enmoasea PARENT HANDBOOK

CHRISTIAN COLLEGE

Welcome to Brindabella Christian College  Early Learning Centre !

The College is excited to offer an excellent service providing families and children with a
professional educational environment.

Our Parent Handbook explains important information you will need to be aware of while 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 the Service operates. You will be required to sign and return the form on the last

page of the handbook to confirm you have read and understand the information you have been given in
your enrolment pack.
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Welcome

It is great to welcome you to Brindabella Christian College Early Learning Centre! The College is excited
to be able to offer an excellent service that provides families and children with a  professional
educational environment.

About this Handbook

Parents play a vital role in supporting the delivery of education at the College. This handbook sets ou \t
College policy, practical guidance, expectations, and requirements of our parents. Parents agree to
comply with this handbook (as amended from time to time) as a condition of enrolment.

Service Information

We are open from 7.30am to 6.00pm Monday to Friday, (50 weeks of the year) and are closed on public
holidays, and approximately two weeks ov er Christmas. Notice will be given in when these days occur.

Charnwood Lyneham
T1-0-2years P3-3 -4 year old room
T2 -2 —3 years room PK—-4 -5 year old room

P3-3 -4 year old room
PK-4 -5 year old room

Contact Information
Address 136 Brigalow St, Lyneham ACT 2602
46 Lhotsky St, Charnwood ACT 2615
Phone 61907431 (Charnwood)
6248 9736 (Lyneham)
Mobile 0423533823

Email elc@bcc.act.edu.au

We request that all emails are sent through to this addr ess. If you would like to address an email to a
specific staff member, please just make note in the first line as to who you would like the message to be
directed to.

Advancing the College's Interests

As a parent, you must support the aims of the College (as stated in the College's prospectus) and will
support the College in delivering education to the child consistent with the values, tenets and beliefs of
the College.

You must encourage your child to comply with the policies and rules of the College, a nd to encourage
the child actively to involve himself or herself in its activities.

You must act in the best interests of the College at all times throughout the duration of the child's
schooling, and agree to seek to positively support the College, its B oard and its staff.

You must not disparage the College, the Board and/or its staff to others or make any adverse comment
harmful to the College or its reputation.
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Early Learning Centre Philosophy

Our vision at Brindabella Christian College is to advance a community of Wisdom, Integrity, Service and
Excellence in and through Christian Education.

The Early Learning Centres are an important part of the College, and we advance the Brindabella
community by providing a Christ -centred education through the WISE vision.

Wisdom
Understanding - God made everything to work together, and h e made us

We value each ar ea of —spiritualhemdtidnal,ssocidl ephysitalbapdiaeaddmic. We
believe each child is made in God’'s i mage, and eact
order for a child to reach their full potential.

Genesis 1:31- God saw all that He had made, and it was very good.
Action 8 God made us all special, and He has a very special job for each of us to do

Each child has unique gifts, talents, skills and abilities which combine to meet a special calling  on their

lives that only they, with their unique makeup, can fulfil. It is our job as Educators to provide security,

support, encouragement, stimulation, resources, limits and affection so that each child develops a strong

sense of their worth and value. Children are active contributors to the programming, implementing and
reflection cycle. In this way we create a culture of children knowing where and with whom they belong,
exploreand making meaning of the worl d t o gdentitiese+imagigingd h
who they might become and striving to be the best they can be.

Genesis1:26-Then God sai d, “Let us make mankind in our i
over the fish in the sea and the birds in the sky, over the liv estock and all the wild animals, and over all
the creatures that move along the ground.”

Integrity

Understanding 8 God is truthful, kind and good

We value honesty and treating all others with respect. We believe and uphold the United Nations
Convention on the Rights of the Child, that children have the right to say what they think when adults are

making decisions which affect them, and to have their opinions and feelings taken into consideration.

Psalm 100: 5 - For the Lord is good and His love endures forever; His faithfulness endures through all
generations.

Action 6 God wants us to be truthful, kind and good to others

We teach children to tell the truth, and to be kind to one another. We lead by example and readily admit
when we have made a mistake. We role model asking for forgiveness, and seeking to fix any problems our
mistakes have created. We treat all children with equal respect and teach them to value diversity. We
teach children about their reciprocal rights and responsibilities  in order to prepare them for active and
worthwhile community participation.

Luke 6: 31 —Do to others as you would have them do to you.
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Service
Understanding - God helps us because He loves us

We value relationships, collaboration, shared responsibility and working together to complement one
another’s strengths. We Dbelieve that we are create
work together.

Genesis 2218-The LORD God said: “1lt is not go edhelpeysuitabldh e m
for him”.

Action 6We hel p ot hers to show Godods | ove

We seek opportunities to affirm and encourage children as they develop their personalities, skills and

abilities. We help all children, with diverse backgrounds, capabilities, int  erests and levels of growth and
development, to see their strengths and the strengths of others, and to work together in community to

complete tasks and projects. We encourage children to see the needs of others and show care, empathy

and respect. Weacknowl edge and respect the First Australian
thisland, Australi a. We acknowl ed g e, cararsdandddmilies msiheic grimdryd r e n
caregivers, and seek to work in partnership with them in the best interests of each child.

