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PREAMBLE
Calvary Christian Early Learning Centre operates under the auspices of the College and Calvary Christian College Board is 
the Licensee for the Centre although it holds a separate Licence from that of the College, The Centre functions in accord with 
the College’s Administration. The Early Learning Centre operates in unison with the College’s Mission Statement, Guiding 
Philosophy and also has a Statement of Philosophy specific to the Centre. 

OUR MISSION STATEMENT
Calvary Christian Early Learning Centre endeavours to provide excellence in care and education for the children of families who 
value Christian Education.

STATEMENT OF PHILOSOPHY
We believe that each child is a unique individual who is loved by Christ; and who is a valued participant in an on-going  
learning journey.

We recognise that a sense of belonging is a child’s fundamental need and we endeavour to meet that need.  Children first belong 
to their family and from there form other wider relationships.  We acknowledge that families know their children best and 
endeavour to create a mutually supported partnership with each child’s family.  Parents are key providers of information about 
their children and we encourage them to share knowledge, skills and culture with staff and other children within the Centre.

We believe that childhood should be a time for enjoyment, wonder and learning.  It is a special time for children to be 
themselves, as well as to make meaning out of their world. Children learn how to make connections with others and how to 
contribute to their world through their experiences, play, routines and interactions; as well as by being guided in a positive 
manner. 

 We believe children’s sense of wellbeing has a significant impact on their early learning.  Children thrive in a safe, warm and 
enriching environment. The environment should be inviting, aesthetically appealing and well organised; where children are 
nurtured and encouraged to be creative.  We endeavour to create an environment that is reflective and accepting of a diversity of 
cultures and abilities.  

In the experiences we provide, both planned and spontaneous, we strive to foster and build upon each child’s progress across 
all five ‘Learning Outcomes’ as prescribed in the Early Years Learning Framework for Australia and view children as ‘belonging, 
‘being’ and ‘becoming’ individuals. 

We endeavour to collaborate respectfully with children, families, the wider community and each other; in order to facilitate 
children’s learning. The endorsement of Christian faith, belief and values are an integral part of who we are and what we do.

OUR VISION 

OUR VISION

“Our vision is to graduate young people of strong Christian character who will become an influence for good in their world.”

It is our goal to equip and empower young people through faith in Christ to go on to make a positive contribution to the world in 
which they live.

OUR MISSION

“Our mission is to provide excellent opportunities for young people to develop Christian character and grow to their full potential 
intellectually, physically, spiritually and socially.”

Luke 2:52 And Jesus increased in wisdom and stature, and in favour with God and men. Calvary Christian College is continually 
expanding and launching new initiatives that provide an excellent environment in which young people can succeed by finding and 
pursuing God’s unique purpose for their life.

OUR SCHOOL MOTTO

‘Right Start Bright Future’
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OUR VALUES

Calvary Christian College has five key values which guide everything we do. We seek to inculcate these values in every student at 
the school.

The five key values come from Jesus’ commendation to the wise stewards in Matthew 25v21 – “Well Done Good Faithful Servant”

1.  We Value Excellence (“Well”).  We encourage students to achieve higher levels by continually doing the very best they can with 
God’s help

They said of Jesus: “He does all things well” (Mark 7v37) 

2. We Value Persistence (“Done”).  We encourage students to develop the resilience and confidence to overcome challenges.

“I can do all things through Christ who strengthens me.” (Philippians 4v13) 

3. We Value Humility (“Good”).   We encourage students to respect and value others.

“Humble yourselves under the mighty hand of God, that He may exalt you in due time.” 
(1 Peter 5v6) 
4. We Value Faith (“Faithful”).  We encourage students to develop obedience to God’s Word and trust in His faithfulness.

“The just shall live by faith” (Romans 1v17) 

5. We Value Generosity (“Servant”).   We encourage students to see their gifts and talents as opportunities to glorify God as they 
serve others.

“A generous man devises generous things and by generosity he shall stand.” (Isaiah 32v8)

OUR GOALS
In relation to the children in our care we aim to:

• Ensure that each child develops a positive image of self-worth and gains confidence in their own abilities;
• Provide a caring, happy and enriching environment where children are encouraged to  play, interact, investigate and learn;
• Provide a wide range of planned and spontaneous  experiences that will promote cognitive development, creativity, social, 

competence, physical dexterity and confidence, as well as empathy for others;
• Foster relationships with children and their families that show that we both value and respect them as individuals and 

acknowledge that we are all on a learning journey together. 
• Facilitate inclusive practices in regards to each child’s culture, gender and abilities;
• Approach behaviour guidance in a positive, caring and consistent manner which promotes Christian values, morals and 

courtesy;
• Promote problem solving skills and strategies across intellectual and social domains.  
• In relation to the families of the children in care we aim to:
• Create effective partnerships between families and staff  which are based on mutual trust and respect;
• Always be honest in our communication with families and genuinely seek their participation in our Service.

HISTORY
Calvary Christian College began in the church facilities at Sturt Street, Townsville, with an enrolment of thirty-three students.  
The school subsequently relocated to its present site along Bayswater Road, Mount Louisa in 1980.  Currently the school is 
catering to approximately 900 students from Kindergarten to year 12. The College has been operating a Kindergarten which has 
been licensed under the Childcare Act since 2001.  

