary 
requirements can also be catered for where required. Any dietary needs, allergies, or concerns should 
be discussed with your child’s Educator or the Nominated Supervisor. 
Families are asked to provide a healthy and nutritious lunch for their child each day. We encourage 
lunches that include wholesome options such as sandwiches or wraps with nutritious fillings, fresh 
fruit, vegetable sticks, pasta, rice, salads, cheese, or other nourishing foods. 
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To support healthy eating habits and align with our Healthy Eating practices, we ask that items such as 
chocolate spreads, lollies, chips, roll-ups, cakes, sweet biscuits, and sugary drinks or fruit juices are 
not packed in children’s lunch boxes. Any unsuitable items will remain in the lunch box for home time. 
Due to our Food Safety Program, staff are unable to reheat children’s food. We encourage families to 
pack lunches in insulated containers or thermoses if warm meals are preferred. 
Promoting healthy eating habits is a shared partnership between families and educators, supporting 
children to develop positive relationships with food and wellbeing. 
 
Nut Aware Centre 

In order to provide a safe environment for children with food allergies and intolerances, please do 

not send nuts or sandwiches containing nut products such as peanut butter or Nutella to the 
Centre with your child. 
 
Bottles – Breastfeeding, Formula or Milk 
This service supports breastfeeding. Families that are breastfeeding should speak to the nominated or 
certified supervisor to be aware of our policies on storing and serving breast milk. Families that are 
formula feeding should also consult our nominated or certified supervisor to be aware on how we 
need the formula prepared and stored. Milk may be provided in a clearly labelled unopened 
manufacturers container for your child’s consumption during each week. Please ensure all items are 
clearly labelled. 
 
Nappies 
The service provides four sizes in Nappies Small, Medium, Large for children in the main centre 
environment (not in the cove environment). Should these not fit or are unsuitable for your child, 
please supply 5-6 clearly labelled nappies of your choice. 

Clothing 
It is helpful to your child if they are dressed in non-restrictive, serviceable, easy to wash clothes so 
that they feel free to join in all the activities and to develop independence. Clothing such as long 
dresses, overalls, braces, belts and stiff buttons can prove an issue for children who need to go to the 
toilet. We require all t-shirts to have sleeves, no mid-drift tops, and hats that are broad brimmed are 
essential for effective sun safety. Shoes need to allow children freedom to run, climb, hop and jump 
as well as being easy for the child to take off and put on by him/herself (Velcro is a good option).  
Clear labelling with your child’s name will reduce the incidences of loss or ownership confusion as, 
whilst care will be taken, this service does not accept responsibility for personal items.  
 

Spare clothes 
During hot weather, children may participate in water-based play and/or a toileting accident may 
occur, making it necessary for your child to get changed into fresh cloths. Please include two 
complete changes of clothes every day which can stay in your child’s bag...just in case! A notice will be 
attached to your child’s bag advising when they have wet clothing that requires your attention. Small 
items of clothing will be marked for collection from your child’s room, with larger items (i.e. bedding) 
marked for collection from our laundry. Please notify an Educator of the instruction on the tag, so 
they may retrieve the item/s on your behalf. 

Toys 
The Service has an abundance of toys and we ask that children do not bring in toys from home. This 
eliminates toys getting lost, broken, disappointment for other children and responsibility on 
Educators to track numerous toys throughout the day. This service does not accept responsibility for 
personal items. Toys from the service may inadvertently find their way home in pockets or bags, and 
it is very greatly appreciated if these could be returned so that they are available at the service when 
your child next attends. 
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Positive Behaviour Guidance 
Educators follow a Positive Behaviour Guidance Policy which extends across the whole Service giving 
consistency of expectation in all rooms. This policy allows children to develop self-discipline, a respect 
for others, for property and respect for self, whilst learning to regulate their behaviour.  If you require 
further information on this policy, please request a copy from Educators or review the copy at 
Reception at your leisure. 

Rest and Sleep 
Rest and sleep routines vary according to individual needs.  We aim to make rest time a relaxed, 
pleasant time for all children.  We provide rest mats for children and play soft music in the background. 
Your child may wish to bring a security item to have with them at rest time. Please feel free to discuss 
your child’s rest or sleep needs with Educators. Learning to relax and rest our bodies is an essential life 
skill, however sleep is never mandatory and non-sleepers will be provided with quiet activities. 

Birthdays 
It is very exciting for a child to be having a birthday. If a cake is required for a child’s birthday it is 
recommended that you discuss cake options with educators prior to the celebration, so that any 
hygiene or allergy matters may be addressed.  

Sun Safety  
Children and educators are encouraged to use a combination of sun protection measures whenever 

UV levels reach 3 or above. This includes wearing sun protective clothing, seeking shade, and 

applying broad-spectrum, water-resistant SPF50+ sunscreen. Educators actively model sun safe 

practices and support children to develop lifelong healthy habits. UV levels are monitored daily in 

line with our Sun Protection Policy. 

Families are asked to apply sunscreen to their child prior to arriving at the service, as sunscreen is 

most effective when applied 20 minutes before sun exposure. Alternatively, families may apply the 

service supplied sunscreen upon arrival. Educators will reapply sunscreen to children before 

afternoon outdoor play and throughout the day as required, following manufacturer 

recommendations and sun safety guidelines. 