Galatians 5:13 —Serve one another humbly in love.

Excellence

Understanding - God is good and He made everything good

We value taking pride in our work and in ourselves. We believe that continually improving our  practice is
fundamental to quality care and education, and supp

Philippians 4:8 —Finally, brothers, whatever is true, whatever is noble, whatever is right, whatever is pure,

whatever is lovely, whatever is admirable - if anything is excellent or praiseworthy, think about such

things.

Action -Creating us was Godds very best wor k! We al way
We continuously reflect on our practice and encourage and assist children to reflect on their learn  ing. We

ask questions, fostering an environment of curiosity and exploration. We encourage children to self -assess

their own work and learning. We role model excellence by supporting them to care for our environment,

providing a clean, orderly and safe place to work and play.

Colossians 3:23—Whatever you do, work at it with all your heart, as working for the Lord, not for men.
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Fees

The family's fortnightly fee is payable in full during all school holidays, public holidays and other non -
attendances such as illness and holidays, according to the days booked. This is with the exception of the
shutdown period over Christmas.

The fees include all meals (mornin g tea, lunch, afternoon tea and late afternoon tea), nappies for T1/T2
and weekly library, music and art lessons.

Per Day Enrolment Application Fee
T1 (1 Yearolds) $123 $200 per child

T2 (2 Year olds) $123

P3& PK(3&4  $115 Enrolment Acceptance Fee
Year olds) $500 per family
Charnwood $118

PK 3 & 4 Year
olds) Lyneham

Parent Involvement Program (PIP)

A Parent Involvement Program is in place at the College. It involves 12 hours of service per family over
the year. Any family that has not completed the 12 hours by the end of November will be charged an
additional fee of $330.

Terms and Conditions

Payment of Fees
o ELC fees are billed fortnightly and are due each fortnight via direct debit
CCS payments will be processed upon receipt of payment from Centrelink.
Late payment fees will be applied to outstanding accounts.
Ongoing student enrolment/positi on is dependent on fortnightly payment of fees via direct debit.
Excursions will have an additional fee charged.
Goods and Services Tax will be charged on applicable items.
$14.95 dishonour fee will be charged if your payment is declined.

O O o oo o

All Families are required to complete an E arly Learning Centre and Out of School Hour Care Fortnightly
Fee Payment Arrangement.

On enrolment we will need your CRN for yourself and your child so we can confirm register attendance
and ensure that you are receiving the maximum entitlement.

Child Care Subsidy (CCS)

A family subsidy (Child Care Subsidy) is available from the Family Assistance Office (FAO). The Family
Assi stance Office wildl assess parents’ taxable inco
of assistance each family will receive. The assistance may be claimed at a reduced Service fees.

Allowable Absences

The Centre has a legal obligation to the Department of Human Servicesto record all absences of children
who are in receipt of the Child Care Subsidy within the Centre. Parents have a legal requirement to
notify the Centre of the reason for each absence if a child has been absent.

You can be paid 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. Public
holidays will be counted as an absence if the child would normally have attended the Service on that

week day, and fees have been charged for that day for the child.

Page | 8



BRINDABELLA CHRISTIAN CQLEBBEY LEARNING CENT PARENT HANDBOOK

You can access your child’ s absence r ¥ewChttiCaen your
Details and Payments on your Centrelink online account. You can also do this using the Express plus
Families mobile app

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 Subsidyand the Family Tax Benefit Part A
end of year supplement.

The relevant vaccinat ions 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 contraindica tions 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 eligibl e 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.

Arrival and Departure

At BCC Early Learning CentreEducators aim to ensure that arri vals and departures to and from the
Centre are not only safe and secure for the children, but also a valuable means of exchanging
information.

In regards to arrival and departure times we ask that parents or their representative:

sign in via the QikKids Kiosk on both arrival and departure

leave their child in the direct care of an Educator

inform Educators that they are taking their child home

feel welcome to spend time with their child both upon arrival and departure fromthe C  entre
keep goodbyes brief for children

Ring to notify E ducators if their child's arrival and departure times will vary significantly at any
time.

=A = =8 =8 =4 A

In addition attention is drawn to the following:
9 authorised adults to collect children are those listed ont he ELC QK Enrolment Form, and
9 both parents, unless a Magistrates Court or Family Law Court makes different orders, have lawful
authority of their children, and are consequentl
care.

Brindabella Christian College Early Learning Centre maintain s the safety of all children at all times while
they are attending the centre, and will ensure they are collected by an appropriate and authorised adult
in line with the Education and Care Services National Regulations

9 Families must name authorised nominees who can collect their child/ren from the centre in the
enrolment form. The se forms are accessible to the Educators in charge at all times. Authorised
nominees are required to be 18 years or more .

1 When someone other than a parent or known authorised nominee arrives to collect a child, an
Educator will check for their name in the authorised nominee lists. The authorised nominee may
be asked to provide a photographic ID.