The new Early Learning Centre came on line in September 2007 and caters to both Kindergarten and Kindergarten aged 
children.  The Centre is a Licensed and Approved Childcare Service and obtained Accreditation status with the National  
Childcare Accreditation Council in 2008.  From July 2010 the Centre was also granted approval under the Kindergarten Funding 
Scheme to operate as an ‘Approved Kindergarten Program’ in our Kindergarten rooms. In 2011 our licence was extended to 
include 2 year olds.

SERVICE OPERATION
Calvary Christian Early Learning Centre is licensed under the Education and Care National Law and Regulations. 

We are accredited with the National Childcare Accreditation Council (NCAC). To maintain our status as an Approved Childcare 
Service we must work to continuously improve our practice across the 7 Quality Areas of the NCAC Quality Improvement and 
Accreditation System.  The Centre must meet the requirements through 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.

From time to time you will be asked for feedback on our Policies and Procedures. Please help us to improve our practice by 
becoming involved where possible. 

As of mid-2010 the Centre was granted Approval to operate  an ‘Approved Kindergarten Program’ (Kindergarten) and we are 
eligible receive funding from The Department of Education and Training for all eligible children who have access to a qualified 
Early Childhood Teacher for at least 15 hours per week for 40 weeks per year. In July 2011, with the expansion of our Centre and 
a brand new Junior Kindy room and adjacent playground, our second Kindergarten room became operational.  

STAFF CHILD RATIOS

The centre is licensed for 72 children. The following minimum and maximum staff ratios for each group apply until 2016:

AGES OF CHILDREN  
IN GROUP

QUALIFIED CARER:  
CHILD RATIO 2016

OTHER LIMITS  
OR EXCEPTIONS

Junior Junior Kindy (2 years to 4 years) 2 years 1:5
3/4 yrs 1:11

Kindergarten 1 (4yrs July-Dec) 1:11 Part-time teacher  7.5 hours per day

Kindergarten  2 (4 years Jan-June) 1:11 Full time teacher

The Centre’s Director is in addition to the above staff.    Staff/ Child ratios are maintained as required by the Child Care 
Regulation 2003 and National Quality Assurance Standards.  These ratios and maximum numbers are determined by our 
licensed capacity. 

The centre complies with all aspects of the Education and Care Services National Law and Regulations.

HOURS OF OPERATION

The centre is open 7:00am to 5.30pm Monday to Friday, 50 weeks per year.

The centre is not open on recognised public holidays in Townsville. Where possible; notification for the dates of our two week 
closure will be given at least three months ahead of time.  And no fees will be charged during the period of closure.

TYPE OF CARE

Long day care
Long Day Care caters specifically for working parents/guardians. Care is available for pre-school aged children between the 
hours of 7:00 am to 5.30pm. The Centre does not provide meals or nappies. Attendance must be booked and charges apply on a 
daily basis whether the child attends or not, or attends for a part of the day only.

OUR LEARNING PROGRAMS
JUNIOR KINDY

Children from age two (2) years are eligible to attend our Junior Kindergarten Program. This program is for children from 2 
years of age and is a wonderful play based learning program with an emphasis on social and emotional competence, along with 
all other learning outcomes prescribed in the Early Years Learning Framework (EYLF).  

KINDERGARTEN (PRE-PREP – YEAR BEFORE PREP)

Children who turn four (4) years on or before the 30th of July in the current year are eligible to attend one of our Kindergarten 
Programs.   Our Kindergarten program is an “Approved Kindergarten Program” that operates from 8:30 am – 4:00 pm daily.  This  
program is delivered by a qualified Early Childhood Teacher on all 5 days each week.  Children in attendance outside of these 
hours will still be in the capable and caring hands of qualified Early Childhood Educators.  
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Kindergarten 1 caters for children who have already turned 4 by the beginning of the year and Kindergarten 2 caters for children 
who turn 4 between January and June of the year that they start.

Kindergarten children will have access to specialist lessons at the Calvary Christian College depending on what days they are 
booked in.  The lessons include Music, Library and Physical Education.  These lessons provide a natural transition to Prep/
School world.

At the beginning and the end of the day and during some school holidays; if the number of children in the Centre falls below 22 - 
we may combine Programs for part or all of the day or restructure the groups accordingly as numbers permit. 

ABOUT OUR LEARNING PROGRAMS 

This Centre is currently using the QSA Kindergarten Learning Guideline to inform our practice.  This document has been derived 
from The Early Years Learning Framework (EYLF) which is a new National initiative for all Childcare Centres across Australia.  

Fundamental to both the Early Years Learning Framework and the QSA Kindergarten Learning Guideline is a view of children’s 
lives as characterised by belonging, being and becoming.  Children’s earliest development and learning experiences take place 
within and through relationships with families, culture and communities.   As children participate in everyday life, they develop 
their own interests and construct their own identities and understandings of the world. Being Belonging and Becoming: The 
Early Years Framework of Australia (2009).