Sun Hats 

Children are required to wear a sun safe hat whenever playing outdoors. Acceptable hats include 

broad-brimmed, bucket, or legionnaire style hats that provide adequate protection for the face, 

neck, and ears. Please ensure your child’s hat is packed each day, regardless of weather conditions. 

Baseball caps and visors are not considered sun safe and do not provide adequate protection. 
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When should I not send my child to the Service? 
Our service recognises that early childhood environments are active and busy places for children’s 

growing bodies and minds. While we will always provide comfort and care to a child who becomes 

unwell whilst attending the service, we are unable to care for children who are significantly unwell or 

infectious. 

To help minimise the spread of illness and infection, families are asked to monitor their child’s health 

closely and keep their child at home if they are displaying symptoms of illness, including but not 

limited to: 

• Fever or high temperature  

• Vomiting  

• Diarrhoea  

• Persistent coughing  

• Unusual tiredness, lethargy, or irritability  

• Rash of an unknown cause  

• Red, swollen, or discharging eyes  

• Any symptoms that prevent the child from comfortably participating in the program  

If a child becomes unwell whilst at the service, families or authorised emergency contacts will be 

contacted and asked to collect the child as soon as possible. Children may be excluded from care in 

accordance with the recommendations outlined in Australian Government Department of Health and 

relevant public health guidelines. 

When collecting a child who has become unwell, educators will provide families with relevant 

information including symptoms observed, time of onset, changes in behaviour, and any actions taken 

whilst the child was in care. 

Families must inform educators if their child has received medication such as Panadol or Nurofen 

prior to attending the service. Children should not attend care if medication has been given to reduce 

symptoms of illness, such as fever, and the child is not well enough to participate in the daily 

program. 

Medication must never be added to a child’s bottle or food. Any medication required whilst attending 

the service must be provided in accordance with the service’s Medication Policy. 

Children prescribed antibiotics may attend the service once they are well enough to participate in the 

program, unless otherwise advised by a medical practitioner or exclusion guidelines apply for a 

specific illness. 

In some circumstances, families may be asked to provide a medical clearance certificate before their 

child returns to care, in line with health recommendations and the nature of the illness. 
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Infectious Conditions 
The following information has been supplied by the National Health and Medical Research Council re: 
exclusion from the Service of a child suffering with the following conditions/ailments. Please inform 
staff if your child has any of the following so that we can let families and Health Department know if 
something is going around and avoid an epidemic. (Confidentiality is always maintained). 
 

Condition Exclusion 

Hand, foot and mouth 
disease 

Until all blisters have dried. 

Hib Exclude until medical certificate of recovery is received. 

Hepatitis A Exclude until a medical certificate of recovery is received, but not 
before 7 days after the onset of jaundice or illness. 

Herpes – cold sores Young children unable to comply with good hygiene practices should 
be excluded while the lesion is weeping. Lesions to be covered by 
dressing, where possible. 

Influenza and flu-like 
illnesses 

Exclude until well. 

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 (which ever is sooner). 

Poliomyelitis Exclude for at least 14 days from onset. Readmit after receiving 
medical certificate of recovery. 

Rubella (German measles) Exclude until fully recovered or for at least 4 days after the onset of 
rash. 

Salmonella, Shigella Exclude until diarrhoea ceases. 

Streptococcal infection 
(including Scarlet Fever) 

Exclude until the child has received antibiotic treatment for at least 
24 hours and the child feels well. 

Tuberculosis Exclude until a medical certificate from an appropriate health 
authority is received. 

Whooping Cough Exclude the child for 5 days after starting antibiotic treatment. 

Worms (intestinal) Exclude if diarrhoea present. 

If your child is unimmunised according to our records, then they will be excluded until the threat has 
passed. 

Immunisation 
From 1 January 2016, only parents of children (less than 20 years of age) who are fully immunised or 
are on a recognised catch-up schedule can receive the Child Care Benefit, the Child Care Rebate and 
the Family Tax Benefit Part A end of year supplement.   
The relevant vaccinations are those under the National Immunisation Program (NIP), which covers the 
vaccines usually administered before age five. These vaccinations must be recorded on the Australian 
Childhood Immunisation Register (ACIR).  
Children with medical contraindications or natural immunity for certain diseases will continue to be 
exempt from the requirements. Conscientious objection and vaccination objection on non-medical 
grounds will no longer be a valid exemption from immunisation requirements. Families eligible to 
receive family assistance payments and have children less than 20 years of age, who may not meet 
the new immunisation requirements, will be notified by Centrelink.  
An up to date immunisation schedule may be obtained from Reception or refer to 
www.health.qld.gov.au/clinical-practice/guidelines-procedures/diseases-
infection/immunisation/schedule

http://www.health.qld.gov.au/clinical-practice/guidelines-procedures/diseases-infection/immunisation/schedule
http://www.health.qld.gov.au/clinical-practice/guidelines-procedures/diseases-infection/immunisation/schedule
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 Medication 

Our service does not administer over the counter medication unless it has been prescribed by a 

medical practitioner and there is a letter from health professional explaining the purpose of the 

medication. Medication may mask the symptoms of other, more serious illnesses and our educators 

are not qualified medical professionals.   