T I'f they are not on t hiney itk beiaskgd tes waih whitei the pagent$ ares t s
contacted by phone to authorise the collection of their child. Where possible the parents will be
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asked to email through authorisation as soon as they can, giving the centre a written permission.
Again a photographic ID will be asked for.

1 If a parent knows at the beginning of the day that someone other than an authorised nominee will
be collecting their child, they are required to notify the service via Kindyhub. Verbal
communication of this is not adequate .

Service Closing Time and Late Fees

Please be aware the Program closes at 6:00pm. In accordance with National Regulations and licensing,
we are not permitted to have children in the service after  6:00pm. A late fee is incurred for children
collected after 6.00pm.

This fee is to cover the costs of E ducators overtime hours in addition to further administration costs.
A late fee of $5 0 for the first 5 minutes and $5 per minute thereafter will apply to cover overtime.
This fee is not covered by the Child Care Subsidy.

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 Community Services Directorate and the Police to take responsibility of your child.

Priority of Access

The Commonwealth Government provides guidelines in regard to access that is prioritised according to
need. When filling vacant places, a service mu st fill them according to the following priorities:

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

Priority 3: Any other child

Priority 4: Special consideration will be given to families with children with special needs, and
parents in need of respite.

Although every effort would be made to avoid such occasions, because of these government guidelines it
may be necessary to change either the time of attendances, or number of attendances, for families
considered of lower priority under these guideline, to make room for a family requiring care for reasons
considered within these guidelines as a higher need.

Enrolment Information
Prospective parents seeking enrolment at BCC Early Learning Centre should complete online an
Application for Enrolment. An Enrolment Fee of $200.00 must accompany the Application for Enrolment.

Should the enrolment be deemed appropriate, parents will be m ade an offer in writing.

Prior to commencing at our Service, you will be required to complete all enrolment documentation and
pay the Enrolment Acceptance Fee.

Please understand that it is essential we have up -to-date information in case of an emergency.
It is important that you notify the Nominated Supervisor (or Responsible Person) of any changes to
enrolment information including:

A Address A Contact details
A Health A Family changes
A Telephone/mob ile numbers A Emergency contact information details etc.
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It is essential that we have copies of your child’s
required to have certified copies of any court orders relati  ng to the child.

Cancelling of Care

Should parents need to cancel their child's care, f our we e k snst be givien daring which time
nor mal fees will apply. Failing this, a cancell at
be charged to their final account.

If a child does not attend the ELCfor more than four consecutive weeks witho ut any notice to the
Director, then the family’ s booking will be automat
to another family on the waiting list.

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.

Meals

We employ qualified cooks who have knowledge and experience with nutrition and food preparation for
young children; adhering to Nutrition Australia. Our menus are varied, made in -house and seasonal.
They will be displayed in the ELCand the kitchen. The menus will be seasonally adjusted and cont ain
fish as well as vegetarian dishes. Water is provided with each meal and snack, and the children are
encouraged to explore new foods.

The ELCprovides breakfast, morning tea, lunch, afternoon tea and late afternoon tea to all children. It

is of utmost importance that the processes of planning menus, food preparation and managing hygienic
practices meet national requirements. It is also important that children enjoy their meals and look
forward to eating and sharing together. Meals will give children variety and create interest. Children
will take an active role in some preparation and serving of meals and snacks as well as setting the tables
in the dining room. Children are actively encouraged to taste new foods.

It is also important that allergies/ food intolerances are considered daily in the preparation of food and
allergens are eliminated from the menu altogether. Alternatives for children with specific allergies will
be provided.

Food from home is not required as E ducators will not prepare or d istribute other than food prepared at
the ELC, birthday cakes being the only
exceptions.

=)
.

Many parents of fussy eaters feel a
concern as to whether their child is
eating enough food during the day.
We encourage all children to
experiment with and try new f oods.
This process may look different
depending on the child as different
children need varying levels of
encouragement to take risks with their
eating. However, meal times are not
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intended to cause anxiety for children, parents or staff.

Parent Involv ement Program (PIP)

At BCCELC parental involvement is one of the supports to ensure the service is meeting the needs of
families. The encouragement and support of the families, in any way, will all be invaluable.

The BCC Parent Involvement Program (PIB provides an opportunity for parents to make a significant
contribution to the running of the College through voluntary work. It involves 12 hours of service per
family over the year and is a wonderful way for parents to be a part of their children's educ  ation, and
the BCC community.

The types of work are wide and varied and can cover both the classroom, student related activities (e.g.
excursions) and/ or the College’s physical infrastru
like). Inthepast t he ELC has had great support from peopl e i
people come into the ELCto either show, share, sing, teach, dance or create with the children,

whatever their area of expertise might be. Parents have also helped us by collec ting bits and pieces

(sometimes thought of as useless rubbish) for the craft corner, donating dress up clothes, helping with

fundraising or at College working bees. Virtually any help is counted towards PIP hours.