Children in their pre-schooling years require challenging learning environments, where they can consolidate and expand  
on their skills of exploration, investigating, problem solving, communication, self-expression and creativity.  These skills are 
amply provided for within the flexible play environment of the Centre. Staff interact with children, and observe their progress on 
an on-going basis.  Experiences are planned to meet the specific needs, interests and play levels of the group and of each child 
over time.

Each child’s development is mapped over time according to the Learning Outcomes prescribed on the EYLF and/or the QSA 
Kindergarten Learning Guide.
 
The Key Learning Outcomes are:

• Children have a strong sense of identity.
• Children are connected with and contribute to their world. 
• Children have a strong sense of wellbeing. 
• Children are confident and involved learners.
• Children are effective communicators.
 
These broad outcomes are in turn broken down into more specific and observable goals.  Below are some examples of Learning 
Outcomes which can be evidenced when children demonstrate any of the following behaviours:

• Does the child confidently separate from parents?
• Can the child demonstrate increasing independence in self-help skills?
• Can the child take turns and negotiate play with peers in familiar settings?
• Can the child compare and classify objects?
• Does the child use spoken language for a variety of purposes i.e. to ask questions; to tell a story; to describe an event or to 

exchange information? 
• Can the child identify roles in family, home and childcare settings?
• Is the child refining balance, agility and strength?
• Can the child use scissors successfully?
• Does the child show empathy for another who is hurt?
• Does the child experiment with letters, word, symbols and drawings to communicate meaning?

Most of the above indicators of children’s learning are best observed and enhanced within the context of play.   These Outcomes 
along with our Christian viewpoint will guide our decisions when programming for your children. 

FEES
A Fee Schedule is enclosed with the Enrolment Pack and the Centre is able to offer CCB to eligible families.  A non-refundable 
Application Fee is charged per family for the processing of the enrolment details.  Bookings will not be finalised until this is paid.

Fees are invoiced fortnightly and should be paid weekly or fortnightly.  All Booked days are charged for, as we need to pay staff 
accordingly.  If your child is sick, please contact the Centre and let them know why your child will not be attending.  Fees are still 
payable for sick days; in most cases your CCB portion of the fees is still applicable, as each child is allowed up to 42 allowable 
absences per financial year.  Please contact the family assistance office for more information. 

The Centre must follow the Childcare Management System (CCMS) under which CCB for eligible children is paid for up to 42 
Allowable Absences per financial year (including public holidays).  Fees are payable for public holidays and for days on which 
your child is absent if it is one of their Booked Days.  If your child’s absences exceed the 42 day limit, than you will be obliged to 
pay full fees to the Centre unless you are able to prove the absence/s was/were for an Approved Reason, i.e.  The child was sick 
and you are able to provide the Centre with a Medical Certificate. 

Fees are payable for Public Holidays and these will count towards your child’s 42 allowable absences. 

A Holiday Holding Fee of 50% of your child’s normal Booking will apply for holidays taken other than the four weeks for which 
we are closed at Christmas time. The Holding Fee of 50% ensures that your child’s place in our Centre will be kept.  Please be 
aware that under CCB each financial year, each child is permitted to have 42 Allowable Absence days (including public holidays) 
for which CCB will be paid.  Holidays are considered to be an ‘Allowable Absence’ as long as you have not exceeded the 42 limit.  
The CCB component of holidays in excess of the 42 day limit will not be applicable and you will be charged the whole 50% of your 
child’s normal booking.  The Holiday Holding Fee is not applicable to illness. 

You must fill out a Holiday Holding Form prior to any holidays taken or full fees will be charged. This includes school  
holiday periods.

WITHDRAWAL OF BOOKINGS

• 2 weeks’ notice is required in writing (sighted and signed by an Educator) to advise the Service that the child will be 
withdrawn.  The letter must state the date of their last day.  This will allow us to offer the vacancy to another family.

• Fees will be charged up to the end of the two weeks from the date at which notice was received in writing, whether or not 
the child has attended the Service during those 2 weeks.

• A final account is to be processed by administration and noted on the withdrawal form. The final account is to be issued 
immediately to the family advising that payment is due. A copy of the final account and withdrawal form is to be kept in 
child’s file. 

• Families must ensure the account is paid prior to final attendance. 
• If no payment is received the debt recovery process is to start immediately. 
• CCB will not be paid if the child’s first or last day is an absence day.  If a child does not attend during their 2 weeks of 

notice, CCB will not be paid after their last day of attendance and full fees will be applicable. This is a policy of the Family 
Assistance Office in relation to Child Care Benefit.

• If at any stage of the enrolment or placement it is felt that it is necessary to discuss the viability of the placement due to a 
concern of the duty of care to the child or other children in our care, the Service will immediately contact the parent/carer(s) 
to discuss all options. This may include the withdrawal of the placement.

  
Fees are payable at The Centre Office and the Calvary Christian College Administration Office. We have Eftpos facilities, cash and 
cheque payments are acceptable and we are also able to take credit card payments over the phone. Other options for payment 
such as Direct Deposit and for Centrepay Deductions are also available.  Please ask the Centre Director for the appropriate 
Forms to utilise these facilities. 

A Late Fee may be applicable if a child is not collected on time (see Late Collection Policy).

Fees are subject to change at the discretion of the Licensee.  Parents/Guardians will be notified in writing, at least 2 weeks 
prior to any changes in fees.