We will administer centre supplied nappy cream, sunscreen, insect repellent without a letter from a 

health professional. Over the counter products supplied by families require to be labelled by a health 

professional (e.g. Chemist) as follows: Logo or name of health professional; Expiry date, name of child, 

dose and method of administration. 

For prescribed medication please see admin, for required documentation. 

On arrival at the Service, families must give medication to Educators for safe storage and complete a 

medication authorisation form. Under no circumstances should medication be left in children’s bags. 

Please also refer to our Medication Policies and Flowchart above. 

Allergies or Asthma 
It is vital that we are aware of any allergies or asthma. Families are required to explain any allergy or 
asthma on the enrolment form as well as provide us with the diagnosis from the doctor. The Service 
follows risk minimisation strategies set out in our Medication Policy and Procedures to minimise 
allergic and asthma reactions. A copy of this Policy will be provided to you, should you indicate that 
your child has a condition on your enrolment and every 12 months whilst the condition exists. 
The Service requires a Medical Action Plan to be filled in by your Doctor to assist in managing your 
child’s medical needs. The Medical Action Plan is to be updated every 12 months by your Doctor. 

Accidents  
The Nominated or Certified supervisor will contact parents immediately if a child is involved in a serious 
accident at the Service. As a matter of extreme importance parents must ensure that the Service has 
up to date emergency contact numbers.  
As a precaution, Educator will contact parents as soon as possible if a child is involved in an incident 
(however minor) that involves the face, head or neck at the Service. Please do not be concerned at 
receiving such a telephone call from the service as it may be only a courtesy, for your information, call. 
An incident report will be completed for all accidents, injuries and illnesses. This will contain details of 
the accident/injury/illness, any first aid that was administered, and be signed by an educator, the 
Nominated Supervisor and by the parent.  

Emergency Drills 
Throughout the year the Service will hold emergency drills which occur at any given time throughout 
the day. These are carried out in a well-organised and orderly manner. Educators will be trained in using 
the fire extinguishers that are in the Service. An emergency escape plan is displayed in every room. 
 

Children’s Safety 
 Never leave children unattended in cars while collecting children from the Service. 
 Car parks are dangerous places for children. Always hold children’s hands when arriving and 

leaving the Service. 
 Never leave a door or gate open. 
 Never leave your children unattended in a room. 
 Children are not permitted into the kitchen and laundry areas. 
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Workplace Health and Safety 
We welcome all feedback regarding the safety of our Service. If you see something that concerns you 
regarding safe work practices, the safety of building and equipment or general Work Health and Safety, 
please contact the Nominated Supervisor immediately. 

Educator Ratio and Qualifications 
Our service is committed to providing a safe, supportive, and high-quality environment for all children. 
We meet all legislative requirements relating to educator-to-child ratios, educator qualifications, and 
staffing arrangements in accordance with the Education and Care Services National Law and 
Regulations. 
All educators, staff, volunteers, and regular visitors hold a current Blue Card in line with Queensland’s 
Working with Children Check requirements. Our team participates in ongoing professional learning, 
including child safety, safeguarding, wellbeing, and mandatory reporting training, to ensure children’s 
safety and wellbeing remain our highest priority. Many educators also hold current First Aid, CPR, 
Asthma, and Anaphylaxis qualifications. 
We are committed to upholding the Child Safe Standards and fostering a culture where children feel 
safe, respected, heard, and supported. Educators work collaboratively to build secure relationships with 
children and families while maintaining professional and ethical practices at all times. 
Photographs of educators, including their role, qualifications, and current room placement, are 
displayed within the service and may also be shared through our website or family communication 
platforms. 
For further information regarding educator qualifications, staffing arrangements, or child safety 
practices, please speak with the Nominated Supervisor. 
 

Owna – Our services online platform 

OWNA is our service’s online communication platform used to support daily communication 
between families and educators. The platform plays an important role in helping families stay 
connected, informed, and engaged in their child’s learning and care throughout the day. 
Through OWNA, families can: 

• Receive daily updates, photos, and learning observations  

• View important notices, reminders, and service announcements  

• Access invoices, statements, and booking information  

• Sign children in and out where applicable  

• Communicate directly with educators and management  

• Complete forms, permissions, and documentation electronically  

• Access service policies, procedures, newsletters, and events  

• Receive emergency or urgent notifications from the service  

Educators use OWNA to document children’s learning, communicate important information, 

maintain records, and share meaningful experiences with families in a secure and efficient way. 

As OWNA is our primary communication platform, families are encouraged to regularly check the 

app to stay up to date with important information relating to their child and the service. Keeping 

your contact details and notifications up to date within the app assists us in maintaining effective 

communication and supporting your child’s wellbeing, safety, and learning. 

 

If you require assistance setting up OWNA, please speak with the admin team who can provide you 

with an invitation link and support you through the setup process. The OWNA app can be 

downloaded from both the Apple App Store and Google Play Store. 