Any family that has not completed the 1 0 hours by November 18, 2019 will be charged an additional of
$330 per family.

Parents are encouraged to discuss any concerns and alternatives with the Business Manager at the
College.

Regulatory Authorities

Our Service complies with the National Quality Framework (NQF) including the National Quality Standard
(NQS), the Early Years Learning Framework (or other Approved Framework) and Education and Care
Services National Regulations

Our Service is regulated by the new national body for early education and care —the Australian
Children's Education and Care Quality Authority (AC
our State/Territory.

Mandatory Reporting

BCC Early Learning Centre Eucators are aware that they have a mandated responsibility to report any
suspected case of neglect or physical, emotional and sexual abuse of children in their care. According to
the Section 356 of the Children and Young People Act 2008 all teachers at school and paid employees
caring for children at a childcare centre are mandated to report child abuse and neglect if they suspect
or believe on reasonable grounds that a child or a young person is experienc ing abuse or neglect. BCC
ELC HEucators are provided with train ing in recognising child abuse and in reporting requirements.

Itis the policy of BCC to require any staff member to discuss a suspected case of child abuse with the
Principal whose responsibility is to report (or delegate the report) to the  Child and Youth Protection
Serviceswithin the ACT Community Services Directorate . The Principal will decide who is to make the
report of suspected abuse. In most cases it is likely that the Principal will make the report and that a
second Staff member be present in t he room when the telephone call is made.

Confidentiality
We are committed to protecting your privacy. We support and are bound by privacy laws and strict
confidentiality is maintained at all times.
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Information provided by famil ies is kept in accordance with Privacy Act 1988. Information is seen and
recorded only by the administ ration staff and the E ducators directly responsible for the care of the child.

Service Policies and Procedures

You will find a copy of our Service policies and procedures in the ELCfoyer. We expect our staff and
families to adhere to our policies and procedures at all times to ensure we maintain compliance and

abide by the National Law and Regulations. Educators cannot make exceptions for individuals unless the
Nominated Supervisor or Management do so on account of serious and/or unusual circumstances.

We are constantly reviewing our policies and procedures and ask for staff and family participation to
ensure our policies and procedur es edcjuators. Yoor f ami |l y
involvement helps us to improve our Service and may lead us to change our policies and procedures.

Emergency and Lockdown Drills
BCCELCwill carry out evacuation procedures and
lockdown procedures in accordance with the
National Regulations and Laws.

Throughout the year the ELCwill hold emergency
and lockdown drills, which occur at any given time
throughout the day. These are carried out in a well -
organised and orderly manner. Parents will be
notified via Kindyhub.

Chil dratetybs S

1 Never leave children unattended in cars while
collecting children from the Service.

M Cars parks are dangerous places for children. NN _
Al ways hold children's \

leaving the Service. " b

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.

Workplace Health and Safety

We welcome all feedback regarding the safety of our Service. If you see something that concerns you
regarding safe work practi ces, the safety of building and equipment or general Work Health and Safety,
please contact the Nominated Supervisor immediately.

Educator Ratio and Qualifications

We meet all legal requirements in relation to child to educator ratios and the qualification s of our
Educators. All Educators will hold First Aid qualifications, have Working with ~ Vulnerable People
completed and attend monthly Educators’ meetings.

Our Educators are continually evaluating how our curriculum meets the education needs of our chil dren

and reflecting on ways to i mpr ov eEdacatordac enequragedtdb ear ni
attend further professional training and development.
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For further details on the qualifications of the Educators, please see our Nominated Supervisor.

Grievances / Reconciliation

“The Lord |l oves righteousness and justice; the eart

There is always the potential for disputes and grievances to arise in any community and this policy seeks
to provide an opportun ity for reconciliation. In this context and in keeping with its Christian philosophy,
BCCaims to provide an environment which is characterised by openness, honesty, compassion, integrity
and righteousness.

It is possible though, that disputes and grievances may arise. Itis the desire of the ELCto see, wherever
possible, reconciliation between the parties in accordance with Biblical teaching for instance in Matthew
18: 15, *“I1f your br gdandkshowsim hisfaulh, gst betwsen the/twowof you. If he

|l i stens to you, you have won your brother over.

As a general rule, the following procedures will apply. It is intended that the process will be fair and
equitable, efficient and not intimidat  ing.

9 Disputes between parties should first be resolved between the parties themselves wherever
possible. This should be done with openness and equity with both parties attempting to find
reconciliation with their neighbour.

1 Should it not be possible to resolve the matter at this level, the parties may bring their
disagreement / dispute before the Director or Assistant Director. Either party may approach the
Director or Assistant Director, but ideally the approach should be made jointly in recognition th  at
both parties seek resolution and reconciliation.

9 Should this matter not be resolved at this level they may place their dispute before the Principal.
The Principal is responsible for the leadership of the College community and its management in
accordance with the policies of the Board.

1 The Principal is empowered by the Board to make educational and management decisions in the
best interests of those served by the College both individually and as a Christian education
community.