ENROLMENT PROCEDURES
Parents interested in enrolling children at Calvary Christian Early Learning Centre should be aware of the following procedures:

1. Request an Enrolment package

2. Complete and lodge Enrolment application together with: 
- Non-refundable Application fee of $100 (unless siblings are already enrolled at College) 
-Proof of Age:  Birth Certificates, Birth Extract/notice or Statutory Declaration will suffice 
-Current immunization details 
-Copies of any current Court Orders/Parenting Agreements.

3. Request an interview with the Director.  Bring Enrolment application and other papers to interview. It is useful to bring with 
you to the interview any ascertainment, or appraisement of learning or learning support reports (if applicable).

4. Parents/Guardian will book a time to come with child/children to the interview and participate in an orientation  
of the Centre.

5. Upon final acceptance the Centre will determine available days and commencement dates will be established.
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WHAT TO BRING
Each day your child will need:

• Morning tea – preferably fruit; pre-cut and placed in a small named container or brown paper bag.  To be stored in room ice 
chest or (fridge if dairy or meat products). 

• A wide brimmed, shady hat for outdoor play (no draw strings please).
• A nutritious lunch: please place in small container, zip lock or brown paper bag (named and dated) and stored in fridge in 

tray marked lunch.
• Afternoon snack- for those children staying later than 3:00 pm.  Please provide healthy choices only and place in fridge in a 

named and dated brown paper bag marked A. 
• A small sheet, rug and pillow in a small cloth bag (not drawstring) if staying for rest time. 
• A spare set of clothes, just in case!! Please note: for safety reasons do not place any items in a plastic bag.

HAND WASHING UPON ARRIVAL & DEPARTURE
To prevent the spread of germs between the home and the Centre it is recommended that all children, staff and parents wash 
their hands when arriving and before leaving the Centre.  Please assist your child.

MORNING/AFTERNOON TEA AND LUNCH REQUIREMENTS
Morning/afternoon tea and lunch are not provided by the Centre.  Parents are required to pack their children’s food and drinks 
for the day in appropriate packaging so as to keep them fresh and cool on their way to the Centre. Once here, please place all 
food into small containers or disposable bags and clearly mark with your child’s name and date. Also label whether it is morning 
tea, afternoon tea or lunch. Cups of cool water are offered to children during mealtimes if they do not have their water bottle. 

Nutrition is essential for good health and growth of young children.  Please keep this in mind as you pack your child’s lunch 
and leave sweet biscuits, chips, cakes and chocolates for special occasions only. Please do not send any nut products (due to 
allergies) or foods that are potential choking hazards (popcorn, roll-ups)  See Centre Nutrition Policy.

All children must have a suitable brown paper bag or small container, named and with an identifying mark (e.g.: a badge, 
sticker, ribbon. etc).  Children’s food is to be stored in named boxes on the shelves provided. 

CLOTHING
Please dress your child in sun smart play clothes.  These do tend to get dirty or stained even with the utmost care.  ALL clothing 
must be named.  Please send a spare set of clothes each day. 
Please ensure that your child’s shoulders are protected from the sun by dressing them in shirts with sleeves as singlet tops 
or dresses with straps do not offer good sun protection. In the interest of modesty and safe active play we recommend that all 
children wear shorts.

Again we ask you to avoid drawstrings on clothing and hats as these can present as a choking hazard.
Children should not wear chains or necklaces around their neck unless for medical reasons. 

Please place spare clothing in a cloth bag; No plastic bags are permitted. Please ensure all of your child’s clothing is named and 
check you have everything at the end of each day. 

INSECT REPELLENT
During certain times of the year North Queenslanders are under threat of contracting Dengue Fever.  This is a mosquito borne 
disease and can be life threatening to young children.  Queensland Health has recommended the use of insect repellent in 
schools and childcare centres in the Townsville region.  In order to comply with this, we are requesting that parents apply insect 
repellent to their child’s exposed skin prior to or upon arrival at the Centre.  We will reapply if necessary in the afternoon and 
have asked all parents/guardians to sign a permission slip in order for us to do so.

REST TIME
Our Centre routines include a scheduled rest time each day.  Staff are instrumental in ensuring that each child who attends the 
Centre for a full day has an opportunity to have a quiet time for rest or sleep.  Young children are very active learners and need 
to have an opportunity to rest so that they do not become exhausted or over-stimulated. There are also provisions for children to 
rest outside of the scheduled rest times if required.

The National Quality Framework Standard 2.1.2 states that ‘educators provide a range of active and restful experiences and 

support children to make appropriate decisions regarding participation’. 

Our staff will provide choices of sleeping, resting while listening to quiet music, watching a DVD or participating in other 
activities that do not disturb the needs of other children.

SUN SMART  POLICY
For your child’s protection against the North Queensland sun, all children without appropriate hats will be offered the use of 
one of our clean spare hats or restricted to the covered areas. It is the parent’s responsibility to apply sunscreen in the morning.  
With parental consent, staff will assist children to re-apply sunscreen if they return to the outdoor environment in the afternoon.

Please ensure your child has an appropriate hat each day. Wide brimmed hats or legionnaires caps only are acceptable; and 
please avoid drawstrings as these can present as a choking hazard. 

Staff will act as role models for the children by wearing suitable clothing and hats outdoors.

ATTENDANCE
Please sign the attendance sheets upon arrival and at departure. Greet staff with your child so that staff are aware of your child’s 
arrival and when they are leaving.

Staff supervision of children commences at 7:00 am.  Parents must never leave children unattended.

SIGN IN AND OUT PROCEDURE 

The attendance sheet for each day is located on the shelf in the foyer or outdoors if the children are outdoors.  Each day your 
child attends it is vital that you sign them both, in and out of the Centre.  If for some reason, somebody other than those you have 
listed on your Enrolment Form will be picking up your child, it is preferable that you notify us in writing. We understand that this 
is not always possible but your child cannot be released without at least your verbal consent. There are appropriate forms which 
are provided as part of this package.  If you need more to fill out as needed; please ask any of the staff who will be able to supply 
you with a form.  

ARRIVALS AND DEPARTURES
WRITTEN PERMISSION FOR DELIVERY AND COLLECTION OF CHILDREN

If you arrange for someone other than those who are authorised on your Enrolment Form, to collect your child from the Centre, 
a written note, signed by the parent/guardian, is required. If this is not possible please phone the Centre and explain the 
situation. In emergency situations your verbal consent is required and the person designated to collect your child will be asked 
to show ID before they can collect your child. 

Where there is an issue of custody; the Centre must be provided with current and up to date Court Orders. 

PUNCTUALITY

Please endeavour to arrive at the Centre on time to collect your child or phone if you are going to be late. A late fee may be 
charged at the discretion of the Director and/or Licensee. 
(See our Fee Policy):

ABSENCES

Please call the Centre on 4722 9218 and let us know if your child is going to be away and why.  As well as keeping us informed 
about your child’s health we are required to keep a track of all illnesses.  It is also important after your child has been absent 
that you initial the previous week(s) ‘Attendance Sheet’ where highlighted.  Please ask Wendy or another staff member how to do 
this if you are unsure. 

SETTLING YOUR CHILD 
It is highly recommended that prior to commencement of formal care that parents make at least one visit to the centre 
(preferably more) with the child to allow themselves and their child to become accustomed to the setting and the staff.   
Depending on past experience and the child’s temperament the settling in process can be very easy or quite difficult.  Settling 
in or orientation visits are arranged through the Centre Director who will make every effort to ensure that the staff are able to 
spend time with you and your child when you visit.  You will be taken through an orientation checklist to ensure that you have 
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all the necessary information to allow you to feel confident about what to do each day.  Some children may require several visits 
prior to their start date.   There is no cost involved for orientation visits as long as you remain at the Centre and you may visit as 
often as you like. 

Once your child actually commences care you are invited to stay as long as you wish. However once you have decided to leave 
please alert the staff that you are going to leave shortly so they are able to support your child should they need it.   It is best if 
you then leave quickly and cheerfully telling your child to have a good day and that you will see them soon.   Most children settle 
quickly once their parents have left and staff will offer comfort and support to your child until he/she is happily involved in an 
activity.  You are most welcome and encouraged to ring the Centre a little later to find out how your child is doing.  If your child 
does not settle after a reasonable amount of time, staff will contact you and let you know so you can discuss with them how to 
tackle the situation.   If separation is still an issue after two weeks please discuss separation strategies with staff which may 
include but are not limited to:  Having your child attend for shorter periods until they settle; the use of a familiar cuddly toy; a 
photo book from home to help link the centre to home. 

Please note that the Centre staff do not recommend care for only one day a week as this is generally not enough time for your 
child to build relationships with staff and other children.  However it has been successful for some children. 

OUR ROUTINES 
Routines are very important to young children. They help children to gain a sense of safety and belonging as they learn to predict 
what will happen next.  While our routines are consistent our program content varies greatly. 

You may request a copy of the daily routine so that you have a basic idea of what your child may be doing at any given time.  The 
Weekly Program for each week will be displayed in each of the rooms.  Please bear in mind that we have a very flexible approach 
to programming so things may be added or adapted to better suit the learning needs and interests of the children at the time. 

If you have any questions regarding our Programs or your child’s development please do not hesitate to ask your child’s teacher 
or Group Leader.  If she is unable to spend time with you right at that moment, a time can be scheduled for discussion.  We 
regularly document and plan for your child’s ongoing learning.

Each day please remember to:
• Have your child wash hands upon arrival and again at departure.
• Apply sunscreen to your child’s exposed skin. 
• Ensure your child has a suitable hat (e.g. wide brimmed or legionnaires). Please avoid drawstrings as these can present a 

choking hazard. If a child does not have a hat they will only be able to play in the shaded areas.
• Place morning tea, lunch and afternoon tea in fridge trays marked accordingly, please remove from padded bags and lunch 

containers and place into named and dated brown paper bag or small container to allow room for storage of other children’s 
food. 

• To ensure children are not given old food; all perishable food will be sent home or thrown away at the end of the day. 
• Do not send any nut products such as peanut butter or Nutella or popcorn (choking hazard)
• Let staff know you have arrived and that you are leaving.
• Smile, God loves you!