1 The Principal will attemp t a reconciliation of the aggrieved parties, wherever possible reaching an
agreed outcome. However at times the requireme
Christian education community, including legislative and regulatory requirements, may mean that
an aggrieved party is not satisfied with the outcome. It is nonetheless the aim of this policy that
the aggrieved person recognises fairness and equity in the process which has been followed.

T Where a party feel s t he been denltonvithpreabcordance with this polcyr h a s
they may approach the Board, which can review the matter in relation to whether the policy has
been followed.

At any time parents/guardians are welcome to contac
62041114, and ask to speak with the Children’s Serv
Young People Commissioner (on 6205 2222) who provides an independent, fair and impatrtial process for
resolving complaints about services for children an d young people, including the services provided by us.
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Early Years Learning Framework

Fundament al to the Framework is a view of children’
becoming. From before birth children are connected to family, comm unity, culture and place. Their

earliest development and learning takes place through these relationships, particularly within families,
whoarechildr en’ s fir st and dutaterd. As chillrengarticipatelin eteryday life, they

develop interest s and construct their own identities and understandings of the world.

BELONGING

Experiencing belonging —knowing where and with whom you belong —is integral to human existence.
Children belong first to a family, aercomiunity.rBaldngirgr ou p,
acknowl edges children’s interdependence with others
In early childhood, and throughout life, relationships 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

Chil dhood is a time to be, to seek and make meaning
the here and now in children’s | i v egthemdelves,ibusldingdnd ut t
mai ntaining relationships with others, engaging wit
in everyday life. The early childhood years are not solely preparation for the future but also about the

present.

BECOMING

Children’s identities, knowl edge, under st andi

ngs
childhood. They are shaped by many different eve
of rapid and significant Igyeasagywung dhidtenleamendgrew.lt n t h
emphasises learning to participate fully and actively in society.

Outcome 1: Children have a strong sense of identity

A Children feel safe, secure, and supported

A Children develop their emerging autonomy, inter -dependence, resilience and sense of agency
A Children develop knowledgeable and confident self -identities

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

Outcome 2: Children are connected with and contribute to their wor Id

A Children develop a sense of belonging to groups and communities and an understanding of the
reciprocal rights and responsibilities necessary for active community participation

Children respond to diversity with respect

Children become aware of fairnes s

Children become socially responsible and show respect for the environment

Outcome 3: Children have a strong sense of wellbeing

A Children become strong in their social and emotional wellbeing

A Children take increasing responsibility for their own health and physical wellbeing

Outcome 4: Children are confident and involved learners

>>> >

A Children develop dispositions for learning such as curiosity, cooperation, confidence, creativity,
commitment, enthusiasm, persistence, imagination and reflexivity

A Children develop a range of skills and processes such as problem solving, enquiry, experimentation,
hypothesising, researching and investigating

A Children transfer and adapt what they have learned from one context to another

A Children resource their own learning throug h connecting with people, place, technologies and natural
and processed materials

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 information and communication technologies to access information, investigate ideas
and represent their thinking

> > > > >
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Educational Program

BCCELCis committed to providing an excellent early learning curriculum, which is highly structured,
intentional and focused, and is built on the childr
developmental needs and experiences. Our curriculum development aspires to be a cycle of reflection,

planning, implementation and evaluation reflective of ELCphilosophy and BCCvalues and ethos.

Parents and members of the wider school community are welcomed to participate in the curriculum
development cycle by providing input and feedback .

We follow the Early Years Learning Framework as per our programmingpol i cy. Thi s i s Aust
National Early Years Learning Framework for Early Childhood Educators. The aim of this document is to

extend and enrich children’s |l earning from birth to
We are committed to providing a development al and e

individual needs, abil ities 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 knowl edge, i de afsundatomndfduuprograms.a b i |

We know that children learn effectively through play and Educators who are diligent in their
responsiveness to each child support this. Applying strong intentional teaching practices will provide the
children with an authentic and meaningful learning environment that challenges, supports and nurtures a
child s devel opment.

If we as Educators have any areas of concern, we will inform you and advise where help may be pursued,
e.g. speech therapist. We understand this is a sensit ive topic and it is always your decision to follow this
up. Educators are willing to discuss any aspect of learning and development with parents.

Excursions

BCCELCoffers excursions to children that are designed to:

1 add to their individual learning exper ience
1 provide opportunities to explore new environments
9 respond to specific interests of the children

Often these visits will be a walking visit into the College property or surrounding neighbourhood. As part
of enrolment parents are asked to give authority for their children to take part in such visits without
specific permission each time.

On the occasion of other more significant excursion
notice. Children who do not attend an excursion will ta ke part in a supervised program at the ELC. Some
excursions may incur an additional fee.
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Physical Play

Physical play includes activities that use physical movements
to allow children to use their energy, enhance their
concentration, motivation, learning and wellbeing. We feel
physical play is a vital part of everyday life. We believe in
providing children with a range of physical activities and
experience on a daily occurrence for them to challenge their
large and small muscles, allowing them to gain incr easing
control over their bodies as they learn the importance of
physical play.

Physical play provides children with the opportunity to:

Develop strong bones and muscles,

Improve strength and balance

Develop Flexibility and coordination

Develop Fundamental Movement Skills

Develop spatial awareness

Develop mathematical concepts

Be confident as they learn to control their bodies and
understand their limits

Learn to cooperate and share with others

Promote healthy growth and development .

= =4 =8 =4 -8 =8 =9

=A =

Goals for you r child at our Service

OWe discovered that education is not something whic
which develops spont aneoMasidMontessorit he human b

Educators’ practices and thkehéaéitédrani amshifpmiitheyg haw
on children’s invol ve me@Ghidreathrive whendcamibes and E ducators warkn i n g
together in partnership to support young children’s
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)

We will create a range of short and long -term goals for your child that we w ill program to and observe on
which will be 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

Social awareness

Importance of sustainabi lity

Self-discipline

Habits of initiative and persistence

Creative intelligence and imagination
Self-confidence as an independent learner

A love of learning .

T I I T B B T B D D

We strongly encourage communication betwe en families and Educators to ensure continuity in whatw e
are delivering to your child and acknowledge that the role of the Educator is to work in partnership with
families;children’ s f i rst and duaaters. i nfl uenti al E
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Communication

At the BCCELCwe recognise that effective communication is a vital factor in providing care that is personal
and individualised.

Everybody has a different communication style and time for communication. We understand that mornings
and afternoons can be a |ittle rushed, and not the

We have many types of communication we use for families, which include:
P Newsletter

P Phone calls to your work

P Emails

P Letters

P Face to face

P Daily kindy hub reports .

Educators al ways endeavour to be availabl e &owdverr esp
your child is our first priority and you may need to make an appointment if you require an in depth

conversation.

Kindyhub

Kindyhub is a digital communication tool, allowing us to easily share your child's early learning
experience with y ou at the end of each day. Our E ducators capture your c hild's achievements throughout
the day via Kindyhub with photos, notes and stories.

As a parent, you (and your chosen relatives) will have a secure private login to access a snapshot of what
your child does throughout the day via email or the Kindyhub sm artphone Parent App. This will be sent
to you with photos, a daily report from your child's group and the learning outcomes they met.

Kindyhub is here to enhance communication and provide the parents that are unable to visit us with
photos and information about the child. For further information regarding Kindyhub you may visit
www.kindyhub.com.au

We require your written consent to use your personal information for the communication. Please
promptly complete and sign t he IfyBuawowddmot lik®te recaivestrssi o n’
communication please discuss with our Centre Manager as soon as possible.
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Portfolios

Every child will have a personal, confidential
portfolio comprising of:

Child'"s Profile
Goals from families and Educators
Observations

Objectives for further development
Work samples

Checklists

>\ >\ >\ >\ >\

The individual chil d’s
and used as a direct tool for evaluation and
future planning within
This makes the program reflect the value of
individuality and is not be used as a means of
comparison between peers or stereotypes. You
wi || be given your chil
the school year or as they finish at the Service.

The portfolio will be used in parent/Educator
meeti ngs throughout the year and is always
available for you to review at your convenience.

Family Photo

All rooms have a Family Wall. This is a strong
and valuable tool in our environment for your
child to connect to, feel that they and their
family are valu ed and that their family is as much a part of the ELG even if they are not always there. If
you would like to bring in a photo, or a couple of photos that represent your family, we would love to

add it to our wall.

Behaviour Guidance /Discipline

The BCCELCwill employ such discipline as BCCdeems wise and expedient to children. This discipline is
within the sole discretion of BCC As a parent, you should uphold in every way possible the authority of
BCCand any discipline administered to your ¢ hild.

BCCELCbelieves that it is in the best interests of all children to have guidelines that will help define
boundaries within which every child is safe and has the freedom to develop their God given potential.
The goal of behaviour guidance is to encourage children towards self-regulation. ELC Educators aim to
set loving and clear boundaries, teach children the rules that people live by and help them learn what
behaviours are acceptable in our community. We achieve this th rough the use of Love Languages,see:

http://Iwww.5lovelanguages.com/profile/children/

We believe that positive reinforcement works most effectively. Children also need to learn and accept
age appropriate consequences for their behaviour choices.
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Rest and Sleep

Rest and sleep routine varies according to individual needs. We aim to make rest time a relaxed,

pleasant time for all children. We provide stretcher beds for children and play soft music in the
background. Your child may wish to bring a security item to have atrestt ime. Please feel free to discuss
your child’"s rest or sleep needs with Educators.

Toilet Training

Staff will work closely with parents to ensure that any practices in regards to toilet training are the same
at home and at the ELC. This ensures consistency and a more positive outcome for children. Children
are unable to commence P3 without being day time toilet trained

Nappies - Charnwood only

Nappies are provided by Brindabella ELC for children in the T1 and T2 rooms. Parents may provide
different nappi es for their child, if they do not wish to have their child dressed in the nappies provided
by Brindabella ELC.