ONGOING COMMUNICATION AND PARTICIPATION
Parents are welcome to visit the Centre at any time. We have an Open Door Policy and value the time you are able to spend with 
us.  If you would like to participate in our programs in any way please talk to the Director or room staff who will be more than 
happy to facilitate your participation.  Please share your talents, skills, interests and or cultural heritage with us.  

If you have any concerns regarding your child’s care please discuss these with staff.  Your concerns are very important to us and 
we would like to resolve any problems or perceived problems as early as possible.

Please be aware that our staff spend a considerable amount of time in planning the daily experiences based on observations of 
all of the children over time and that we do keep records of each child’s development across a range of developmental domains. 
Should you wish to discuss your child’s development in anything other than a quick informal chat,  you will  need to request an 
appointment with your child’s Teacher/Group Leader as it is difficult for them to spend time with you, while implementing their 
respective programs and supervising children.  Once the request is made, a time will be allocated for this purpose. 

Your ongoing participation in the reviewing of our Policies is also anticipated and appreciated.  Should you be presented with a 
policy that is up for review please provide feedback to the Centre if it is requested.  This will assist us in ensuring that you have 
an opportunity to participate in decision making which a requirement of the National Childcare Accreditation Council (NCAC) 
and will ensure that we are continuously improving upon our quality of care as we move though the Quality Improvement and 
Accreditation System for Childcare Centres. 

CONSULTATION WITH STAFF
Please be aware that we take observations of all children which encompass their needs, their abilities and their interests.  We 
are happy to discuss these with you informally for short periods of time when it is convenient.  Should you require a more lengthy 
or detailed consultation, you are more than welcome to arrange an appointment with your child’s Teacher/Group Leader so that 
relief staff can be organised, this will allow for her undivided attention.  

HEALTH AND SAFETY
If your child shows symptoms of feeling unwell please do not bring him/her to the Centre.  A sick child is one who has a fever 
and/or is too sick to join in activities, or one that has something that is ‘contagious’.  This might be school sores, conjunctivitis, 
chicken pox or similar childhood disease.

Please remember to advice staff if your child has been sick overnight; or over the weekend and you have administered medicine 
prior to coming. If your child falls ill whilst in care, you will be telephoned and asked to collect your child. Current emergency 
contact numbers are necessary in this event so please ensure the Centre always has current details.

TYPICAL INFECTIOUS CONDITIONS AND EXCLUSION EXPECTATIONS

For more information on other infectious diseases and exclusions see 
http://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch43.pdf

CONDITION EXCLUSION OF CASE

Haemophilus influenzae type b (Hib) Exclude until the person has received appropriate antibiotic 
treatment for at least 4 days.

Head lice

Exclusion is NOT necessary if effective treatment is 
commenced prior to the next day at child care (i.e. the child 
doesn’t need to be sent home immediately if head lice are 
detected).

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

Cold sores, fever blisters
Exclusion is not necessary if the person is developmentally 
capable of maintaining hygiene practices to minimise the risk 
of transmission.

Impetigo (School sores)
Exclude until appropriate antibiotic treatment has 
commenced. Any sores on exposed skin should be covered 
with a watertight dressing.

Influenza and influenza-like illnesses Exclude until well.  Keep at home if a fever is present.

Measles Exclude for 4 days after the onset of the rash.

Mumps Exclude for nine days after onset of swelling

Roseola Exclusion is NOT necessary

Ross River virus Exclusion is NOT necessary

Rotavirus infection Children are to be excluded from the centre until there has 
not been a loose bowel motion or vomiting for 24 hours.

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

Viral gastroenteritis (viral diarrhoea) Children are to be excluded from the centre until there has 
not been a loose bowel motion or vomiting for 24 hours.

Warts Exclusion is NOT necessary

Whooping cough (pertussis) Exclude until five days after starting appropriate antibiotic 
treatment or for 21 days from the onset of coughing.

Worms Exclusion not necessary if treatment has occurred
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IMMUNISATION  

Immunisation helps to reduce the incidence of childhood infectious diseases now and in the future. Upon enrolment, the child’s 
original ‘Immunisation Record’ issued by the Australian Childhood Immunisation Register will be sighted and a copy obtained by 
an Educator to ensure that their immunisation is up to date.  Red books are no longer accepted.

Upon enrolment, all families will be required to provide a copy of their child’s immunisation details to the Service’s 
management.  Families can obtain a copy of their child’s immunisation records through Medicare or by calling the Australian 
Childhood Immunisation Register on 1800 653 809.

A child is unable to enroll into the service unless approved documentation has been provided that shows the child: is fully 
vaccinated for their age, or; has a medical reason not to be vaccinated, or; has a parent/guardian who has a conscientious 
objection to vaccination or; is on a recognised catch-up schedule if the child has fallen behind with their vaccinations. 

Approved documentation of immunisation status includes:

1. An ACIR Immunisation History Statement which shows that the child is up to date with their scheduled vaccinations; or

2. A Medicare Immunisation History Form (IMMU13) on which the immunisation provider has certified that the child is on a 
recognised catch-up schedule; or

3. A Medicare Immunisation Exemption - Medical Contraindication Form (IMMU11) which has been certified by an 
immunisation provider; or,

• Families will be required to bring in an updated copy of their child’s current immunisation record every 6 months. The 
service will distribute quarterly reminders to families, reminding them to keep their child’s immunisation status current. 