Children in P3 must be toilet trained prior to commencement

Sun Safety

Children and Educators will wear hats and appropriate clothing when out side. Staff will encourage
children, including by way of modelling behaviour, to avoid excessive exposure to the sun and to wear
suitable sunscreen (at least SPF 30+), which is reapplied according to the manufacturers
recommendations. We ask that children come to the Service with sunscreen already applied so they are
able to participate in outdoor play immediately and not have to wait the 20 minutes after application.

Sustainability

Our ELCis passionate about sustainability. We believe in supporting child ren to appreciate and care for
the environment by embedding sustainable practice into the daily operation of our  ELG infrastructure
and teaching.

I n order to empower our sustainability program we &€
enabling them to learn and appreciate their environment in an engaging, fun and exciting manner. We do

this by engaging children in discussion about sustainable practice, encouraging them to participate in a

recycling program, reducing energy and conserving water. We aim to provide children with the skills and
knowledge required to become environmentally responsible.

Breastfeeding

This ELC stronglysupports breastfeeding. Families that are breastfeeding should speak to the Nominated
Supervisor or Responsible Person to be aware of our policies on storing and serving breast milk. Families
that are formula feeding should also consult our Nominated Supervisor or Responsible Person to be aware
on how we need the formula prepared and stored.
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When should | not send my child to the Service?

Our ELCis a busy and demanding day for the bodies and minds of our children ; we are not equipped to
care for sick children; however we will do everything we can to comfort a child who has become sick
whilstinourcare. To try and prevent the spread of disease,

watch for:
A" Arunny, green nose A Vomiting
A High temperature A Rashes
A Diarrhoea A Irritability, unusually tired or lethargic

A Red, swollen or discharging eyes

Please do not bring your child to the  ELCif they display any of the above symptoms.  If a child
becomes ill whilstatthe ELCt he chil d's parents or person responsi
organise collection of the child. If the child is unable to be collected, Educators wil| cont a
emergency contact for collection.

When the child is collected, the family will have the following information made available to them to
present to their doctor: symptoms, date of onset, general behaviour of the child leading up to the illness
and any action taken.

Your child should not attend the ELCIif they have had P anadol or Neurofen within 24 hours for a
temperature. It is extremely important that staff members are aware if a child has had either of these
medication s so we do not re-administer and potentially overdose.

Medication of any type should notbe addedto a chi l d’ s bottle. Children who
kept away from the ELCfor the first 24 hours to allow the child to rest and the risk of spreading the
infection to decrease.

If your child has been away due to iliness, please check with the ELCas to whether or not you will need a
certificate before your child returns.

Injuries, llinesses and Infectious Conditions

BCCELCaims to take all precautions to prevent accidents and injuries to children , Educators, volunteers
or visitors to the ELC and to minimise complications. We ensure at least one person who has a current
approved First Aid Certificate as described by the NQFis on the premises at all times and we regularly
practise emergency procedures with children, and keep a record of thes e. We also have an easily
accessible fully stocked First Aid Kit which is kept inaccessible to children.

When a child is acutely ill fr om an infectious disease or an Educator or a person normally working at or
visiting the ELCis suspected as having an nfectious disease as listed by the ACT Health Communicable
Disease Control Section, we will under the Public Health Regulations (ACT) 2000 exclude them from care
or work and notify the local Public Health Unit providing any details of any known or suspecte d person
(child or adult) with any of the following vaccine preventable diseases - measles, mumps, rubella,
diphtheria, tetanus, polio, pertussis (whooping cough).

When a child becomes acutely ill or is injured during care, we will:

1 Notify the family as so on as practically possible, and request they or a responsible person nominated
by the family, pick up, take charge of the child
that the child is collected asap as this reduces the risk of spreading in fection.

T Keep the child under adult supervision until the
to take charge of the child arrives, and, if required, provide appropriate first aid.
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9 If medication is required in an emergency without prior consent of the chil d’
guardian, make every attempt to secure consent from a parent or legal guardian or consent from a
registered medical practitioner.

Accident, Incident and lllness Records
Despite all precautions taken, there may be tim es when children will hurt themselves or becomesiill.
When this happens, the staff will complete an Accident, Incident and Iliness Records.

The record will explain what happened and how it happened. There will be a notification on kiosk for
the guardian. We ask that Parents / Carers have a look at the report, sign it and return it to the Teacher
or Room Leader present.

If a minor accident occurs, the Teacher/Lead Educator present at pick up will verbally let parents know
of the incident and what actio n was taken.

Any injury that occurs above the shoulder will be communicated to the guardian within the hour of
occurring.

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 has
a procedure the staff follow to minimise allergic reactions.

The ELCrequires an Action Plan filledinbyyourDoct or to assi st i n mailegi ng
Action Plan is to be updated every 6 months.

Medication

Educators can only administer medication prescribed by a D octor. They cannot administer non -
prescription drugs or dietary supplements unless a doctor provides the ELCwith written authorisation

Educators can only administer medication to a child from its original packaging with pharmacy
instruction sticker.

On arrival at the ELCfamilies, must give medication to Educators for safe storage and complete a
medication authorisation form.Under no ci rcumstances should medicati on
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Infectious Diseases

The National Health and Medical Research Council have supplied the following information regarding:
Exclusion from the Service of a child suffering with the following dise ases/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, FOOTAND MOUTH DISEASE | Until all blisters have dried.

HIB Exclude until medical certificate of recovery is received.

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

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.

HERPES COLD SORES

INFLUENZA AND FLUKE .
Exclude until well.

ILLNESSES
MEASLES Exclude for at least 4 days after onset of rash.
MENINGITIS (BACTERIAL) Exclude until well.

Exclude until adequate carrier eradication therapy has

MENINGOCOCCAL INFECTION
been completed.

Exclude for 9 days or until swelling goes down

MUMPS (whichever is sooner).

Exclude for at least 14 days from onset. Readmit after

POLIOMYELITIS o . .
receiving medical certificate of recovery.

Exclude until fully recovered or for at least 4 days after

RUBELLA (GERMAN MEASLES) the onset of rash

SALMONELLA, SHIGELLA Exclude until diarrhoea ceases.

STREPTOCOCCAL INFECTION Exclude until the child has received antibiotic treatment
(INCLUDING SCARLET FEVER) for at least 24 hours and the child feels well.

Exclude until a medical certificate from an appropriate

UEEERELLOE S health authority is received.

Exclude the child for 5 days after starting antibiotic

WHOOPING COUGH
treatment.

WORMS (INTESTINAL) Exclude if diarrhoea present.
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Preparing your child for first day

We aim to ensure that families have a smooth transition into the  ELC It is very important that both
parents and children feel welcome, comfortable and settled into the program before commencing care.

The families who have been offered a place at the ELCcommencing the following year will be invited to
an ELC Orientation day which is usually held during the last term of the year.

Families will be invited at the ELC Orientation to make plans with the ELC Director for a personalised
settling -in process for their child. The orientation process may take one or more visits, depending on the
individual needs of the family. We encourage parents, who have been offered a place, to bring their
child along for visits. Fees are not charged for children who have not yet taken up a place, however
parents must remain on the premises due to licensing requirements.

If parents are concerned in any way during the time the child is attending the  ELC they are encouraged
to telephone,e-mai | or meet t he ommhelEKCDS rRacadmrLdéademr eassur al
well-being and progress.

If your child is reluctant to attend, please discuss this with their assigned Educator so that they can
develop strategies with you to support the transition from home to the Service. You are welcome to take
photos of your child in our environment to show and discuss at home.

Communication between home and the ELCmust 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, reass urance 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 communic ation.

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 orientati on 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 wi
Educator who is reassuring your child about their d
contact you if your child becomes distressed.
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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.

CLOTHING

It is helpful to your child if they are dressed in non - restrictive, serviceable and easy to wash clothes so
that they feel free to join in all the activities and to develop independence. Shoes need to allow children
freedom to run, climb, hop & jump as well as being easy for the child to take off and put on by him/her.

Unsuitable shoes are thongs and gumboots and we prefer that these be NOT worn to the Servi ce. Lace up
joggers or sandals are appropriate.

SPARE CLOTHES
Every now and then accidents occur and it may be necessary for your child to get changed into a fresh

set. Please include a complete change of bag.jostihes ev
casel!

SUN HAT

A sun protective hat must be worn every day when playing outside for protection against the sun. Please

make sure to include it in your child’"s bag every d
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.
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Parent Acknowledgement

I/'We have read this handbook carefully. I/We understand the commitment that you are undertaking and
your responsibilities to the Service.

| have completed the enrolment form atthe ELC | have read and agree to comply with the
requirements setoutinth i s handbook and in the Serviceds polici

FAMILY NAME

PARENT NAME

CHI LD/ REN" §

PARENT SIGNATURE

DATE

Please list what skills talents, interest and culture that you  and your family (not forgetting
grandparents) are able to share with the ELC
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Kindyhub Permisson

I/We, the Parent/Guardian of , agree to the terms

of use and give consent for my personal information to be used as part of the communication purposes

for delivering information to the nominated Parent/s & Gua rdian/s of my child/children for participation

inthe ELC s communication tool via Kindyhub. I under st al
Privacy Act 1988 under Australian Law.

Terms of use for sharing information

Sharing information outside of Ki ndy hub, whether it be documentati on
the discretion of the family. Families are responsible to make sure what is shared is in the best interests
of their children. Your child may be included in group experiences that can b e viewed by the families of
the other children in the group. I n these instances
information without the consent of those children’s

Nominated Parents/ Guardians:

Chil dds Name:

Chil dos Biblmt e of

Days attending: Monday Tuesday Wednesday Thursday Friday

Parent/ Guardian 1 (Primary Carer. Y /N)

Name: Relationship:

Email:

Signature:

Parent/ Guardian 2 (Primary Carer: Y /N)

Name: Relationship:

Email:

Signature:
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