• If and when an outbreak of an immunise-able infectious disease occurs, all families will be made aware of the outbreak.

• Any child who is not immunised will be excluded from the Service if and when an outbreak of an immunise-able infectious 
disease occurs to protect that child and to prevent further spread of infection.  In the instance of the child being immunised 
and the Immunisation record not provided to the Service – the child would be viewed as not being immunised.   If an 
outbreak of a vaccine-preventable disease occurs in the Centre, the Centre will seek advice from the local Public Health 
Unit, concerning the possible exclusion of any children who are not immunised. The decision to exclude a child from the 
Centre is made by the Director/Licensee or the local Public Health Unit. Child care fees apply during the child’s absence 
from the Centre.

• Families who do not have their child immunised, or have out-of-date immunisation records, may not be entitled to Child 
Care Benefit, or may have their benefit cancelled. This is not a decision made by the Service.

HEAD LICE

Head Lice in North Queensland are a continuing problem, so please check your child’s hair on a regular basis and take the 
appropriate action. If everyone is vigilant then these can be controlled.

If your child presents with head lice, you will be called to collect your child, who may return only after treatment has been 
carried out. 

CONJUNCTIVITIS

There are two forms of conjunctivitis.  One is extremely contagious and the other is not.  If a child presents with suspected 
conjunctivitis, parents will be called to take their child to the doctor.  If the doctor states via a medical certificate that 
the conjunctivitis is not contagious the child may return to the centre after being treated.  Children who have contagious 
conjunctivitis must be kept at home while treated and until there is no longer discharge coming from eye.

HYGIENE
To prevent the spread of germs between the home and the Centre it is recommended that all children, staff and parents wash 
their hands when arriving and before leaving the Centre.  Please assist your child in this process by teaching them to adhere to 
the guidelines, as seen via the posters in the bathroom. 

Our Hygiene Policies and practices correlate with the latest edition of ‘Staying Healthy in Childcare’ which is published by the 
National Health and Medical Research Council and is highly recommended for use by Childcare Centres across Australia.   

This Publication prohibits the practice of Centre staff rinsing out children’s soiled clothing in order to minimise the spread of 
germs.  This means that should your child have a toileting accident during the day, their clothing will not be rinsed out and will 
be double bagged for you to wash out at home. Please ensure you collect your child’s soiled clothing at the end of each day as 
soiled clothing which has been left at the Centre in excess of 48 hours will be thrown out.    

Please understand that the above procedure has been adopted to be in line with best practice for Childcare Centres in order to 
minimise the risk of spreading germs.  Please talk to the Director if you have any concerns relating to this practice or any other 
issues at the Centre.

TOILETING
After cleaning child, the soiled clothing will be placed in a plastic bag in the laundry bucket and staff will place a tag on child’s 
back-pack to alert parents.  Staff will note the child’s name, time of accident and any other relevant information in main 
communication book so that relieving staff are able to pass on information. 

In accordance with Staying Healthy in Child Care recommendations:
• Clothes will not be laundered.  Excess will be emptied into toilet and then dirty clothing will be double bagged and sealed to 

be collected by parents.
• Clothes not collected within 48 hours will be disposed of.

MEDICATION
Written permission must be given by the parent for staff to administer any form of medication. Medication must be labelled with 
the child’s name, recommended dosage and time of administration. A member of staff must be notified and take possession of 
medication. Please refer to our Medication Policy. 

Please note that the Centre does not keep Panadol on hand. Should your child develop a fever whilst in care; it is an 
expectation that you or one of your Emergency Contacts come and collect them.

ALLERGIES & MEDICAL CONDITIONS

All allergies and medical conditions must be reported to staff upon enrolment or as soon as is practical after you become aware.  

If your child suffers from a medical condition which may require specific medical procedures, please discuss this with staff and 
provide all relevant information on how to administer such medication.

If your child has ever experienced a severe allergic reaction   (anaphylaxis);  then an Individualised Emergency Plan must be 
developed with your Doctor and in most cases an Emergency Kit which contains an EpiPen must be provided. Please ask for a 
copy of our Policy on Managing Severe Allergies.

EXCURSIONS
Special outings may be arranged from time to time. Staff will provide you with advance notice and relevant details about the 
event.   Permission Forms must be signed before your child can be taken on any excursion.  We encourage parents to participate 
in outings where possible as they provide a stimulating experience for all.

INCURSIONS

Outings which occur on the school site i.e. visits to the school library, music room or prep classrooms and are not considered to 
be excursions. Consent for these is included in the enrolment process.
 
The Kindergarten classes will go to the College campus for specialist lessons during each week of the school term.  These will 
only be available to children booked in for the day.

ACCIDENTS
Unfortunately, even with the best supervision, accidents can happen. All staff are required to hold a current First Aid Certificate 
and will administer first aid in a manner that can reasonably be expected of a person with that level of training; as required. 

Any accident/incident which does occur will be recorded on an Incident Report and documented. Parents will be shown the 
written report and asked to sign it as an acknowledgement of having been made aware of the incident. 

AMBULANCE

If a serious accident occurs, parents/guardians will be telephoned immediately and an ambulance will be called if deemed 
necessary by the Director or his/her representative.

In case of a serious accident, an ambulance will be called, as will the child’s parent/guardian.  If necessary a staff member will 
accompany the child in the ambulance and will stay until the arrival of a parent or guardian. Accompanying staff will take a copy 
of the child’s Enrolment Form with them to the hospital. 
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EMERGENCY EVACUATION PROCEDURE

In the event of an occurrence requiring evacuation, the emergency evacuation procedure will be put into place. All staff are 
familiar with this process.  There are checks in place to ensure that all children are accounted for. These procedures are posted 
at all exit and entry points and Fire Drills are practiced regularly.

BEHAVIOUR MANAGEMENT AND GUIDANCE
The staff will endeavour to use positive guidance techniques by encouraging children’s self-regulation and social competence.

We assist children to realise the effects of their behaviour on others and encourage empathy by, role modelling and valuing any 
attempts made by children to demonstrate kindness and caring.

Staff model appropriate examples for the children by communicating in a positive and encouraging manner. Rules and limits are 
set in place in order to facilitate safety and a caring atmosphere within the Centre.

Staff will scaffold children’s learning in social competence and conflict resolution by implementing an age appropriate version of 
‘Stop, Think, Do’.

Children are always reassured that although their actions may not always be appropriate, they themselves are still loved and 
respected.

Staff will complete Behavioural incident reports and track children’s behaviour.  Parents will be communicated to frequently 
about their child’s behaviour.

Please refer to our Policy Manual or ask staff if you require further information on any of our practices and procedures.
 

TOYS AND BELONGINGS FROM HOME
We discourage the provision of toys from home as they are easily lost or broken.  However if your child opts to bring something 
from home, it may be used for show and share and then will be placed out of reach of children.  Cuddly toys or other objects for 
comfort and/or rest time are accepted.  Sometimes giving a child something small that belongs to a parent can assist a child to 
settle into the Centre. 

PARENT VISITATION AND PARTICIPATION
The value of parental involvement in early childhood settings has been well recognised as being beneficial to staff, parents and 
children.  We maintain an ‘Open Door’ Policy at the Centre and encourage parents to spend time with their children.

Please share with us, if you have any special talents or interests that you may wish to share with the children, i.e. music, story 
telling, cultural food preparation etc. as these can make a wonderful addition to the program..
We appreciate that parents who work and/or study may find it difficult to take an active role in the Centre but you may still be 
able to participate in the following ways:

• Send in some junk materials or dress ups;

• Let staff know of events in the life of your family;

• Make a suggestion for the program;

• Attend out of hours social functions;

• Provide input when policies are being reviewed.

LICENSING AND COMPLIANCE 
The Licensing body for Childcare services in Queensland is The Office for Early Childhood Education and Care.  Due to recent 
changes to the to the Child Care Act, a Compliance Publication Scheme has been introduced and all Childcare Services (with the 
exception of Outside of School Hours Care Services) must keep, maintain and make available a to families a Compliance History 
Log Book as from the 1st of July 2010.  Should you wish to access this or require further information please ask the Centre 
Director. 

For further information call:

The Office for Early Childhood Education and Care
P   07 47 58 3385 (Townsville Service Centre)

The Childcare Information Service
P   1800 637 711 (Free call outside Brisbane)

CHILD PROTECTION
Please be informed that the Centre Staff have a mandatory obligation to report child abuse or significant concerns to the 
relevant authorities. Please ask for a copy of our Child Protection Policy if you require further clarification about this issue.

PRIORITY OF ACCESS
One of the main reasons the Australian Government funds child care is to meet the needs of Australian families. However, the 
demand for child care sometimes exceeds supply in some locations. When this happens, it is important for services to allocate 
place to those families with the greatest need for child care support.

The Australian Government has Priority for Access Guidelines for allocating places in these circumstances. These Guidelines 
apply to centre-based Long Day Care (LDC), IHC, Family Day Care (FDC) and Outside School Hours Care (OSHC) services. They 
set out the following three levels of priority, which child care services must 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 A New Tax System (Family Assistance) Act 1999

• Priority 3- any other child.

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

• Children in Aboriginal and Torres Strait Islander families

• Children in families which include a disabled person

• Children in families which include an individual whose adjusted taxable income does not exceed the lower income threshold 
or who or whose partner are on income support

• Children in families with a non-English speaking background.

• Children in socially isolated families

• Children of single parents

There are some circumstances in which a child who is already in a child care service may be required to leave the service. When 
a service has on vacant places and is providing child care for a child who is a Priority 3 under the Priority of Access Guidelines, 
the service may require that child to leave the childcare service in order for the service to provide a place for a higher priority 
child. (Child Care Service Handbook 2011-2012)

CONTACTS

Calvary Christian Early Learning Centre
569 Bayswater Rd, Mount Louisa, 4814
Phone: 47 229 218
Email: calvaryelc@calvarycc.org.au

Calvary Christian College
569 Bayswater Rd, Mount Louisa, 4814 
Phone: 47 229 201
Email: school@calvary.qld.edu.au
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